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Special Event Planning Internship
Position Location: Palmetto Chapter, Columbia SC

About JDRF

Driven by the needs of people living with diabetes, the mission of the Juvenile Diabetes Research Foundation International (JDRF) is to find a cure for diabetes and its complications through the support of research. We work to accomplish this by hosting top level events to raise funds that support research.  Every year we want to exceed our guests’ expectations with new creativity while maintaining flawless execution.  There is no lack of excitement with our events.
Description

The Palmetto Chapter of JDRF encompasses the larger portion of our state including all of the Midlands, Pee Dee and parts of the low country.  JDRF hosts signature events ranging from mass market events to exclusive evenings.  In addition, JDRF works with other companies and organizations on “Third Party Events.”  Our events include:

· Walk to Cure Diabetes (October)

· Tee up for Cure Golf tournament (May)

· Wings of Love Gala (March)

Responsibilities include, but are not limited to:
· Work with JDRF staff and event planning committee, assist in the planning and execution of special events including:

· Venue, menu and entertainment selection (depending on event)

· Determine timing and activities (e.g. speakers, script, etc.)

· Develop and integrate event theme (based on target audience)

· Design invitations, centerpieces, thank-you letters
· Work with an event planning committee

· Assist in development of planning timeline and ensure follow-through on key areas.

· Contact vendors to check availability and negotiate in-kind services.

· Help secure, train and supervise event day volunteers.

· Office tasks that accompany fundraising such as but not limited to filing, thank you letters, stewardship pieces and general follow up of major events.

Qualifications:
· Upper classman college student or grad student considering a career in event planning or 
 
non-profit management.  

· Excellent organizational skills and able to multi-task. 

· Must be willing to negotiate for in-kind services and discounts on events.

· Outgoing personality who is able to “stay cool under pressure” (as event days can be hectic)

This is an unpaid internship but may be used for college credit.  Intern must work at least 10 hours per week.  Hours are flexible and may include evenings or weekends.

Deadline: Varies for Fall, Winter, Spring and Summer internship.

Please e-mail or fax a cover letter and resume to:
Gena Max
Special Events Coordinator 
Juvenile Diabetes Research Foundation Palmetto Chapter 
Fax: 803-782-8975
Email: gmax@jdrf.org
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