Internship Program- Pennsylvania Association of Nonprofit Organizations (PANO)

777 East Park Drive, Suite 300, Harrisburg, PA  17111
717-236-8584, Fax: 717-236-8767

www.PANO.org
jenn@pano.org   
Contact: Jennifer Ross, Chief Information Officer

Hours: Interns generally work 15-35 hours weekly.  Our office hours are from 8:30 am until 5:00 pm and we offer flexible schedules based on the student's academic calendar.  The maximum number of hours is generally reserved for summer positions.  
Compensation: Internships are unpaid 
Job Description: PANO is the statewide organization serving and advancing the charitable nonprofit sector through leadership, advocacy, education and services in order to improve the quality of life in Pennsylvania.

Jennifer Ross is the direct supervisor of PANO interns.  Policy interns will work closely with our full time Executive Director Joe Geiger. Below is a sampling of the types of responsibilities they may be involved in during their tenure:
Monitoring:  

· Monitor legislation and news articles on PANO’s core issues. 

Drafting: 

· Draft Public Policy Updates for members, Action alerts & “Keynotes” quarterly publication.

· Participate and assist with monthly Public Policy Committee meetings (conference call). 

· Help develop survey questions 
· Help write press releases 

· Research and draft bill summaries

Reviewing: 

· Review and edit testimony for submission
Lobbying & Disclosure:  

· Assist with reporting and logs.  

· Send advocacy emails

Other: 

· Schedule appointment for legislative (state and/or federal) visits
· Participate in follow-up work (action items) of PA Nonprofit Congress
Interns will be exposed to a wide variety of association practices and have a varied work experience, so we are pleased to offer this enhanced opportunity.
PANO uses Office Professional 2003 (PC): Outlook, Word, Excel, and Publisher. We also have In Design (Windows).  All of our previous interns have benefited from the experience by developing stronger business computer skills during their tenure at PANO.

*For students seeking to develop their portfolio, in the spring semester, one of the students we recruit who has layout and design experience can coordinate our Annual Report.  


