
Summer Intern

The Squash and Education Alliance is seeking a hardworking and organized summer intern. The intern will
support the preparation and operation of SEA’s summer events, data, and communications projects, and provide
administrative support as needed. Responsibilities may include, but not be limited to, the following areas.

Event Planning
- Assist with the logistics of SEA’s Summer Academy, a three-and-half week squash and academic camp.

Responsibilities may include organizing waivers, housing assignments, purchasing supplies, and
communicating event information with member programs, camp directors, and participants.

Data Support
- Help create reports and work closely with SEA staff to support survey development, data collection, data

cleaning, and preliminary analysis.
- Presentations to be shared with various stakeholders, including but not limited to SEA staff and alumni.
- Update information in SEA’s Salesforce database related to college students and alumni, donors, and

staff.

Communications & Administration
- Assist with planning social media content and support editing of email newsletters.
- Support the creation of videos for two events -- SEA’s end of year awards ceremony and a virtual

reception alongside SEA’s annual Citizenship Tour.
- Assist with administrative tasks as needed. This may include updating distribution lists, ordering supplies,

and conducting miscellaneous project research.

Qualifications & Skills
- Current college or graduate student, or recent graduate.
- Past experience as a volunteer or intern at SEA or an SEA member program a plus; SEA alumni

preferred.
- Strong project management, organization skills, written and verbal communication skills and attention to

detail.
- Strong computer skills, including proficiency in Microsoft Word and Excel, and experience with data

visualization (e.g., developing charts, graphs, tables).
- Previous experience working with a database (e.g., Salesforce) preferred.
- Ideal candidates will live in or near the New York City area.

Compensation and Hours: $16/hour, Remote
Duration: May 24th - July 30th. Interns will be expected to work Monday-Friday, 9:00am-5:00pm ET. While this is
primarily a remote position, interns may be asked to do a small amount of in-person work at SEA’s Manhattan
office, with health and safety precautions in place.

Application Process: Interested candidates should complete this application form by Friday, April 23rd and
send a resume and cover letter to Edgardo Gonzalez at edgardo.gonzalez@squashandeducation.org.

https://docs.google.com/forms/d/e/1FAIpQLSfozvbovyp1vy7i5BW9PoSw6-miwS5YhH6iIbh8oVhE5JZFzw/viewform

