
CARECEN
Central American Refugee Center

Job Description

The Central American Refugee Center (CARECEN-NY) is a non-profit serving the
immigrant community on Long Island for nearly four decades through legal services,
community education, and advocacy.

CARECEN has partnered with United Way of Long Island as a host agency for the 2021
Summer Youth Employment Program. The program provides an opportunity for low to
moderate income high school and college students who work in paid internships and
gain hands-on career training. A United Way Summer Intern at CARECEN will work with
our Administrative, Community Programs and Communications teams. The position is a
part-time 6-week paid internship starting July 12, 2021 at 20 hours per week and paid
through program sponsors, United Way and Bank of America.

Role and Responsibilities

The United Way Summer Intern will work closely with our communications and
community program teams on a daily basis remotely and at our Hempstead or
Brentwood offices as needed. His/her/their main responsibilities are to support
CARECEN’s office operations through administrative tasks, participate in and learn
about community fundraising projects like CARECEN’s Students Rise Fundraiser, and
communications, social media, and merchandising support.

Primary Responsibilities

The United Way Summer Intern duties include:

Community Programs
● Working with CARECEN’s Community Programs Team and compile

resources for the Long island immigrant community
● Supporting Community Programs staff on project coordination and

planning strategies
● Supporting CARECEN’s Annual Students Rise Fundraiser through each

stage of the project lifecycle to include community needs surveys, data
analysis, outreach, product research, purchasing, and distribution

Communications Support

91 N. Franklin St, Suite 208, Hempstead, NY 11550 2000 Brentwood Rd, Suite 200 Brentwood, NY 11717
516-489-8330 www.carecenny.org 631-273-8721



● Working with CARECEN’s Development and Communications staff and
volunteers on nonprofit communications and development strategies

● Supporting the AmeriCorps VISTA communications and development
team member(s) to create social media posts, design creative content for
events or campaigns, and develop web content for CARECEN’s website

● Building out CARECEN’s new website marketplace structure for rebranded
CARECEN merchandise in an online shop

Nonprofit Administration and Operations
● Learning about nonprofit organizational operations and administrative

tasks
● Updating and modernizing document lists for new clients, referral lists for

partner organizations, organizational policies, manuals/handbooks, and
other administrative tasks, as requested

Qualifications and Requirements

● Desire to learn about nonprofit organizations, community programming and
communications

● Excellent organizational, computer and communication skills
● Ability to work within teams and wear multiple hats, as is common in small

nonprofits
● English and Spanish fluency, preferred

Home Office: (hybrid) Hempstead or Brentwood, and remote

Supervisor(s): Becca Reed, Chief Operations Officer; Melanie Creps, Community
Programs Manager; Emma Winkley, AmeriCorps VISTA/Development and
Communications Coordinator.

Duration/Compensation: $17.00 per hour, paid biweekly; 20 hours per week for 6 weeks
(July 12 to August 27, 2021)

How To Apply

To apply, go to www. carecenny.org/volunteer and complete the Volunteer Application.
There you will provide your information, upload your resume, and submit a Personal
Essay on what motivated you to apply (see attached essay prompt).

CARECEN is an equal opportunity employer and embraces diversity.
Immigrants, women, BIPOC, LGBTQ+ and persons from other traditionally marginalized groups are

encouraged to apply.
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CARECEN
Central American Refugee Center

Personal Essay
United Way Summer Internship at CARECEN

Instructions: Write a personal essay answering the prompt below. Your essay should be

approximately 500 words, formatted in 12 pt font, Times New Roman, and double spaced.

Prompt: The goal of this internship is to gain valuable insight and experience in nonprofit

administration, communications and project coordination. While you may not have had the

opportunity to work or volunteer at a nonprofit organization, you, or someone close to you,  may

have benefited from the valuable contributions that nonprofit organizations make everyday.

Reflect on your own experience with a nonprofit organization, either as a recipient or as a witness

to nonprofit contributions within your local community, and tell us how it impacted you. Then,

connect that experience to your “why”. Explain what motivated you to pursue this internship

opportunity and what contributions you feel that you can make to CARECEN and the communities

we serve through this internship.

How to submit: When completing the online volunteer / intern application at

www.carecenny.org/careers, select “Apply for Internship” and complete the Volunteer/Internship

Application Form.  In the Interests section, select the United Way Summer Internship. Then,

upload your resume and personal essay as PDF or Word document attachments in the sections

provided.  Email becca@carecenny.org if you have any difficulty with the form or attachments.
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