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Job Title: Business Administration/Office Administration Intern 

Reports to: Operations Manager 

Location: Jefferson County, Alabama 

Employment Type: Internship 

Schedule: 10-20 hours weekly, Monday - Thursday, 9:00 AM - 2:00 PM 

Position Overview: 

The Business Administration/Office Administration Internship offers hands-on experience for 

students or recent graduates looking to develop practical skills in office management, 

administration, and marketing. The intern will assist with daily office operations, data 

management, and marketing efforts, contributing to the efficient running of Community Care 

Development Network (CCDN). The role includes receptionist duties, data entry, report 

preparation, and assisting with presentations and social media. 

Key Responsibilities: 

Administrative Support: 

• Act as a receptionist, greeting visitors, answering phones, and managing general 

inquiries. 

• Perform data entry tasks, ensuring that information is entered accurately into databases 

and tracking systems. 

• Type schedules and reports, assisting in the preparation of documents for internal and 

external use. 

Marketing & Presentations: 

• Assist with creating presentations and marketing materials for events, programs, and 

community outreach activities. 

• Support the development and management of social media posts to promote CCDN’s 

initiatives and engage with the community online. 
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Qualifications: 

• Education: Must be a student or recent graduate in Business Administration, Office 

Administration, or a related field. 

• Familiarity with Microsoft Office Suite (Word, Excel, PowerPoint) and basic data entry 

software. 

• Experience with social media platforms and basic design tools is a plus. 

Skills and Competencies: 

• Strong organizational skills with attention to detail and accuracy. 

• Excellent verbal and written communication skills. 

• Ability to manage multiple tasks and work independently or as part of a team. 

• Strong interpersonal skills, with a professional and positive attitude. 

• Creativity and interest in contributing to marketing and social media efforts. 

Benefits: 

• Gain hands-on experience in office administration and business operations. 

• Opportunity to develop skills in marketing, social media management, and presentation 

creation. 

• Collaborative and supportive learning environment. 

 


