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Profiles Internship (Habitat for Humanity Guatemala)
Organization Description

Habitat for Humanity Guatemala (HFHG) has been providing Guatemalan families in need with safe, decent housing since 1979. Building between 2500 and 3000 housing solutions a year, we are Habitat for Humanity’s largest affiliate, to-date having built over 34,000 housing solutions across Guatemala. We operate according to Christian principles, but accept and appreciate volunteers, staff, and families of all faiths or no faith at all.

Job Description

The intern position is to work in the HFHG Department of Resource Development in the area of Profiles. The position is based at the HFHG National Office in Quetzaltenango (Xela), Guatemala. The principal role will be working in the Profiles area of Resource Development by aiding with the production of Profiles. This includes traveling within Guatemala for up to two weeks of every month, and working in the office and from home to write up reports about visits to HFHG partner families. In addition to producing Profile reports based on visits to home partner families, there will be an administrative role to assist the Resource Development Department, and opportunities to participate in Global Village events and activities when necessary. 

Responsibilities include but are not limited to:

· Preparing paperwork for pending profile visits.

· Traveling independently throughout Guatemala via public transport to arrive at our affiliate offices.

· Conducting interviews with Habitat homeowners to establish the impact of the new home on their lives.

· Working as the main photographer for the Resource Development Department.

· Translation of interview notes into coherent reports.

· Preparation, editing and archiving of photos.

· Translation of interview notes or other documents from Spanish to English.

· Database entry responsibilities.

· Proof reading of PowerPoint presentations and other documents for the Profiles Coordinator before these documents are sent out to donors.

· Assisting in the preparation of PowerPoint presentations when required.

· Assisting in the research and preparation of internal and external documents for the Department when required.

· Providing general office administrative support when required for the Resource Development Department.

· Coordinating various fundraising and volunteering efforts. For example, launching a local volunteer program with Habitat’s local office in Quetzaltenango.

· Translation for international volunteers on construction sites on behalf of the Global Village Department, when necessary.

Requirements

· Advanced Spanish: Ability to converse with people all over Guatemala, including communities with limited command of Spanish and where Spanish is used as second language

· Excellent writing skills

· A passion for photography 

· Willingness to travel alone by public transport and with Habitat staff by motorcycle

· Extremely flexible work schedule

· Commitment of at least six months

· Excellent communication and organizational skills

Preferred Experience and Skills

· Fluency in English highly desirable, as reports are generally written in English.

· Previous experience working for NGO's.

· Previous experience working abroad, preferably in Latin America.

· An understanding of Guatemala as a country and the challenges it currently faces.

· Proficiency with Microsoft office, especially Microsoft Word, Powerpoint and Excel.

Costs:

The Internship Programme requires a voluntary donation of $100 per month, which will be shared evenly between the host organization and EntreMundos. This includes the internship placement, pre-departure contact support, a pre-departure information package about Guatemala, contact support while in Guatemala, monthly and final work evaluations by the internship supervisor, a certificate of completion, and follow-up contact with EntreMundos afterwards. Additionally, we will strive to fulfill any bureaucratic functions we can taking into account our capacities as a small, non-profit NGO. 
This fee does not include your flights, health/travel insurance and medical expenses, or living costs while here in Guatemala. Basic living expenses in Quetzaltenango cost about $300 per month, including housing and food. 

How to Apply
To apply, send the Internship Programme Application, a covering letter written in Spanish, and your CV to volunteering@entremundos.org. Our Programme Advisor will be in touch with you, and if she feels that you are a possible candidate, will request the non-refundable $25 application fee and set up an interview time. For the successful candidate, this application fee will go towards the first month´s programme cost.

