
Project Administrator Intern 

The Project Administrator Intern will work directly with Selina Aguirre, Director of 

Compliance and Contract Administrator. 

The Project Administrator Intern will: 

• Assist with coordinating the calendar year scheduling of Foundation meetings, 

events and leadership sessions. 

• Assist with organizing and preparing information for Foundation meetings, events 

and leadership sessions. 

• Assist with notifying Foundation Committee members of meetings and upcoming 

events. 

• Assist with marketing and graphic design. 

• Prepare electronic surveys for Foundation events and leadership sessions. 

• Attend Foundation Committee meetings as assigned by the Foundation Director. 

• Organize, edit and post information on GAHCC Foundation webpage. 

• Research topics related to Foundation Initiatives. 

Required skills: 

• Excellent attention to detail is critical; ability to multi-task and work under tight 

deadlines. 

• Able to think both analytically and creatively to solve business challenges. 

• Strong written and verbal communication skills. 

• Basic understanding of the Internet landscape, including an understanding of 

social media. 

• Ability to take initiative and work independently, in addition to superior 

interpersonal and design skills. 

• Willingness to learn InDesign, Photoshop and website content management. 

 

This is a non-paid 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 letter and resume to Priscilla 

Mackin, Digital Developer, at pmackin@gahcc.org. 

 


