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Hmong American Partnership
Internship Description
TITLE
Education Intern

SUPERVISOR
Program Manager, Education
[bookmark: _GoBack]
TIME/HOURS
At least 15 hours and up to 30 hours per week
Minimum of 3-4 months with options for more

JOB SUMMARY	
Under the direction of the Program Manager, Education, assist in the coordination and implementation of HAP’s education programs.

JOB DUTIES
· Compile and maintain accurate records of student information
· Manage contact database and reports
· Provide one-to-one tutoring at least once a week to students
· Attend classes and assist teachers in adult basic education classes as needed
· Assist the Program Manager with program activities (e.g. marketing, coordination of materials and site visits, transportation, translation, etc.)
· Participate in necessary trainings, workshops and meetings, as scheduled
· Other relevant duties, as assigned 
EXPERIENCE AND QUALIFICATIONS
· Upper level college students preferred
· Knowledge and use of community resources
· Interest and passion working with young children and adult English language learners
· Strong skills in teaching, tutoring, and mentoring
· Understanding of the principles of bilingual and multicultural families
· Basic to intermediate personal computer skills with word processing, excel, and email experience
· Knowledge of MS Access, File Maker Pro, or contact databases preferred
· Strong oral and written communication skills
· Highly dependable, takes initiative, has good judgment and is able to function with minimal supervision.
· Must be able to work independently and produce high quality work
· Knowledge of Hmong is considered an asset.
If interested or you have questions, please contact Dr. Mai Moua at (651) 523-0540 or email: maim@hmong.org
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