
Oklahoma Conference of Churches: Intern 

FOCUS: Non-Profit Leadership 

In this small and emerging organization, the Intern is responsible for working with the 
Director of Engagement to explore vocational interest in non-profit leadership and 
develop a unique contribution to the Oklahoma Conference of Churches during their 
service.  

She or he is also responsible for the support of special events directly related to the 
programmatic events of the Oklahoma Conference of Churches.  

Reporting to and under the supervision of the Director of Engagement, the Intern will 
grow in their knowledge of non-profit structure and leadership, as well as programmatic 
leadership and development. This position provides excellent experience for the right 
candidate and will have the opportunity to grow non-profit skills for anyone interested in 
a future in non-profit leadership.  

 

Classification: Unpaid Intern, Part-Time, Educational  

Dates of Engagement: September 16 – December 13, 2019 

Skills Required: 

- Excellent oral and written communication skills.  
- Exceptional customer service, interpersonal, organizational, business 

communication and time management skills  
- Experience with leadership in programmatic events.  
- Highly organized multi-tasker with good problem-solving skills.  
- Proficient use of Microsoft Office, with demonstrated capability in Word, Excel, 

and Outlook. Database experience is preferred. 

Responsibilities & Expectations: 

- Support of events directly related to the programmatic work of OCC 
o Under supervision, help organize and administer OCC events, including 

promotion, ticket sales, venue/event logistics, on-site management and 
post analysis 

- Update, organize and maintain data related to event organization  
- Gain valuable experience navigating and maintaining donor database 
- Participate in the research and development of OCC publications and materials. 
- Assist with the assembly and logistics of OCC mailings 
- Assist in building relationships with community partners 
- Executes special projects as assigned by Director of Engagement. 
- Contribute one original programmatic or administrative contribution to OCC  

 

To apply, submit a resume and cover letter to Micah James, Director of Engagement, 
mjames@okchurches.org.  


