Mount Saint Joseph Academy

2010 Spring/Summer Intern Program
Company Name:

The Pennsylvania Horticultural Society  - www.phsonline.org
Location:
100 N 20th Street, Philadelphia, PA
What We Do:
PHS, through its membership program, shows, horticultural library and outreach efforts, motivates people to improve the quality of life and create a sense of community through horticulture. PHS employs a staff of more than 100, in areas of urban greening, education, horticultural events, development, finance and administration, public relations and marketing. 

PHS produces the Philadelphia International Flower Show.  In addition to major garden displays, the Show hosts world-renowned competitions in horticulture and artistic arranging, hundreds of gardening lectures and demonstrations, special events, a mammoth indoor Marketplace, and a city-wide Flower Show Week celebration throughout downtown Philadelphia.
Our Philadelphia Green Program is the largest and most comprehensive urban greening program in the nation.  Philadelphia Green provides supplies, technical assistance, and encouragement to more than 800 organized community groups and revitalizes Philadelphia’s treasured open spaces.  
PHS also has a membership base that enjoy benefits year-round including free ticket (s) to the annual Flower Show, access to lectures, workshops, tours, expert guided trips around the world, subscription to the Society’s bi-monthly magazine Green Scene and the monthly PHS News, and privileges at the Society’s Mc Lean Library (home to more than 14,000 titles devoted to gardening and horticulture). 
Relationship to the Mount:   __ X___Friend     ____  Mount Parent (current or past)    ____ Alumna

Intern Job Description and Responsibilities:

The intern would be working in the PHS IT department.  Their responsibilities would primarily include learning Raisers Edge,  a widely used CRM database software system in the non-profit world.  PHS uses this application to manage most of the information related to its members, donors, volunteers, and event participants.  You will assist the Data Manager in getting information into and out of this application using our data standards as a guide.  You will also assist PHS staff in using this application and other software applications (Microsoft Office).  You may get involved with minor help desk issues, writing and editing of manuals or tip sheets and other duties related to IT support. 
Timeframe:  


____spring       
__X__summer 
        __X__ongoing

Additional Information: 
____Paid 
___X_Not Paid      X___Opportunity to Earn Credits

How to Apply: Please include all relevant contact information, preferred method of contact and application requirements such as a resume, cover letter, etc…, below.

To apply, email a cover letter, your resume, your interview availability and proposed work schedule to dhumphries@pennhort.org.

Deadline for Application:  
for summer, please apply by 5/15/2010, if interested in ongoing opportunities, please apply at any time. 
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