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Immigration Program Intern

Department: Immigration Program

Reports to: Immigration Program Manager

Location: 6008 N California Ave., Chicago IL 60659

Term: 12 weeks minimum, start/end dates flexible

Hours: 16-32 hours/week. At least 2 days full-time, other hours are flexible.
RefugeeOne’s business hours are Monday to Friday 8:30 a.m.-4:30 p.m.
Type: In-person, unpaid

RefugeeOne’s Immigration Program is seeking a reliable and compassionate intern to assist the
Immigration Program staff in providing support services to immigrant and refugee families. This is an
unpaid internship designed for individuals interested in learning more about the field of immigration
and nonprofit administration. The intern will work under the supervision of Immigration Program staff
and will not engage in direct decision-making responsibilities.

Primary Responsibilities
o Assist with organizing client files, paperwork, and documentation

e Provide clerical and administrative support such as photocopying, scanning, filing, and data
entry

e Provide support to citizenship classes

e Assist with client intake, under staff direction

¢ Maintain confidentiality and follow agency policies and procedures

Preferred Qualifications
e Interest in immigration, law, social work, or related fields

e Strong organizational skills and attention to detail

e Willingness to learn and take direction

e Basic computer skills (Microsoft Office; data entry experience is a plus)

e Professionalism, punctuality, and a respectful attitude when working with diverse populations

e Bilingual (especially Arabic, Spanish, Dari, French, Pashto, Rohingya or Russian) is helpful but
not required

What You’ll Gain
e Exposure to immigration law and practice

¢ Insight into client support and case management
e Experience in nonprofit program support and data tracking
e Opportunities to build cross-cultural communication and administrative skills

How to apply: please send your application to careers@refugeeone.org

6008 North California Avenue | Chicago, lllinois 60659 Phone: (773) 989-5647



