Project Intern

Excelsior Planning Collaborative, San Francisco
October 2012 – May 2013

Community Overview:

The Excelsior is historically a working class and immigrant neighborhood. The greatest assets of our community, which is within supervisorial District 11, are its ethnic, language and age diversity.  A consortium of community based non-profit organizations, schools and faith-based organizations in the Excelsior neighborhood of San Francisco are coming together to form the Excelsior Planning Collaborative, which will work on a grass-roots community strategic planning process.   
Position Overview:

The Excelsior Planning Collaborative seeks an intern to provide administrative support to the Collaborative’s Strategic Planning Consultant as the neighborhood undertakes a comprehensive strategic planning process.  This project will provide the intern with first-hand knowledge of a community-driven strategic planning process.  The intern will be needed for 8-10 hours per month for the period beginning in October 2012 and concluding in May 2013.  It is essential that the intern commit to the entire eight month process, attending one early evening meeting per month.

Key Duties:

· Serve as the official note-taker at the monthly community planning meetings, compiling the notes into a professional, user-friendly document.
· Maintain a virtual library of meeting notes and related materials pertaining to the planning process.

· Participate in a preparatory conference call with the Strategic Planning Committee in advance of each meeting.

· Provide ad hoc project support as needed within the 8-10 hour per month timeframe.

· Approach the project from an objective point of view.

Skills and Experience Required:

· Bachelor’s Degree or above

· Excellent listening and writing skills

· Prior experience in community organizing or nonprofit service delivery

· Familiarity with San Francisco neighborhoods

· Willingness and enthusiasm to learn

For more information, please contact: 

Nicole Agbayani, Excelsior Action Group, Corridor Manager
nagbayani@eagsf.org, (415) 585-0110

