
 

333 West 4th Street 
Bethlehem, PA 18015 

610.691.5602 

 
 

POSITION DESCRIPTION 
Intern 

SUMMARY: 
We are looking for a dynamic, energetic, responsible intern who is eager to learn about our company by assisting various 
departments. In this position, you will be expected to learn the ins-and-outs of our daily routines, procedures, and focus 
on learning how our organization runs. You will be working closely with our team to conduct research, capture data and 
attend meetings where you will be asked to take minutes. To be successful as an Intern, you should be willing to help 
with any tasks assigned by a supervisor.  
 
ACCOUNTABILITY: 
Interns are accountable to Directors/Supervisors of specific departments, the Director of Operations, or the Executive 
Director in his/her absence. 
 
SPECIFIC RESPONSIBILITIES: Interns will be responsible for: 

1. Answering phone inquiries, direct calls, and provide basic company information; oversee mail deliveries, 
packages, and couriers 

2. Perform clerical duties, take memos, maintain files, and organize documents; photocopy, fax, etc. as needed 
3. Assist in preparing information and research materials; create and maintain PowerPoint presentations 
4. Set up, break down, organize, and maintain conference rooms, training rooms, and meeting rooms, update 

company calendars 
5. Fulfill tasks set out by supervisors from several departments: Shadow multiple office positions and train in a 

variety of tasks 
6. Attend meetings and take minutes. 
7. Provide case management, and coordination with all Rental Assistance/Eviction Prevention Programs 
8. Screen and conduct intakes and assessment interviews with homeless individuals, identify social service and 

housing needs and make appropriate referrals 

9. Maintain complete, timely and accurate documentation of service objectives and outcomes using HMIS/ New 
Org 

10. Resolve conflicts effectively 
11. Other duties as assigned by Manager 

 
QUALIFICATIONS: 

• High school degree or equivalent; must be enrolled in an accredited university/college program to receive credit 

• Proficient computer skills, including Microsoft Office Suite (Word, PowerPoint, and Excel) 

• Excellent written and verbal communication skills; organizational, writing, communication, and problem-solving 
skills 

• Self-directed and able to work without supervision; energetic and eager to tackle new projects and ideas 

• Ability to multitask, and cope well under pressure 

• Ability to work flexible hours, including evenings and weekends. 
 
_____________________________________________________________________________________ 

Intern Signature                                                                                              Date 
 
 
 


