
Job Title: Programs Coordinator Intern
Organization: Leadership Atlanta

Position Summary:
The Programs Coordinator will assist in developing and delivering programs and activities for Leadership Atlanta and L.E.A.D.  In this role, you will have extensive communication and opportunities for collaboration with some of Leadership Atlanta’s 2,600 plus alumni and over 200 L.E.A.D. graduates.  
Position Reports to: Pat Upshaw-Monteith, President  & CEO, Leadership Atlanta


         Emily Hawkins, Program Director, Leadership Atlanta



         Candy Berman, Director, L.E.A.D. 

The Responsibilities:
Core Program:
· Overall will assist Program Director in the planning and implementing of programs and meetings

· Assist Program Director with scheduling meetings, assisting with correspondence and confirming attendance.
· Support  volunteer planning committees

· Assist Program Director in the development of program curriculum and format (speakers, venue, program descriptions, etc.)
· Attend monthly programs, some planning meetings and retreats
· Facilitate program day arrangements including but not limited to: catering, nametags, taking class photographs, signage and evaluations.
· Assist in overall logistical requirements.
L.E.A.D.

· Overall will assist Director in the planning and implementing of all programs, retreats and meetings

· Facilitate program day arrangements including but not limited to: catering, nametags, taking class photographs, signage and evaluations.

· Assist in locating places for programs and retreats

· Ensure that all event specifications are communicated to and executed by all operating teams

· Assist with candidate recruitment, interviews and selection process and sending out acceptance packets
· Support the volunteer planning committees

· Organize and coordinate the mentors program 

· Assist in preparing co-hort assignments

· Gather feedback from class members and volunteers planning committees
· Attend monthly programs, planning meetings and retreats
· Assist in overall logistical requirements.

President & CEO:

· Assist President & CEO with various projects including but not limited to class recruitment, letter writing, grant writing, marketing and board preparation. 
Other Broad Duties:

· Assist as needed with all communications 
· Assist in office administration to include answering the phone, mail distribution, forwarding faxes and assisting in maintaining the cleanliness of the office
Knowledge, Skills and Abilities Required:
· Strong oral and written communication skills

· Strong organizational and time management skills

· Proficient in Microsoft Office (Word, PowerPoint, Excel).

· Basic knowledge of HTML preferred.
· Ability to work effectively with a diverse group of people.

· Ability to organize and prioritize multiple projects and tasks.

· Ability to investigate and analyze information and draw conclusions.

· Ability to independently negotiate and manage contractual arrangements.

· Strong interpersonal and communication skills.

· Ability to create, compose and edit written materials (letters, press releases, etc.)
· Being deadline and detail-oriented, yet personable with all levels of management
