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Title of Position:	Grants Team Intern
Purpose:	The Grants Team Intern works closely with the Grants Coordinator to research and write grant proposals.
[bookmark: _GoBack]Requirements:	Dependable, prompt, patient, knowledge of Microsoft Office Programs, strong written and oral communication skills, professional demeanor
Training: 	Attend initial orientation meeting with program coordinator. 
Location:	NICE’s main office in South Nashville: 3221 Nolensville Pike, Suite 103, 37211.
Time Commitment:        15 hours a week
Duties:	
· Research potential grant possibilities for NICE
· Research information and statistics to be used in grant applications
· Help the Grants Coordinator write and edit sections of grant applications
· Participate in organization-wide grants round table discussions
· Review previous grant submissions of NICE and edit for improvements/updates
· Assist in determining appropriate steps to be taken to submit applications for grant opportunities
· Assist in determining appropriate direction (program, amount of funding, etc.) for grant application
· Report to Grants Coordinator and Executive Director on activities
· Participate in compilation/completion of local and federal grant proposals
· Arrange and attend grants team and partner meetings when necessary
· Assist with reception duties as needed
· 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:	Shane Dickey, Employment Program Coordinator
shane@empowernashville.org
(615) - 315 - 9681
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