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Position Description

Database Management Intern

Mission of the Organization

Three Rivers Community Foundation (TRCF) promotes Change, not charity™, by funding and encouraging activism among community-based organizations in underserved areas of Southwestern Pennsylvania.  We support groups challenging attitudes, policies, or institutions as they work to promote social, economic, or racial justice.  

The Foundation’s action areas include: Disability Rights; Economic Justice; the Environment; Racial Justice; Women, Youth, and Families; and Gay, Lesbian, Bisexual, and Transgender Issues.  In addition to making grants in these action areas, TRCF funds a Media Justice Initiative, as well as making small Special Opportunity Grants of up to $500 throughout the year for unanticipated opportunities that may arise, for which organizations did not budget.   

Over the past 20 years, TRCF has distributed over $900,000 to more than 250 progressive groups in the region.  With a focus of making grants to smaller organizations doing innovative work to address divisions in society, TRCF actively seeks out those working on the ground floor of change.

Purpose of the Database Management Internship

The nonprofit sector in the United States is becoming increasingly competitive.  During the past 15 years the number of nonprofit organizations in the country has increased more than 30%.  Corporate, foundation, and individual wealth during this time have grown at a significantly slower pace.  This proliferation of nonprofits in an environment of limited financial capacity has greatly increased competition for funding and has placed stress on organizational budgets for staffing.

The TRCF Database and Management Internship is intended to address this problem by: 

1. Helping to develop a broader constituency for the Foundation, including volunteers, donors, attendees at events, grantors, and applicants for support.
2. Expanding the reach and effectiveness of TRCF mailings and other contacts.

3. Providing a support system that will enable the staff of the Foundation to focus a significant portion of their time and effort on administrative, fundraising, and grantmaking initiatives.  
4. Reducing cost and waste by generating more accurate and complete database information, purging duplicate entries and other unproductive records from the Foundation’s database.  
Responsibilities 
The Database Management Intern will:  

1. Periodically update entries in the TRCF database based on new contact information or returned mailings that were undeliverable as addressed.

2. Enter new contacts and contact information generated from the TRCF website, special events, and other contacts by constituents.  

3. Fill out partial entries by finding and inserting current information on each person.

4. Capture and enter e-mail addresses when possible.

5. Update information on TRCF donors.   

6. As feasible, secure and enter demographic information on TRCF’s constituents, volunteers, and donors

7. Maintain a comprehensive list of progressive groups in the southwestern Pennsylvania region.

8. As feasible, conduct prospect research on organizations and foundations

9. Perform other activities as appropriate. 
Qualifications 

The Database Management Intern must: share the TRCF commitment to social justice and social change, possess a professional bearing and enthusiasm for public service, have work experience in a professional setting, have data entry experience and skills, possess some knowledge of the nonprofit sector, and be an independent worker and an innovative thinker.  He/she should have a substantial understanding of database operations and functions, including mail merge, purging processes, and methods of updating data files.  The Intern should be able to devote a sufficient number of hours weekly to the position. 
Estimated Time Commitment

3-5 hours per week   

  
Reporting
The Manager of Administrative Operations will provide oversight and resources to the Database Management Intern.
Applications

To inquire about or apply for this internship, please e-mail Dr. Nick Palazzetti at npalazzetti@trcf.net.
