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Buffalo Niagara Riverkeeper

Data Entry Volunteer/ Intern Position 
_______________________________________________________________________
Are you looking for a resume booster?  Will you have extra time this winter break and looking for a productive way to spend your vacation? Volunteer for Buffalo Niagara Riverkeeper, Western New York’s leading environmental organization!
Function:  
Buffalo Niagara Riverkeeper is seeking a part-time intern or volunteer to assist with special data entry projects. 
Reports to:
Kate Scott and Tricia Furnari
Responsibilities:

1. Data entry in contacts management databases - Raiser’s Edge and Email Now 

2. Assist with occasional special administrative projects

Qualifications and Information:
The candidate must have keyboarding skills and basic computer skills.  We will train you in the data entry process.  Must have own transportation. Riverkeeper office hours are between 8:30-4:30 Monday – Friday and work scheduling is flexible within office hours.  The volunteer/intern may complete the project within a few full days of work or choose to work a few hours/week over several weeks.  This project can not be completed at home.  
This is an unpaid internship/volunteer opportunity; however, Riverkeeper will work with college students interested in receiving college credit.  You must be 18    

Please complete the volunteer/internship application form below and email it to kbentkowski@bnriverkeeper.org or mail it to 1250 Niagara St, Buffalo NY.   For more information call (716) 852-7384 ext. 11
Volunteer/Internship Application Form

1. Contact Information

Name:  Mr./Ms./Mrs./Dr. __________________________________________

Address:  __________________________________________

City:  ________________State:  __________Zip:  ________________

County:  _________________________________

Employer:  __________________________________________

Occupation:  __________________________________________

Phone (home):  __________________________________________

Phone (work):  __________________________________________

Phone (cell):  __________________________________________

Best time to call:  __________________________________________

Email:  __________________________________________

Preferred method of contact: telephone or email

2)  Interests and availability

Which internship are you applying for?  

I am currently a member of the Buffalo Niagara RIVERKEEPER:  Yes or No

When are you available?

Circle the dates & time that you are generally available.  

Saturday       a.m.   or   p.m.

Sunday         a.m.   or   p.m.

Monday        a.m.   or   p.m.

Tuesday        a.m.   or   p.m.

Wednesday   a.m.   or   p.m.

Thursday       a.m.   or   p.m.

Friday           a.m.   

Available for special events?  Yes or No

3)  References

Please list the name, relationship, and phone number or email of two references


4) Educational Background

Circle last year of education:

High School    1    2   3   4

College            1    2   3   4

Graduate
Masters or PhD

Area of Focus/Related Coursework: ___________________________________

5)  Tell us about any characteristics, skills, honors or experiences that will assist you as an intern?

6) No specific experience or education is required, but if you have had of the following experiences, please let us know!

Within the last 3 years, do you have:

Volunteer experience?  Please describe:

Experience in science or working in the field to collect information? Please describe:

Experience teaching or with public speaking?  Please describe:

Experience writing or in marketing?  Please describe:

Experience speaking in languages other than English?  Please describe:

Experience computers and developing websites?  Please describe:

7)  Why do you want to be a intern with the Buffalo Niagara Riverkeeper?

8)  Please list your most recent employment history and list 2 references and their contact information.  


___________________________________________________   

Applicant Signature                                                        Date

Please submit this application form to:

Buffalo Niagara Riverkeeper 

1250 Niagara St

Buffalo, NY 14213

Phone:  (716) 852-7483

Fax:  (716) 885-0765

If you have any questions about this form, please contact Kerri Bentkowski at kbentkowski@bnriverkeeper.org or call (716) 852-7483.
