John Hudson Internship Program





Position Description

	Job Title:
	Outreach Associate Intern

	Department:
	Office to Prevent and End Homelessness (OPEH)

	Location:
	12000 Government Center Parkway, Suite 333, Fairfax, VA 22035

	Position Type:
	Paid internship-$13.00/hour

	Contact:
	Jill Clark
Jill.clark@fairfaxcounty.gov 


	For More Information about OPEH:
	www.fairfaxcounty.gov/homeless 

	Applications Accepted By:

	E-mail:

Jill.clark@fairfaxcounty.gov 
Subject Line:

Outreach Associate Intern 
	Mail:

Disability Services Planning & Development
Attn: Jill Clark
12011 Government Center Parkway

Suite 708
Fairfax, VA 22035

	Job Description

	Job Purpose:

Enhances office's effectiveness in community education and engagement in the implementation of the Fairfax-Falls Church community’s Ten-Year Plan to Prevent and End Homelessness. 
Duties:

· Assist staff increasing awareness and understanding of homelessness. 
· Develop and implement communications for publication in a number of media, including email, Internet and print.
· Review and make recommendations for improving the office’s communications plan. 

· Create and facilitate training and presentations for community partners. 
· Produce public information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Prepares reports by collecting and analyzing information.

· Provides historical reference by developing and utilizing filing and retrieval systems; recording meeting discussions.

· Contributes to team effort by accomplishing related results as needed.

Skills/Qualifications:

· Coursework in communications, marketing, public health, public administration, public policy, social work, or related fields. Technical and creative writing skills, familiarity with common computer applications (including Microsoft Office and social media), organization, time management, and excellent communication skills also required.
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Fairfax County is committed to nondiscrimination on the basis of disability in all county programs, services and activities. Reasonable accommodations will be provided upon request. For information, call Jill Clark at 703-324-5874 or TTY 703-449-1186.                       
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