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Administrative Intern
Organization: LipGloss for Love
Location: Dallas, TX
Reports To: Executive Director 
Position Type: Internship (Full-Time/Part-Time)

Position Overview:
The Administrative Intern will support the daily operations of Lip Gloss for Love and gain hands-on experience in nonprofit administration, trauma-informed service delivery, and community engagement. This role plays an important part in ensuring smooth program execution, effective communication, and positive client-focused experiences for families we serve.

Key Responsibilities
Administrative & Office Support
· Greet visitors and respond to phone calls and emails.
· Maintain organized filing systems.
· Assist with scheduling, agendas, and meeting notes.
· Assist with managing calendars and logistics.
Data Management & Reporting
· Input and update donor, volunteer, and program participant data.
· Compile reports for grants and program evaluations.
· Track attendance and participation metrics. 
Communications & Outreach
· Draft and edit social media content, newsletters, and donor/volunteer thank-you letters.
· Design flyers and promotional materials.
· Support outreach to community partners and stakeholders.
Event Planning & Coordination
· Help plan and implement events such as baby showers, diaper distributions, resource fairs, and workshops.
· Assist with event logistics including set-up, registrations, hospitality, and breakdown. 
· Coordinate volunteer assignments and provide onsite event support. 
Program & Resource Support
· Prepare program materials for support groups and resource distributions.
· Help organize, sort, and distribute donations and supplies to families. 
· Shadow staff to observe trauma-informed practices and service delivery. 

Learning & Professional Development
· Attend staff meetings, trainings, and supervision sessions.
· Participate in reflective learning activities (journaling, supervision, etc.)
· Contribute ideas to improve program systems, communication, and outreach strategies.

Qualifications
· Interest in nonprofit leadership, social services, or community-based work
· Strong written and oral communication and organizational skills
· Ability to work collaboratively and take initiative.
· Emotional resilience to work with survivors of Domestic Violence
· Commitment to compassionate service
· Basic proficiency in Microsoft Office, Canva, and social media. 
· Reliable transportation, Valid Driver’s License and Active insurance.
· Two references recommended.

What We Value:
· Compassionate and trauma-informed communication
· Cultural humility and community-centered practice
· Reliability, initiative, and attention to detail
· A heart for service and celebration
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