
POSITION DESCRIPTION 
MUNSON HEALTHCARE FOUNDATIONS 

 
POSITION TITLE Foundation Intern 

    
DEPARTMENT:  Munson Healthcare Foundations DATE: March 2017 
    

 

 
DESCRIPTION 
 
This is a non-paid volunteer internship. 
 
This individual will be assigned four special projects in 2017. The volunteer intern will: 
 

1) Assist in coordinating community fundraising events and promotions at various locations 
throughout the Munson Healthcare system. 

 
2) Coordinate an interactive social media campaign by gathering donor stories, photos, and video. 

Assist in the up-keep of a Facebook page/webpages for the Foundation. 
 
3) Learn about the role of effective database management and other information gathering techniques 

for successful non-profit fundraising. S/He will be introduced to Raiser’s Edge and assist in 
developing lists, maintaining data, and conducting research. 

 
4) May be asked to assist with the Foundation’s summer activities, which may include tasks like filing, 

creating nametags, coordinating invitation mailings, taking RSVPs, and other miscellaneous tasks. 
 

The position is part-time (15-20 hours per week-possibly more) with flexible hours and some evenings 
required. Students seeking internship for credit are preferred. Start date negotiable in May or June 
based on summer semester start date of applicant. Ideally the intern will work through mid-August.  
 
ENTRY REQUIREMENTS 

 

 Pursuing Associate or Bachelor’s Degree in communications, journalism, business administration, 
public and nonprofit administration, health care administration, marketing or related field 
preferred. 

 Excellent written and verbal communication skills. 

 Phone/people skills. 

 Personable. 

 Self-motivated and takes initiative. 

 Proficiency with Microsoft Word, Excel, general databases, e-mail, Facebook, website software, 
and other computer systems. 

 Demonstrated ability to work in fast-paced environment with deadlines. 

 Ability to multi-task. 

 Flexible schedule. 
 
ORGANIZATION 
 
This position reports to the Giving Operations Coordinator at the Foundation for 2-3 days a week. 
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AGE OF PATIENTS SERVED 
 
  X  No clinical contact with patients 
 
SPECIFIC DUTIES 
 

1. Supports the mission statement of Munson Healthcare Foundations: “Inspiring charitable support 
to enhance health care for the people in northern Michigan.” 

 
2. Embraces and supports Munson's continuous quality improvement philosophy. 
 
3. Adheres to Munson's customer service expectations. 
 
4. Takes responsibility to know and work within Munson's safety philosophy and guidelines. 
 
5. Works with Donor Outreach Coordinator to liaison with various community organizations and 

volunteers who wish to coordinate community fundraising events to benefit a Munson program or 
service.  

 
6. Encourages participation in events by developing and implementing external and internal 

marketing (e.g. writing press releases and e-mail blasts, developing lists, and organizing 
presentations). 

 
7. Works with Leadership Giving Specialists and Mid-Level Giving Specialist to provide clerical 

support for major fundraising campaigns. 
 
8. Works with Charitable Giving Analyst to complete prospect lists and research projects. 

 
9. Travels to system partner hospital for special projects or events management assistance. 
 
10. Assists Giving Operations Coordinator and Data Entry Clerk with database management projects, 

by entering and editing data as needed. 
 

11. Attends board or committee meetings and helps with set-up. 
 
12. Performs all other duties as assigned. 

 
 
Please send cover letter and resume to Tracy Wittkopp at twittkopp@mhc.net by April 15, 2017. 

mailto:twittkopp@mhc.net

