
HACU 

Job Description 

 

 

Job Title:  HNIP Program Assistant  (Seasonal 4-6 month assignments) 

Department:  HNIP office in Washington, DC   

Location: Washington, DC  

Reports To:  HNIP Executive Director  

FLSA Status:  Non-Exempt 

Updated:       02/1/17 

Hourly Rate:       $14 

 

SUMMARY  
The HACU National Internship Program (HNIP) is one of the largest internship programs providing career-

launching opportunities for students from Hispanic-Serving Institutions and from across the country. Since our 

inception in 1992, the program has placed over 11,000 undergraduate and graduate students in federal and 

corporate sector internships. We recruit the best and brightest from our HSIs and from across the country and 

we develop partnerships with federal government agencies and corporations that believe that diversity is key to 

developing a more inclusive, innovative, and productive workforce. 

 

GENERAL RESPONSIBILITIES 

General administrative support and assistance for the HACU National Internship Program to allow the program 

to meet stated recruitment and program management goals and deliverables. Some of the specific tasks include 

assistance with selection process, housing and travel arrangements, event planning, recruitment, and intern file 

maintenance. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 

 

1. Support Program Managers with processing student selections, rankings, and placements. 

2. Assist Program Coordinators (or designee) with logistical arrangements for interns’ housing and travel 

3. Respond to intern inquiries via email and phone and process and archive intern applications 

4. Data entry on web based content management systems 

5. Support the Events Program Coordinator with event planning for the summer orientation, intern meetings, 

and tours 

6. Contribute to program recruitment of DC, VA, and MD students from local institutions and conferences 

7.   Assist with program marketing activities to member colleges and universities. 

8. Will provide support on program monitoring and evaluation, reporting deliverables, and quality assurance 

checks.  

 

SKILLS AND EXPERIENCE REQUIREMENTS: 

1. Excellent oral and written communication skills with great customer service etiquette 

2. Organizational skills necessary to maintain student information, agency files, meetings, and other related 

documentation 

3. Ability to multi-task and prioritize  

4. Spanish language proficiency highly desirable 

5. Ability to work with little supervision and to take ownership of tasks and projects 

6. Proficiency in Microsoft Office 2010 with an emphasis on Excel, social media tools, & HTML.  

 

SUPERVISORY RESPONSIBILITIES  
None. 

 



QUALIFICATIONS  To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 

required. Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

EDUCATION and/or EXPERIENCE  
Bachelor's degree (B. A.) preferred in communication, business, student affairs, or human resources; or three 

years related experience and/or training; or equivalent combination of education and experience.  Experience 

with event planning, student counseling, IT, or customer service oriented jobs is a plus. 

 

LANGUAGE SKILLS  
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 

procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before 

groups of customers or employees of organization.  Spanish language proficiency highly desired. 

 

MATHEMATICAL SKILLS  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, 

and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.  Ability to 

analyze large sets of data and draw conclusions. 

 

REASONING ABILITY  
Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  

Ability to deal with problems involving a few concrete variables in standardized situations. 

 

CERTIFICATES, LICENSES, REGISTRATIONS  
 

PHYSICAL DEMANDS The physical demands described here are representative of those that must be met by 

an employee to successfully perform the essential functions of this job. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 

WORK ENVIRONMENT The noise level in the work environment is usually quiet. Work usually takes place 

in clean, pleasant, and comfortable office settings.  Employee will work a standard of 40 hours a week; 

however, longer hours may be necessary at times.  Conferences and events may take place in hotel and/or 

convention center settings, and require longer hours of work on constantly changing schedule, including work 

on weekends and evenings.  The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 

 

 
 


