CREW Internship- Job Title/Descriptions

Jones Valley Teaching Farm; Farm Trainee Schedule: Monday-Thursday 8-5pm
Scope of Work/Responsibilities:

Responsible for assisting in the day-to-day activities of the farm ranging from harvesting, weeding,
cutting grass, moving compost, transplanting seedlings and regular maintenance throughout the site.
You learn how to farm seeding, crop planning, forming beds, irrigation, harvesting, plant hygiene,
pruning, weeding etc. You will have access to the produce we harvest on the farm. You will have the
opportunity to take on leadership positions in many areas of the job, including farm club and culinary
club. Work area will have an air-conditioned space; however, majority of the day will be spent outside.

Desired Qualifications:

e We expect to see you on time

e Be able to respond to work-related texts and emails quickly and clearly. We value your opinion
in this work and expect you to share it during team meetings.

e We are looking for folks who are willing to work and collaborate with a variety of people and
personality types.

e Be willing to interact with the school community, the greater Woodlawn community and the
Jones Valley Teaching Farm community.

e Asincere commitment to all internship responsibilities and expectation

YWoodlawn Landscaping; Landscaping Specialist Schedule: Monday-Thursday 8-5pm
Scope of Work/Responsibilities:

Ideal for someone who loves to be outdoors and wants to beautify the neighborhood by cutting grass,
clipping hedges, and planting flowers. **Will gain Landscaping and Leadership Skills**

Desired Qualifications:
e Must be able to lead and participate in all activities
e Responsible, and punctual
e Must be able to follow and enforce all rules given. 100% of time will be spent outside
e Asincere commitment to all internship responsibilities and expectations

Bayles Catering and Restaurant; Schedule: Monday-Thursday 8-4pm
Scope of Work/Responsibilities:

This job is operated in a kitchen environment, housed with equipment such as oven, stove, dishwasher,
slicer and chef’s knives. The Intern will be exposed to heat, steam, fire and noise. The Intern is required
to stand, reach, lift, bend, kneel, stoop, push and pull items weighing 30 pounds or less. Responsible for
prepping raw meat meats, cut fresh vegetables (tomatoes, onions, bell peppers, etc.) and cheese for
proper portion control. Pre- assemble salads, date and label all items. Cut fresh fruit and portion. Mix
side dish ingredients according to recipe. Clean work area and assist with daily cleaning of restaurant
and parking lot. Run food to front counter as needed.

Desired Qualifications:
o  Must comply with all applicable sanitation, health, and personal hygiene standards and
following established food production programs and procedures.
e Must feel comfortable using a knife



e Responsible, and punctual
e Asincere commitment to all internship responsibilities and expectations

Denmark Properties; Social Media/Marketing Intern Schedule: Monday-Thursday 9-5pm
Scope of Work/Responsibilities:

Provide a supportive role, vary in scope, and experience by being involved in multiple facets of the
marketing department including social media and direct marketing. Create, manage and grow business
presence across social media channels, including, but not limited to vlogs, Twitter, Facebook, LinkedIn,
YouTube, Instagram, and E-blasts. Assist with updating marketing information on company website.
Help design and execute social media strategies for a wide range of promotional campaigns, product
launches and marketing/sales initiatives. Identify opportunities for link sharing and content partnerships
with other online organizations. Database development of industry resources, sites and organizations
including talent communities, blogs, and more.

Desired Qualifications:
e Experience using Microsoft Office and Google Drive
e Strong attention to detail
e Strong writing skills
e Exhibit solid understanding of key company information including general business strategy,
industry issues, services offered, key customers and competitors in the marketplace

Denmark Properties; Communications Intern Schedule: Monday-Thursday 9-5pm
Scope of Work/Responsibilities:

Serve as a supportive role to the office manager, vary in scope, and experience by being involved in
multiple facets of the communication department. Denmark Properties believe that it is most effective
when it is in communication and relationship with their clients at the highest level. At Denmark
Properties, our goal is to be a blessing to others and we desire for our staff to display a drive and hunger
to assist all of our clients. Be point person on tasks related to DP Home buying Program. Answer and
follow up with clients interested in utilizing Denmark Properties Services. Assisting staff with tracking,
formatting and following up with clients. Maintaining and updating CRM Database as well as sending out
daily emails for tracking and follow up purposes. Create, manage and maintain relationships with clients
to ensure they have the support they need from Denmark Properties. Assist with updating information
on company website.

Desired Qualifications:
e Experience using databases, Microsoft Office and Google Drive
e Strong attention to detail
e Excellent verbal and written communication skills
e Dependability, flexibility, and ability to maintain confidentiality
e The ability to work well under pressure and with deadlines

YWCA My Sisters Closet; Store Associate Schedule: Monday-Thursday 8-2pm
Scope of Work/Responsibilities:

Adhere to YWCA policies and guidelines. Acts as a responsible team member. Work alongside staff and
individual volunteers and groups. Prepare merchandise for the sales floor- this may include sorting,
hanging, steaming, tagging and pricing items, transporting donated items from donation room to the
store. Set up displays and arrange merchandise on counters, racks, mannequins and tables to promote




sales. Answer incoming calls and customer’s questions about location, referral program, donations,
prices, etc. Complete sales transactions through the Square system and bag merchandise for customers.

Desired Qualifications:

e Maintain cleanliness in the store.

e Perform intake of client referrals and track client information to Excel spreadsheet.

e Interns must possess the ability to respond appropriately to challenging situations,
communicate effectively with individuals, including peers, volunteers, supervisors and
community partners

e Displays a neat appearance and competent manner

e Ability to maintain confidential information

e Demonstrates energy and enthusiasm for his/her work

e Complete any additional duties assigned by Coordinator of My Sister’s Closet

e Asincere commitment to all internship responsibilities and expectations

Smiles 4 Keeps Dentistry; Front Office Assistant Schedule: Monday-Thursday 8-5pm
Scope of Work/Responsibilities:

Intern will be the first point of contact with clients. Perform essential front desk administrative duties
including answering phone calls, greeting clients, and assist with paperwork. Serving patients of all ages-
especially children.

Desired Qualifications:
e Must have a positive attitude, outstanding work ethic, warm and winning smile.
e Possess outgoing personality, a desire to learn new things
e Proficiency in Keyboarding, Microsoft Word, and Power Point
e Ability to grasp new concepts quickly
e Excellent communication skills, both oral and written
e Self-starter, without having to be reminded
e Ability to bring tasks to completion, with accuracy and efficiency
e Desire and willingness to always treat other the way you want to be treated
e Qutstanding phone techniques

Smiles 4 Keeps Dentistry; Interest in Dental Asst. /Hygienist  Schedule: Monday-Thursday 8-5pm
Scope of Work/Responsibilities:

Intern will have an interest in becoming a dentist, dental assistant, or dental hygienist to work in its
sterilization area and treatment rooms during the summer.

Desired Qualifications:
e Must have a positive attitude, outstanding work ethic, warm and winning smile.
e Possess outgoing personality, a desire to learn new things
e Hepatitis B Vaccine
e Ability to multi-tasks
e Must pay attention to details at all times
e Excellent communication skills, both oral and written
o  Must perform job responsibilities without being reminded
e Ability to bring tasks to completion with accuracy and efficiency
e Willingness to learn names of dental instruments, sterilization processes, and room set-ups



Oak Tree Ministries; Elementary Summer Intern Schedule: Monday- Thursday 9-5:30pm

Scope of Work/Responsibilities:

The Elementary Summer Intern will assist the Oak Tree Ministries Team with preparation for all of our
summer activities. They will also engage with elementary students in our programs by leading and
facilitating activities along with other Oak Tree staff members. Oak Tree will provide training for the
Intern to help equip them for working with the children in our community, understanding best practices
for leaders in non-profit work, as well as an introduction to trauma-informed childcare.

Desired Qualifications:

Help plan and prepare activities for elementary kids programs

Perform office work including printing, cutting, laminating, labeling, filing, etc.

Alongside other staff and volunteers, supervise children in programs and activities

An eagerness to learn

A positive attitude that is open to being flexible as situations change from day to day

A willingness to work as part of a team and to work with children and have fun

A willingness to work with a faith-based ministry and be a part of activities where Bible stories
are shared



