Greater Austin Hispanic
Chamber of Commerce

Project Administrator Intern

The Project Administrator Intern will work directly wielina Aguirre Director of
Compliance and Contract Administrator

The Project Adninistrator Intern will:
e Assist with coordinating the calendar
events and leadership siess.
e Assist with organizing and preparing i
and leadeship sessions.
e Assist with notifying Foundation Commi
events.
e Assist with marketing and graphic desi
P r depteomicesuneys for Foundation events and leadership sessions.
Attend Foundation Committee meetings a
Organi ze, edit and post information on
Research topics awd ated to Foundati on

Required skills:

e Excellent attenti on ttaskaddeworuntdertigld cr i t i

deadlines.

e Able to think both analytically and cr
e Strong written and verbal communicatio
* Basic understanding of the Internet landscape, including an understanding of

social media.

e Ability to take initiative and work in
interpersonal and design skills.

e Willingness to | ear n cbmebtenanaggment. Phot osh

This is a norpaid internship for a prestigious Chamber. You will have the opportunity to
network with members and learn great skills for future employment opportunities.

To apply for this internship, simply email your cover letted aesume tériscilla
Mackin, Digital Developey atpmackir@gahcc.org.



