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Projects Coordinator Internship
The Intern’s primary activities will be to coordinate the various projects funded and administered by a local Guatemalan Association. These projects are located in Xela and the surrounding communities, and include a stove building project; a medical project; a day-care and family support centre; a scholarship programme; and a reforestation and greenhouse project. 

Responsibilities:
· Work closely with the Association’s social worker to coordinate all of the project
· Travel with the social worker to the various communities, depending on the weekly schedule of activities.  The Intern will occasionally travel and work independently.

· Collaborate with other project coordinators and volunteers
· Serve as a liaison between the Association’s projects and the affiliated Spanish school’s students, including attending the Monday morning meeting and the Thursday dinner.
· Write monthly project summaries (in English), including successes, barriers, goals met, and new goals.  
· Update and maintain documents on the Association’s Google Docs page and provide content for the projects’ blog

· Create and post a weekly schedule of project activities at the affiliated Spanish school
· Assist in coordinating project activities when the Association hosts groups of volunteers 
· Organise occasional benefits

· Participate in four cultural competency lectures provided at the beginning of the internship by the Association.  
Requirements:

· Intermediate Spanish

· Strong organisational skills

· Ability to work as part of a team

· Strong written and verbal communication skills

· General computer skills and experience with common internet/social media sites
· Willingness to learn about and respect the Guatemalan culture
· A lot of energy!
The Internship is 3 months minimum, and can be completed at any time during the year.  The Association is willing to extend the Internship should the Intern succeed during the first three months and have interest in continuing. 

Costs:

The Internship Programme requests a voluntary donation of USD$100 per month, which will be shared between the host organisation 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 fulfil any bureaucratic functions we can, like filling in additional forms for universities, taking into account our capacities as a small, non-profit NGO. Unfortunately, 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 USD$300 per month, including housing and food. 

Additional Expenses:

The Intern is expected to pay his/her own transportation costs when travelling on public transportation.  Round trip bus fare to the day-care, the greenhouse, and the current safe stove community each cost 4Q (50 cents).  The Association usually provides private transportation to surrounding communities for scholarship distribution and the travelling medical clinics.  

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 USD$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.

