Fundraising & Development Internship


Coffee Strong’s Fundraising & Development Intern will work closely with the Director of Operations and Executive Director to support Coffee Strong's individual fundraising efforts, research grants and assist in the production of grant proposals, monitor grant deadlines, and coordinate/produce Coffee Strong/G.I. Voice fundraising events, and develop materials for soliciting one-time and sustaining donors during direct mail campaigns.  Ideal candidate(s) will have some working knowledge of fundraising/grant writing in a community organizing environment.

Interning with Coffee Strong will provide substantial experience in non–profit development and management, grant writing, events planning, researching donor prospects, maintaining a donor database, and developing solicitation strategy.

Interns will 1) research and develop events in new fundraising markets, 2) research event venues and caterers, 3) depending on experience, help design invitations and event promotion.

Additional duties overview:

· Acknowledgment of Coffee Strong's one-time and sustaining donors

· Monthly e-newsletter thank-you message to donor database/mailing list to reflect Coffee Strong/G.I. Voice current efforts and recent accomplishments

· Monthly donation reports for various fundraising campaigns and designations

· Database maintenance, including record duplication, monitoring for inconsistencies and troubleshooting organization-specific database needs

· Aid in the creation of comprehensive database usage manual

· Filings, direct mailings, and other associated administrative work

· Reports regularly to Executive Director and Board of Directors

Qualifications desired:

· Excelling writing, critical thinking, and people-skills

· Strong time and project management

· Self-motivated, independent worker ready to create new methods/improve existing practices

· Interest in data management and information technology

· Experience with database systems or CRM programs preferred, but not required


Given the sensitive nature of our work and to protect individual privacy, Coffee Strong interns must not only sign a confidentiality agreement, but also demonstrate a willingness to work with and learn about active-duty, military families, and veterans. 


Coffee Strong is an equal opportunity employer. No college degree is required. Active-duty, military families, and veterans are particularly encouraged to apply. Due to limited resources, Coffee Strong asks its interns to provide their own laptop computers. However, this requirement should not deter potential applicants without computer access; solutions are available based on need.

If you are interested, please contact :Lisa Hubert at (253) 298-5620 or “mussolisa@gmail.com”
