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Title of Position:	Education Program Assistant-Intern

Purpose:	Education Program Assistants play a fundamental role in assisting with the administrative duties of the Education Program.

Requirements:	Dependable, prompt, patient, non-judgmental, basic understanding of Microsoft Office Programs (Word, Excel, and Power Point), willingness to navigate language barriers, good written and oral communication skill, ability to work independently; however, maintaining regular contact with Education Coordinator, ability to multi-task and work in a busy work environment, ability to take directions and complete tasks in an efficient and timely manner, willingness to assist with general office duties, able to maintain confidentiality, comfortable with computers and technology, familiar with FileMaker Pro or willingness to learn new database.

Training: 	Attend initial orientation meeting with program coordinator. Attend on-going trainings as required by the coordinator.

Location:	NICE’s main office in South Nashville: 3221 Nolensville Pike, Suite 103, 37211; other locations are possible.

Time Commitment:    15 hours per week, or as negotiated with the program

Duties:	
· Help answer student and teacher inquiries
· Enroll  and assess students for level appropriate classes
· Update attendance, test scores, and student records in database
· Work on special projects as assigned
· Create recruitment materials for volunteers and students
· Recruit volunteer teachers
· Assist with general reception duties
· Dress in a manner that is mindful of the culturally diverse students we serve, and representative of a professional atmosphere.
· Oversee the running of offsite locations as assigned 
· [bookmark: _GoBack]Other duties as assigned

Benefits: 	Opportunity to meet people from other cultures and learn about those cultures, help people adjust to living in the United States, develop problem-solving, teaching, and communication skills, use creativity in meeting the needs of students, meet and interact with immigrant and refugees, work in collaboration with other volunteers and program coordinators, and grow in your own use and understanding of English.

Supervisor:	Sue Lo, Education Program Coordinator
sue.lo@empowernashville.org
(615) - 315 - 9681
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