Job Title:
Job Type:
Reports to:

Finance & Administrative Intern
Part-Time; Nonexempt
Director of Finance and Executive Assistant

Purpose
Waco Foundation is a charitable organization that provides grants and other charitable
services in McLennan County, Texas. The Finance & Administrative Intern position is a parttime position that supports the Director of Finance and Executive Assistant. The Intern is
intended to handle administrative tasks and support project work.
Nature of Work
Work at Waco Foundation is highly suited for the individual who has a passion for improving
the world and particularly the local community, working very hard, problem solving, personal
growth, and working with others. All positions at the Foundation offer opportunity for
advancement and growth as a result of sustained, dedicated work of employees.
This Intern position is ideal for a college student looking for part-time work who is interested
in learning about the nonprofit sector, basic financial work, and office administration.
A Successful Candidate Will Have:
•
•
•
•
•
•
•
•
•
•
•
•

Passion for community work, learning, problem solving and a fast-paced schedule;
Business background through education and/or work history is preferred;
Computer literacy, including Microsoft Office software and the Internet;
Must possess the highest ethical standards, honesty, integrity, professionalism,
politeness, courteousness; ability to appropriately protect confidential information;
Ability to accept constructive criticism and corrections from superiors and coworkers
with humility, maturity, and implement changes;
Ability to work independently and to meet deadlines;
Excellent analytical and organizational skills and the ability to multi-task;
Strong interpersonal skills, including excellent verbal/written communication skills;
The ability to relate well to and understand a wide variety of people that comprise
Foundation constituencies;
Professionalism, diplomacy and flexibility;
A positive attitude, dedication to quality and accuracy and an ability to work well with
co-workers in a small office;
A minimum 3.0 GPA is required; and reliable transportation.
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Work Term and Hours:
Part-time: 15-20 hours per week.
Foundation business hours are Monday-Friday 9:00 a.m. – 5:00 p.m.
Pay Rate:
Will be based on experience level.
Job Structure:
Daily and weekly work responsibilities will include a mixture of routine administrative work as
well as broader projects.
Routine tasks will include but are not limited to answering phones, filing, organizing filing
systems, data entry, drafting and mailing correspondence, etc. Projects will vary over the
course of the Intern’s time at the Foundation, but may involve basic accounting analysis,
improving procedures for general office management, researching and developing reports
on community issues, and other projects based on the Foundation’s needs, the Staff
workload, and the Intern’s interests.
Specific tasks for the Intern include, but are not limited to, the following:
Reception and General Duties (10%):
• Reception duties (answering phones, welcoming and directing visitors, taking
messages, etc), in a weekly rotation with other Foundation Interns;
• Supporting other Foundation Directors and Interns from time to time with their
projects, as approved by the Executive Assistant.
Financial Office Support (35%)
• Expense reporting
• Preparation and mailing of quarterly fund statements to donors/grantors;
• Filing and maintenance of vendor files; and
Office, Records, and Policy Administration (55%):
• Creating and managing an ongoing supply ordering process, including
monitoring the Foundation’s office supply inventory;
• Periodically contacting outside vendors in routine service calls to ensure
that office equipment is maintained and functioning properly, especially
whenever the Staff is unavailable;
• Drafting new policies and procedures for the Foundation’s work as
requested and as reviewed by the Executive Assistant;
• Assisting with meeting preparation; including, but not limited to the set
up and delivery of catering, scheduling, material preparation;
• General administrative work such as filing, scanning, data entry; and
• Any other duties or special projects as assigned by the Executive Assistant.
Application Instructions:
Waco Foundation is an equal opportunity employer and encourages diverse candidates to
apply. Please visit WacoFoundation.org for additional information about the Foundation.
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Interested candidates should email a cover letter and resume with the subject line “Finance &
Administrative Intern Position” to Jennifer Werse, jwerse@wacofoundation.org, Executive
Assistant.
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