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Adult Education Administrative Intern
Job Description

Brief Position Description
The Salesforce Intern is responsible for helping Seattle Tilth to further integrate our current systems into the Salesforce data management platform. 
About Seattle Tilth

Seattle Tilth is a nationally recognized non-profit educational organization dedicated to inspiring and educating people to garden organically and conserve natural resources, and support local food systems in order to cultivate a healthy urban environment and community.  Our programs include community learning gardens, our volunteer program, classes and workshops, events, a children’s garden program, the Master Compster program and the Garden Hotline.
Time Commitment: The minimum commitment is 10-15 hours per week for 3 months with flexible scheduling. 

Responsibilities

· Meet with supervisor on a regular basis to determine work goals and evaluate progress 
· Transfer data to Salesforce
· Research ways to maximize its potential in the daily work of the organization
· Develop user guides that will assist the Seattle Tilth staff in fully utilizing tools available through Salesforce. 
Benefits
· Gain experience fully implementing Salesforce for a non-profit educational organization 
· Develop professional contacts with Seattle Tilth staff and volunteers
· Contribute to the organic gardening, local food, educational and environmental fields
· Enjoy working with a team and accomplishing common goals
Anticipated Results

Perform assigned tasks effectively in coordination with supervisor and achieve excellent results.    Advance the goals and mission of Seattle Tilth.

Supervisor Name:  Carrie Niskanen, Program Assitant
Required Qualifications:  
· Significant experience using Salesforce 
· Excellent skills researching and experimenting with computer applications 

· Good communication skills

· Ability to work independently and be self-directed  
Compensation: This is an unpaid internship, but can be done for school credit. 
Training Requirements:  Participate in Seattle Tilth volunteer orientation.  Learn about database needs and current systems of Seattle Tilth before working independently on projects.

Work Site: Seattle Tilth offices in the Good Shepherd Center

Performance Evaluation:  Ongoing feedback from supervisor.  
Application Process: Please fill out an application on our website: http://seattletilth.org/get-involved/volunteer/volunteer-application-form and email carrieniskanen@seattletilth.org. 
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