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Position Title: Business Development Intern – 20 hours per week
Reports to Talent Director
	Major Role

	Provides project management and administrative support to the GSDC’s business development initiatives. 



	Responsibilities

	1. Provides project and administrative support for strategic initiatives as directed.
2. Conducts research and organizes results including collection and analysis of metrics as directed.

3. Assists with the planning, execution and follow-up of GSDC events, including summits and investor meetings.
4. Provides support to Business Development team regarding implementation of Strategic Plan and business retention visits.
5. Assists the Talent Director with the management of the talent portal (GreaterStCloudJobspot.com) and external talent activities (e.g., webinar presentation materials, job fairs and connection events), including the 2018 Talent Summit.
6. Assists the Investor Relations and Communications Director with the management of GSDC communications, along with external meetings and events. 
7.  Participates in GSDC events and activities to increase awareness and promote our initiatives.
8. Performs other duties and completes special projects as assigned.


	Key Performance Indicators

	· Completes assignments on time and according to quality expectations.

· Receives positive feedback from the GSDC staff team, investors, and partners. 
· Attains established goals.
· Actively engages and participates in GSDC initiatives.
· Maintains confidentiality of GSDC, investor and partner information.


	Qualifications

	Education and Experience:

· Higher education student with Marketing, Research and or Project Management focus or experience

· Non-profit experience/interest encouraged
· Marketing and Social Media promotion experience preferred

Business Systems Knowledge:

· Microsoft Office applications (Word, Excel, PowerPoint, Outlook)
· Social Media platforms
· Familiar with the Internet and associated applications

Key Competencies:

· Mature, professional appearance, positive attitude and well-developed interpersonal skills.  Able to communicate with diverse personalities. 
· Professional representation of the organization and community at all times.
· Excellent skills in oral, written and visual communication.  Able to make presentations to public and private stakeholders and audiences of various sizes.
· Highly motivated self-starter with high degree of personal and business ethics. 
· Maintain positive working relationships with all members of the GSDC team, board members, officers, investors and partners.


	Benefits

	· A stipend will be paid for time devoted to work assignments benefitting the GSDC but opportunities will also be provided to participate and expose the intern to events and initiatives of the GSDC. 
· 20 hours per week offering flexible scheduling to work with class requirements.
· Networking opportunities with key executives and leaders in Greater St. Cloud area.
· Active engagement and participation in all GSDC initiatives including Business Development, Talent, Revitalization of Downtown, Transportation, Innovation and Wellness Initiatives.

· Presentation and Event Planning Opportunities




	Work Environment

	Work is typically performed in a standard office setting working at a desk or table. Routinely travels to attend meetings and attend various functions as needed. Schedule can be flexible based on school and additional work requirements. May be required to work more hours than normal during a regular workweek depending on workload and deadline requirements.


TO:         Intern Name
FROM:    Patti Gartland, President


  Gail Cruikshank, Talent Director 

DATE:     May 1, 2019
RE:         Greater St. Cloud Development Corporation 

  Internship Memorandum of Understanding

This memorandum of understanding was prepared for Name, (Season, Year internship). 

The internship will commence on Start Date and end on End Date. Intern and Supervisor will discuss scheduled work hours weekly. Intern Name will also be asked to attend/participate in day or night meetings, which will be counted as some of her total hours for that week.

Intern Name major responsibilities will include:
9. Provides project and administrative support for each of the strategic imperatives as directed.
10. Conduct research and organize results including collection and analysis of metrics.
11. Assist with planning, execution and follow up of GSDC events and meetings.
12. Provide support to GSDC staff regarding the work of our organization’s strategic imperatives.
13. Assist the Talent Director with the management of the talent portal (GreaterStCloudJobspot.com) and external talent activities, external meetings and our greaterstcloud.com website.
14. Participates in GSDC business visits, events and activities to increase awareness of our work and promote our initiatives.
Performs other duties and completes special projects as assigned.
Intern Name will receive a $2,000 stipend for this internship experience provided she is responsible, on time, helpful, and energetic; represents the Greater St. Cloud Development Corporation in a professional manner; and does her assignments satisfactorily.  Payment will be administered into 2 equal payments of $1,000 on approximately 1st payment date and final payment date. 

Staff at GSDC will provide Intern Name with a meaningful professional experience that will expose her to regional economic development focused around our work, include her in meetings on a regular basis, and will be available for guidance while answering her questions throughout the internship.

_________________________________               ______________________________

Name, Intern                           
Patti Gartland, President

_______________________________


Gail Cruikshank, Talent Director

Intern Supervisor & Internship Evaluation

Date:

Name of Intern:

Name of Supervisor:

1. How well did your supervisor meet your expectations?

2. On a scale of 1-5, 1 being unsatisfactory and 5 being excellent, please rate the supervisor’s skills in relation to the internship:

Communication: 

Teamwork:

Availability: 

Flexibility:

3. What were some of the strengths of the supervisor?

4. What were some weaknesses or areas they could improve?

5. Regarding the organization and overall internship experience as an intern, what worked well and what would you recommend changed?
6. What additional feedback would you like to share regarding your internship experience?

Supervisor Intern & Internship Evaluation

Date:

Name of Intern:

Name of Supervisor:

1. How well did the intern meet the goals of the program or organization?
2. On a scale of 1-5, 1 being unsatisfactory and 5 being excellent, please rate the intern’s skills:

Communication: 

Work Ethic:

Initiative:

Self-Management: 

Problem-solving & Decision- Making Skills:

Teamwork:

3. What were some of the strengths of the intern?

4. What were some weaknesses or areas they could improve?

5. What feedback and advice would you share about Intern Name and their experience at GSDC?

6. Regarding the organization and overall internship experience as a supervisor, what were some areas that worked well, and what could improve? 
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