
HACU 

 

Job Description 

Job Title: HACU National Internship Program (HNIP) Event Manager 

Department: HNIP office in Washington, DC 

Location: Washington, DC 

Reports To: HNIP Executive Director 

FLSA Status: Exempt 

Updated: 07/20/16 

Salary Range: $47,500 – $53,000 

 

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.   

In collaboration with the Executive Director and Program Managers, the individual plans and carries out a 

variety of HNIP events including, but not limited to, intern orientations, professional development events, 

networking receptions, tours, and staff retreats.  He/she communicates event details internally and 

externally, promotes the event externally, and adheres to budget parameters. Also, provides support and 

assistance to HNIP in a variety of other areas: recruitment, application processing, intern placement, 

and/or securing housing or travel for interns. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Responsible for planning and producing HNIP intern orientations for our spring, summer, and fall 

sessions, which welcome over 400 students per year.  In consultation with the Executive Director, 

identify and secure event facilities. Manage all event details such as: decor, catering, agendas, 

transportation, location, invitee list, special guests, speakers, volunteers, equipment, HR needs 

and staff roles, and promotional material. 

 Plans, coordinates, and oversees all of HNIP’s co-curricular cultural enrichment and professional 

development activities: workshops, tours, farewells, and networking receptions. Consults 

Program Managers on the planning of professional development workshops.  Announces and 

promotes events to all external and internal stakeholders. 

 Conducts post-event surveys, staff debriefings, and provides reports on comments and 

suggestions provided by event attendees and staff.  Analyzes responses and works on improving 

the planning of future events. 

 Proactively troubleshoots any emerging problems on event day and ensures compliance with 

insurance, legal, health, ADA accessibility, and safety obligations. 

 Generates RFPs, adheres to event budgets, identifies subcontractors, manages subcontracts, 

solicits and keeps track of in-kind support, and reviews and submits expenditures within time 

limits.  Ensures compliance with small business subcontracting goals and makes best value 

determination for the organization. 

 Draft ad-hoc reports on estimated expenses for intern orientations and special events and 

reconcile with final costs.  Analyze expenditures and post-event surveys to determine best value. 



 Provides support processing student applications, internship placements, securing intern housing 

and travel, and maintaining and updating student files. 

 Promotes and conducts recruitment visits at member institutions and develops and presents the 

program at local, regional, and national events and conferences. 

 Assists with other projects as needed. 

SUPERVISORY RESPONSIBILITIES 

Very little; however, he/she may have oversight of a seasonal program assistant. 

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 

Minimum bachelor's degree (BA/BS) preferred in English, communication, business, or marketing.  

Three years or more of professional experience. Proven event planning and management experience. 

Excellent time management and communication skills.  Solid negotiation skills and ability to build 

productive business relationships.  

LANGUAGE SKILLS 

Ability to read, analyze, and interpret common business contracts, financial statements, and legal 

documents with the utmost attention to detail. Ability to respond to common inquiries or complaints from 

federal agencies, interns and subcontractors. Ability to effectively present information to senior staff, 

educational institutions, and/or corporate and public groups. Copy editing and professional social media 

promotion experience is a plus.  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.   

REASONING ABILITY 

Ability to define problems, collect data, establish facts and draw valid conclusions. Ability to deal with 

problems involving a few concrete variables in standardized situations. 

OTHER QUALIFICATIONS 

Excellent speaking, writing, and editing skills. Strong knowledge of the MS Office Suite specifically 

Excel, Publisher, Outlook, and Word.  Some HTML and content management systems experience, and 

usage of social media tools.  Knowledge of Adobe Creative Suite specifically InDesign, Photoshop, & 

Premier.  Must be able to work independently in a fast-paced environment and take ownership of their 

tasks and responsibilities. Ability to multitask and prioritize. Must be able to travel (10%). Must have a 

valid driver’s license. 

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. 


