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Dates of internship: Sept 3, 2024 - December 20, 2024

$15/hr

16 work weeks*

15 - 20 hours work weeks, schedule to be set in consultation with ED/CEO and the Program Coordinator
for NHSDA

*

The National Dance Education Organization (NDEO) is seeking a highly motivated Executive Assistant
Intern to join our team. As part of the internship, the intern will spend half of their time working directly
with NDEO’s Executive Director/CEO and the other half of their time working with the NHSDA Program
Coordinator. The ideal candidate will have a strong interest in nonprofit administration, excellent
communication and organizational skills, and be willing to learn and take on new challenges.
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Marwage information flow in a timely and accurate manner

Marege ED/CEQ’s calendar and schedule meetings

Assist ED/CEOQ in preparing monthly/quarterly reports to Board of Directors

Format information for internal and external communication — memos, emails, presentations,
reports, and communicate these as assigned for ED/CEO and NHSDA

Attend virtual meetings and take minutes as necessary

Identify and organize ED/CEO duties and document overall responsibilities for archival purposes
Appsove New NHSDA Chapters

Updete the NHSDA


https://fs16.formsite.com/ndeoforms/ExecAsstIntern/index




