
2016 Spring Program Internship Description 

A key component to the success of any non-profit organization is communicating its message to the 

audience they need to reach. With the programs department being responsible for the face of the 

organization, it’s no surprise that program interns are essential to the success of the Congressional 

Coalition on Adoption Institute (CCAI), a leader in adoption and foster care policy and awareness 

building.  

Come work with an organization that makes a national impact. As a Programs Intern, you’ll help 

facilitate the programmatic details of one our key programs, the Foster Youth Internship (FYI). This 

includes helping with program design and preparation, coordinating travel arrangements, working with 

program participants on details to help them start the program and many other components of 

implementing the program.   

Primary Duties and Responsibilities: 

 Create communication materials to promote engagement of the FYI program. 

 Assist in event planning. 

 Learn program management techniques through hands on experience. 

 Assist with administrative tasks to prepare for the summer FYI program. 

Our ideal qualifications in a Programs Intern are: 

 Working towards a degree in Business Administration, Communications, or Event Planning. 

 Excellent interpersonal and time management skills. 

 Excellent attention to detail. 

 Flexible and enjoys working in a fast paced environment.  

Cultural Requirements: 

 Organized. You come in on time and deliver projects with excellence. You are able to prioritize 

and manage a myriad of tasks at once.  

 Team-Oriented. You’re willing to help out on projects that drive the organization forward 

regardless of whether they are your responsibility or not. 

 Passionate. You are excited about the opportunity to help a non-profit organization grow! You 

have an interest or passion for adoption or foster care. You want to make a lasting impact.  

Internship Details: 

Work Location: Capitol Hill, Washington, D.C.  

Salary: Un-paid but receive a travel stipend bi-weekly 

Work Schedule: Part-Time or Full-Time available 

General Office Hours: Monday through Friday 9:00 AM – 6:00 PM 

 

For more information: www.ccainstitute.org 

 


