Lutheran Social Services of the National Capital Area

Refugee and Immigrant Services

Job Title:        Reception and Placement Intern (R&P)

Reports to:        Reception and Placement Case Manager

Type:            Internship  (minimum 20 hrs/wk for at least 3 months) 

Roles and Responsibilities

•    Set up apartments for newly arriving refugees

•    Welcome/Receive Clients at airport

•    Conduct Cultural Orientation

•    Perform on-going orientations on safety, health and hygiene, and financial literacy.

•    Obtain State IDs for newly arrived refugees

•    Assist R&P case manager with maintenance of case files

•    Orient new clients on methods of public transportation

•    Follow-up with local Social Service offices on public assistance issues.

•    Make and take clients to doctor’s appointments

•    Assist R&P Program Manager with processing correspondence and community    outreach

•    Develop client profiles for mentorship program

•    Introduce mentors to mentees

•    Assist with other related duties as assigned.

Required Qualifications

•    In or having already completed a Degree in political science, international relations, law/justice, or human rights, or related field required.

•    Previous experience working in multicultural contexts

•    An interest in international and refugee issue

•    Ability to work independently as well as in a team

•    Ability to work in fast-paced environment and process unexpected tasks and deadlines 

•    High-levels of discretion and maturity in dealing with confidential information

•    Must have sense of humor

•    Flexibility

•    Creativity and initiative to follow through on projects

•    Effective communication and writing skills

DESIRABLE

•    A car or access to a car is highly desirable

•    Fluency in a second language in addition to English. Preference will be given to speakers of: Arabic, Farsi/Dari, Burmese, Karen, Nepali, Spanish, Somali, French, Turkish, and Russian. 

Lutheran Social Services of the National Capital Area

Refugee and Immigrant Services

Job Title:        Matching Grant Intern (MG)

Department:        Refugee and Immigrant Services

Reports to:        Matching Grant Manager

Type:            Internship  (minimum 15 hrs/wk)

Roles and Responsibilities

•    In coordination with the Matching Grant Advocate, ensure all services mandated through the Matching Grant Contracts are provided (i.e. outreach to employers, assistance with resume writing).

•    Maintain accurate record of all services provided

•    Assist with development of mentorship program (identifying clients in need, writing profile, initial introduction)

•    Conduct home visits

•    Perform on-going orientations

Qualifications

•    Basic computer skills

•    Previous experience with coordinating or supervising volunteers

•    Experience working in multicultural conext

•    Attention to detail and accuracy;

•    Strong verbal and written communication skills;

•    Ability to work in a diverse environment;

•    Must be a self-starter;

•    Ability to work in fast-paced environment and process unexpected tasks and deadlines 

•    High-levels of discretion and maturity in dealing with confidential information

•    An interest in international and refugee issues

•    Access to reliable transportation

•    Background check and driving record required

Lutheran Social Services of the National Capital Area

Refugee and Immigrant Services

Job Title:        Housing and Donations Intern (HD)

Reports to:        Resource Developer/Case Manager

Type:            Internship  (minimum 20 hrs/wk for min. of 3 months)

Roles and Responsibilities

•    Catalogue donation items and sort them in our storage unit

•    Coordinate with members of the community who’d like to donate items

•    Find new on-call volunteers, and coordinate with them fluidly. You are the liaison to connect on-call volunteers and the office staff.

•    Either pick up the donation yourself or requesting that an on-call volunteer does this if the person donating cannot.

•    Giving those who donate a slip for a tax write-off

•    Consult the List of Goods to be Provided in preparing for a new arrival

•    Purchasing all items not donated for a New Arrival

•    Help with the actual set up of a home before a family arrival

•    Organize Donation Drives through schools and community groups

Conducting housing outreach/research

•    Mediating between landlords and refugees/asylees

•    Working closely with case managers to secure housing for newly arrived refugees

•    Possibly helping set up apartments for newly arrived refugees

Qualifications

•    Must speak, read, and write English fluently and at a university level. 

•    Must be proficient in Microsoft Word, Excel, Outlook, and other Windows applications and have experience with Internet research and databases. 

•    Must have excellent organizational, time-management, follow-up, interpersonal, and administrative skills. 

•    Must have excellent telephone manner, research and writing skills, attention to detail.

•    Must be capable of working in a fast-paced, multicultural office environment, take initiative, and be able to handle multiple assignments at once and meet deadlines.

•    Commitment to the human rights and general welfare of asylum seekers, refugees and immigrants. 

DESIRED, BUT NOT REQUIRED  

•    Strong candidates will have previous internship experience in non-governmental or inter-governmental organizations. 

•    Strong candidates will be willing to drive a van pick up donated items from houses 

Lutheran Social Services of the National Capital Area

Internship Position Description Summary

Job Title:        Outreach and Special Events (OUT)

Department:        Refugee and Immigrant Services

Reports to:        Resource Developer/Case Manager

Type:            Internship  (minimum 20 hrs/wk)

Roles and Responsibilities

•    Develop printed publicity materials such as postcards, fact sheets and brochures

•    Conduct presentations at churches, local organizations, student groups

•    Coordinating special events such as World Refugee Day, Breast Cancer Screenings, Cultural Celebrations etc.

•    Research local corporations and foundations for funding opportunities

•    Assist with presentations on LSS and local refugee programs to community groups, students, corporations, churches and other organizations

•    Assist with development and maintenance of social networking materials 

Qualifications

•    Excellent written and oral communication skills

•    Interest and experience in fundraising, communications and/or outreach

•    High level of comfort networking and speaking to groups of people about local refugee needs and programs

•    Ability to easily create materials using Microsoft Word, Excel and Publisher as well as Internet tools such as blogs, e-campaigns and social networking sites

•    Interest in working in a very cross-cultural environment

•    Willingness to be patient, understanding and flexible in terms of space and resources available

•    Sense of humor

Job Title:        Employment Services Intern (EMP)

Department:        Refugee and Immigrant Services

Reports to:        Employment Manager

Type:            Internship  (minimum 20 hrs/wk)

Roles and Responsibilities

•    Developing handouts/materials regarding career advancement and educational opportunities

•    Researching potential employers, job training programs and job possibilities for LSS clients

•    Assisting clients with filling out job applications, resume development, job search techniques, basic computer training, job-related English language training and mock interviews

•    Working with Montgomery Community College to Develop Job Club

•    Taking clients for job interviews and employment orientations

•    Assist Employment Manager  with organization of client's files 

•    Teach clients how to use public transportation 

•    Assist with developing employment workshops, i.e. career advancement, education/training  

•    Assist with in-take and development of Resettlement and Job Search plans

•    Assist with coordination and administration of Job coach mentoring program

Qualifications

•    Must have experience working in a social services setting or a background in psychology or social work.

•    Excellent communication, presentation and writing skills 

•    Sociable, outgoing 

•    Organized with attention to detail 

•    Able to work independently 

•    An interest in international and refugee issues 

•    Creativity and initiative to follow through on projects 

•    Self-starter and self-motivated 

•    Strong desire to help people and enthusiasm for working in a multi-cultural setting 

•    Some knowledge of the following languages a plus: Burmese, Chin, Karin, Swahili, Farsi, Russian, Turkish

