Internship Syllabus

Warm Blankets Orphan Care International

Eligibility:  A candidate must be a graduate student; an undergraduate student; or have graduated from college within twelve months of beginning the internship.  

General Information
Interns are expected to work between 20-30 hours a week ranging from 13-26 weeks internship period. Internships are offered during the Fall, Winter/Spring and Summer semesters. Academic credits may also be offered if an agreement is made between the Warm Blankets Orphan Care International Human Resources Department and the intern's college or university.
 Many positions are well suited for those wishing to advance their knowledge of Christian missions, relief work, cross-cultural communications and media in ministry. Stipends are available upon inquiry also.  For more information concerning our mission and organization, visit us at http://www.warmblankets.org    

Application Procedures
Internship candidates must complete an application form along with a cover letter and resume. The form is available at http://www.warmblankets.org/forms_apps.asp (click on internship application form).  Some internship positions require additional application items, such as writing samples. All application items must be submitted as a complete package. Incomplete applications will not be reviewed.

You will find descriptions and requirements for internship positions available attached to this document. The exact internships offered vary from semester to semester. On the application form, applicants should indicate all internships they are interested in.

Please send all applications to:

Craig Muller
Warm Blankets Orphan Care International

Internship Program

1505 Tollview Drive  Suite 155
Rolling Meadows, IL 60008
E- mail: craig.muller@warmblankets.org 

Warm Blankets Orphan Care is firmly committed to seeking qualified candidates for all job openings, to offer equal employment opportunity to all persons, and to take affirmative action to ensure that such opportunities are provided. 

It is the policy of Warm Blankets Orphan Care to be fair and impartial in all of its relations with its employees and applicants for employment, and to make all employment-related decisions without regard to race, religion, sex, age, national origin, veteran status, sexual orientation, or disability.

Warm Blankets Orphan Care International

Internship Program

Multimedia Production

Interns will gain valuable training and career experience in producing programming, DVDs, documentation and other informational pieces from the existing and incoming media from the mission fields. The intern logs and tracks such media images, working in tandem with experienced multimedia personnel on mission-critical communications projects. The intern also designs, maintains and researches ministry Web sites for promotional and fund-raising purposes to further the mission of Warm Blankets in coordination with the development and fundraising staff. 

Requirements: The ideal intern will possess at least two years of educational background in A/V design and development, and be proficient in some programs such as MS Office, Premier, Photoshop, (or Photo Impact), Thumbs Plus, Front Page, and FTP. Additional experience in web marketing is helpful but not required. 

Development and Fundraising Internship

This intern assists in developing fundraising, research, writing grant proposals, event planning, file maintenance, large mailings and database management; researches major gift prospects, compiles prospect lists and writes reports; and assists with cultivation events and committee board meetings.

Requirements:  Public relations, marketing or English majors preferred but not required. Proficiency with MS Word, Excel and general computer functions; familiarity with fundraising databases a plus; strong organizational and communications s\kills preferred. Intern must be flexible and be able to manage projects independently. 

Communications & Public Relations 

This intern assists in educating and updating the public and ministry participants through various communications outlets. The intern will communicate with donors, providing updates as well as publicity. He or she will conduct research and write to raise awareness of orphan issues, report on ministry activities, communicate situations encountered in our fields of ministry and handle inquiries. Copy is written for monthly newsletters, print publications, video productions, donor and grant solicitations, promotional pieces, online advertisements, various ministry web sites and internal communications.

Requirements: Public relations, marketing, communications or English majors preferred but not required. Experience using MS Office, the Internet and general computer proficiency is required, along with strong writing skills. Previous office administration, writing experience, strong interpersonal skills and is a plus. In addition to the regular application items, candidates must submit writing samples that clearly demonstrate strong, creative writing skills that will further the vision of the ministry for the rescue, relief and care of orphans and widows.

Administrative Assistant

This intern will manage projects and programs, and coordinate efforts to facilitate involvement of hundreds of individuals involved in the ministry.  He or she will communicate with participants, develop and distribute publications and updates, order supplies, and organize office and ministry materials.  The intern assists the executive staff while learning about the inner dynamics of an international orphan rescue and care organization.  

Requirements:  Experience using Microsoft Word, the Internet and general computer proficiency is required, along with good writing skills. Previous office experience is a plus.

� All interns are subject to the applicable Warm Blankets Orphan Care employee rules, including its Employment Dispute Resolution Policy. See Web site for policy.








