INTERNSHIP OPPORTUNITIES AT CASA LATINA

Organization Description: CASA Latina is a non-profit community-based organization located in Seattle, WA. Our mission is to empower Latino immigrants through employment and education opportunities.  For more information, please visit our website: www.casa-latina.org.  Listed below are our internship positions.  Availability of these positions is not guaranteed.  Internships are also flexible, and may be combined according to your interest and schedule.  Please check with CASA Latina for available positions, and options regarding your involvement.  Thank you for your interest in our programs! 
I. Fundraising 
Hours: Flexible, 10-40 hours/week
Job Description: Fundraising internships at CASA Latina can take a variety of forms, depending on your interests and past experiences as well as what currently happening at CASA Latina. A fundraising internship is a great resume builder and is applicable to many different degree programs. It can help you develop your communication, business, computer, and administrative skills, as well as teach you how to become comfortable with the “ask” that is a vital component of work in politics and business, as well as the non-profit and public sectors.

Potential projects could include: 

· Appeal letter preparation

· Donation tracking and acknowledgement

· Auction donation procurement coordination

· Database improvement and data entry

· Event Coordination

· Design of promotional materials (newsletter, cards, annual report, website)

· Volunteer coordination 

Requirements:  Fundraising Interns are expected to have good writing, computer, and phone skills. Spanish proficiency is not required. A three-month minimum commitment is requested.

II. Day Workers’ Center
Hours: 10-40 hours/week; Center hours are 6:00 am- 11:00 am Mon- Fri, 7:00 am- 12:00 pm Sat

Job Description: As an intern at the Day Workers’ Center, you will be in contact with the workers and the employers. You will provide communication and general community resource information in busy environment.

Responsibilities may include:

· Speaking with employers on the phone and in person 

· Providing information on where workers can find shelters, clinics, legal assistance 

· Data entry in the Center database program 

· Aiding the Center staff with computer work, helping them enhance their computer skills

· Attending CASA Latina program & staff meetings 

Requirements: Basic knowledge of Spanish. A three-month minimum commitment is also requested. 

III. Household Helpers

Hours: 8-20 hours/week; 2-3 mornings a week, 7:00 am – 11:00 am Mon – Sat

Job Description: The Household Helpers program started in the Fall of 2007 with the focus of helping women find more employment opportunities. The women who are members of the program participate in weekly meetings to discuss the program and have some time to be together as a group. In addition, the women attend trainings (green cleaning, CPR, etc.), which provide the participants with useful skills that will help them find better long-term employment. Since this particular program is fairly new, there has been a lot of effort on behalf of the women to work on publicity, such as flyering and creating business cards.  The internship would include receiving phone calls from potential Household Helpers employers, following up with the women who will be dispatched, and dispatching the women accordingly.    
Requirements:  Basic knowledge of Spanish, schedule flexibility, and eagerness to work in a team with immigrant women are important qualities for interns in this program.  Interns must attend the weekly HHH meeting at 9:00 am on Monday mornings.  A minimum three-month commitment is also required. 

IV. Comité de Defensa del Trabajador

Hours: 15-20 hours/week; every Wednesday evening 6:30 pm – 9:30 pm, plus flexible weekday schedule and some weekends

Job Description: El Comité, a program almost completely driven by its volunteers, works in partnership with day laborers to organize strategic direct action campaigns to recoup wages owed to workers. Interns are involved in every stage of the wage reclamation process: from intake, where workers come to CASA Latina with wage complaints, to drafting initial letters and making phone calls to delinquent employers and property owners, to working in collaboration with workers and a Direct Action Coordinator to plan and implement direct actions.  Interns will take primary responsibility for at least three wage claims cases at a time.  Interns will also assist with leading presentations, both in CASA Latina and the community, and publicity for the program.  

Requirements: Commitment to workers’ rights and fluency in Spanish.  Interns must attend the Wednesday night workshop every week at 6:30 pm.  A minimum three-month commitment it also required.

V. English as a Second Langauge 

Hours: Flexible, 5-10 hours/week; mornings are preferred 

Job Description: ESL classes are taught in the Day Workers’ Center, in the mornings, Monday through Saturday.  The ESL program utilizes popular education and ‘practical’ ESL theory to cover topics from business negotiations to immigration to health.  CASA Latina also has an evening class program, which mixes English students and Spanish students in a collaborative learning process.  Interns may assist with the morning or evening classes.  Interns will have the opportunity to plan and participate in classes (1-2/week), meetings with students, and field trips.  Interns may also be responsible for a project outside of class-time.

Possible projects could include:

· Material development

· Curriculum development

· Grant research

· Classroom organization

· Research on ESL or popular education teaching theory
Requirements: Some Spanish language skills.  Ability to work self-directed.  Three month minimum commitment required.     
VI. Research
Hours: Flexible, 3-5 hours/week

Job Description: Research interns work with CASA Latina staff members to gather information pertaining to our programs, either looking for outside information or interviewing staff and participants from CASA Latina.  We sometimes have specific projects to research, but we are also open to ideas from interns for projects that could benefit CASA Latina’s programs.

Possible projects could include:

· Organization and structure techniques in other Day Workers’ Centers, Latina Women’s Programs, popular education programs, or other programs similar CASA Latina’s

· Successes and barriers to organizing in communities similar to CASA Latina 

· Immigrants’ and workers’ resources

· Grant research

· Popular Education resources

Requirements: Spanish proficiency is not required, although some level of Spanish, especially in writing, is preferred.  Ability to work self-directed.  A two-month minimum commitment is required.

VII. Public Relations
Hours: Flexible, 5-10 hours/week

Job Description: Public relations interns will help CASA Latina to improve our Day Workers’ and Household Helpers programs, in order to create more beneficial programs for participants.  CASA Latina is open to project suggestions from interested interns.

Possible projects include:

· Speaking to employers over the phone to survey their experience with CASA Latina

· Using research to summarize programs’ strengths and weaknesses

· Assessing the effectiveness of Day Workers’ Center feedback forms

· Creating a final report, in English as well as Spanish, with assessment of programs’ operations, publicity, or representation, and suggestions for improvements 

Requirements: Spanish proficiency is not required, although some level of Spanish, especially in writing, is preferred.  Ability to work self-directed.  A two-month minimum commitment is required.

CASA Latina Internship Application
Date: _______________ 

I am applying for:

_____ Day Worker’s Center
 ____ Comité de Defensa del Trabajador 

_____ Fundraising

            ____ Household Helpers

_____ ESL


            ____ Research

_____ Public Relations
       

NAME: _________________________________________________________________ 
ADDRESS:___________________________________________________________TELEPHONE Home:_______________ Work: ______________ Cell: ____________

Best time to be reached: _____________ E-MAIL: ____________________________ 

School Name: ___________________________________________

Requirements for internship (please list a detailed description of all school internship requirements):

____________________________________________________________________
____________________________________________________________________
Internship Start Date:_______

 Internship End Date: ______________

Internship Credits:  ________ 
 Internship Hours Per Week:  __________ 

Days & Times Available:  

Mon.______ Tues.______ Wed.______ Thurs. ______ Fri.______ Sat. ______

REFERENCES

Please write down the name of three people who can tell us about your energy, responsibility, and ability to relate to people of different economic and social classes. 

NAME, RELATIONSHIP, TELEPHONE NUMBER, and BEST TIME TO REACH

1.-___________________________________________________________________
2.- ___________________________________________________________________
3.- ___________________________________________________________________


¡Gracias! 
We look forward to your participation!
WE WOULD LIKE TO KNOW MORE ABOUT YOU AND YOUR EXPERIENCE!

Educational Background and Employment Experience

Social Justice Work

Spanish speaking, writing or reading abilities
Other clubs or organizations you are active in; also any other skills you would like us to know about?
Describe your experience with people of ethnic, racial or economic backgrounds different than your own.

Why do you want to intern at CASA Latina?

What would you like to learn from this experience?

Please mail or e-mail a copy of this form with your resume to Emily Mirra: 

 emirra@asa-latina.org or Casa Latina 317 17th Ave S, Seattle, WA 98144
phone: 206.956.0779  x121 fax: 206.956.0780
