
 

Research and Data Intern 

The Research and Data intern will be working with Program Mentors who provide direct 

services to families in shelter. The intern will support families with resources, housing 

applications, and other tasks as needed. The intern will create a database with 

resources in the Greater Boston area.  

Responsibilities: 

- Provide support to Program Mentors in the research of resources available in the 
community that are relevant to our participants in their path to self-sufficiency. 

- Create an electronic resources directory with relevant contacts to the work of 
case management (i.e. ESOL Programs, Job Resources, Hi-Set Programs, 
Daycare Agencies, etc.).  

- Verify and update contact information by phone, in person or by e-mail. 
- Perform case management activities as needed, including accompanying clients 

to the DTA, health clinics, social security office, etc. 
- Assist Program Mentor Team in administrative tasks like photocopying, filing, 

archiving, routing correspondence, etc. 
- Enter data in our database (Apricot) in a timely manner. 
- Update spreadsheets to track guest’s housing applications. 
- Provide direct support to participants filling up housing applications, writing letters 

in their behalf or other similar tasks. 
- Attend weekly team meetings and contribute with ideas to improve the work. 

Qualifications: 

- Interest in working in the human services field, specifically with children and 
women. 

- Excellent communication and advocacy skills. 
- Experience with database programs is a plus. 
- Proficiency in Microsoft Access, Word, Excel, Outlook, and Power Point. 
- Highly organized with great attention to detail. 
- Ability to handle multiple tasks and to switch gears quickly. 
- Ability to work respectfully in a multicultural environment. 
- Driver’s License and/or car a plus. 

- Bi‐lingual and bi‐cultural experience a plus. 
- Fluency in Haitian Creole, Spanish, Portuguese, French or Amharic highly 

desirable. 
 



How to apply: To be considered for this internship please click on the link below to 
complete the online employment application. 
https://home.eease.adp.com/recruit/?id=15391761 
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