Disabled Sports USA

Program Services Intern (Full Time)

Internship Overview
The Program Services Intern is primarily responsible for supporting Disabled Sports USA events and programs, with a secondary responsibility to support other projects as assigned.

The internship involves travelling to and supporting a wide variety of event and program logistics.  The intern will have the opportunity to learn about project (event) management, development as well as non-profit operations and organizing programs for people with disabilities.
The Program Services Intern reports to the Senior Programs Coordinator. 

The placement is a full time (40 hour/week), unpaid internship based in Rockville, MD (a stipend is provided toward meals/travel).  Office hours are Mon-Fri, 0830-1730.

Responsibilities include:

Outreach
Dissemination of information going out to participants, sponsors, volunteers and others as directed

Creation and distribution of promotional materials (i.e. event flyers)

Shipping and mailing
Capturing of new participant information
Maintaining the DSUSA banner inventory 

Maintaining the media and quote tracking files

Visiting medical rehabilitation facilities and talking to patients regarding DSUSA programs when needed
Database 
Maintaining the DSUSA database as directed.

Assisting with DSUSA online registration system (SignUp4) as directed

Events

Assist in making travel/logistical arrangements, tracking participation/registration, recruitment
Travel to and support events as required, including driving DSUSA vehicles (may include weekends)

Miscellaneous

Assisting other DSUSA staff as directed
