
 

Position: Development Intern 
Reports to: Eric Candela 
Start Date: September 4, 2018  
 
The Detroit Historical Society is pleased to offer an unpaid, for-credit internship opportunity with 
its Development Department. The internship provides opportunities with several different 
aspects of non-profit fundraising, including prospect research, data base management, event 
planning, grant writing and donor relations.   
 
Regular semester internships are unpaid yet ideal for applicants in need of internship credit 
hours.  The Society’s internship work hour and reporting requirements will conform to the 
student’s university course standards.  However, interns can expect to spend approximately 15 
hours per week for 15 weeks (roughly 225 hours) working during their enrollment in an 
internship course.  Scheduling hours are flexible, but work must be completed between 8am-
5pm Monday through Friday. 
 
Major Duties and Responsibilities: 
 

 Research, summarize and organize grant funding opportunities through private foundation. 

 Research corporate philanthropic criteria and contribution patterns 

 Provide assistance accurately entering contribution histories into data base  

 Assist with vendor and donor relations in preparation for fundraising and membership events 

 Assist in fulfillment and acknowledgement tasks related to membership events 

 Help with content creation, production and analysis of member and donor-targeted 
communications 

 
Required Skills and Abilities: 
 

 Exceptional initiative balanced by sound judgement;  

 Excellent research and writing ability;  

 Strong written and oral skills and the ability to communicate in a highly effective manner 

both directly and indirectly;  

 Ability to work independently on tasks and collaboratively on projects;  

 Capable of meeting deadlines and functioning in a dynamic but professional environment;  

 Familiarity with Raisers’ Edge is beneficial. 

 
Education, Training and Experience: 
 

 Candidate must either be enrolled in an internship course or applying internship towards 
college credit. Junior, Senior or graduate standing preferred. 

 College coursework in Nonprofit Management, Political Science, Public Administration or 

related field is preferred 

 



Interested candidates should forward a cover letter and resume by August 27, 2018 to: 
 
Eric Candela 
Director of Development 
ericc@detroithistorical.org 
Detroit Historical Society 
5401 Woodward Avenue 
Detroit, MI 48202 
 
No phone calls, please.  
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