
                                                          

Work with a purpose! Oasis seeks a highly motivated Grants Intern to join our Fund 
Development team. The selected intern should have an interest in gaining practical 
experience in the non-profit sector. The Grants Intern will be a vital member of our Fund 
Development department, supporting efforts to communicate the importance of our work 
to foundation and government donors and raising funds to help Oasis realize its 
mission. 

Anticipated Work Summary: 

The selected intern will be providing direct support to Oasis’ Internal Grant Writer as 
follows: 

- Contribute to the development of proposals and program summaries 

- Submit supporting documentation as required 

- Support the Grant Writer with administrative tasks related to grant submissions and 

  reporting 

- Assist in the preparation of budgets for grants and financial reporting 

- Draft routine correspondence as needed 

- Special projects as needed 

What’s in it for you? The Grants Intern will obtain a clear understanding of the process 
of researching, applying for, reporting on, and supporting grant activity for Oasis – a 
Haven for Women and Children. The intern will complete projects that contribute to the 
overall success of our grants program, which provides support for a variety of 
organizational programs. The intern will have opportunities to collaborate with Oasis 
staff on grant projects and be introduced to the broad spectrum of agency work of all 
departments and programs. As part of the Fund Development team, the Grants Intern 
will also receive an overview of Oasis’ fundraising initiatives, including but not limited to 
membership, major gifts, and corporate sponsorships. 

 



Minimum Qualifications: 

- Recent college graduate or current grad school student 

- Preferred majors: Marketing, Development, Research or specific coursework in 

  Grant writing, Fundraising, or Non-profit work 

- Able to commit to working the full duration of the program (1 year), with possible    

  transition to part-time status as an Oasis employee 

- Reliable transportation to the work location will be required 

- Excellent written, verbal, and interpersonal communication skills 

- Experience in performing administrative work preferred 

- Dependable, punctual, and willingness to work a flexible schedule as needed 

- Must have strong writing, editing, and proof-reading skills 

- Able to work under tight deadlines 

- Because the Grants Intern may interact with sensitive personal information, a high 

  level of discretion is required 

- Demonstrate proficiency in Microsoft Word and Excel 

Internship schedule: This will be a 1-year internship commitment. At the 
conclusion of the internship period, Oasis may decide to transition the intern to 
part-time status as an Oasis employee. The selected intern will work 10hrs per 
week on Mondays and Fridays (there is some flexibility of scheduled hours / work 
hours may fluctuate based on specific needs on any given day, however, will 
remain at 10hrs per week). During the beginning of the internship period, it will be 
necessary for the intern to work more than the allotted 10hrs a week in order to 
receive training and an orientation of Oasis’ programs. 

Applicants should include in their resume all paid, volunteer, and internship 
experiences along with a cover letter detailing why they would be a good fit for 
this internship and how they might apply their knowledge and experience, if 
selected. We also request a writing sample be submitted as well that 
demonstrates your analytical writing skills. It should be no longer than 1-2 pages 
and have been researched and written by you personally. 



*The intern chosen for this opportunity will be required to submit to a multi-level 
background check (Fingerprinting and CARI check).* 

DISCLAIMER CLAUSE 

This job description is intended to serve as a guideline to an individual’s performance in 
relations to responsibilities, skills, and working conditions associated with a specific job. 
In the interest of client care and quality improvement, an employee shall be responsible 
to perform other duties that are necessary as directed by their immediate supervisor 
that may not be specified in this job description. 

 


