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This is your chance to work toward creating a world without cancer while working at the greatest 

organization in the world. In addition to providing support to the Development Team (Executive Director, 

Chief Operations Officer and Development Associate), the Development Internship is designed to provide 

a well-rounded and practical hands-on educational experience for the student. This unpaid internship can 

be done for university credit and/or resume experience, and will ensure you have made an impact in 

creating a world without cancer. 

Responsibilities:  

 Work in partnership with development team to ensure thorough and accurate data entry of 
donations into the donor management database, providing confidential donor and prospect 
records.  

 Generate acknowledgement letters in a timely manner.  

 Assist in managing matching gift program.  

 Represent Pedal the Cause at key events and rider engagement opportunities.  

 Perform research analysis on development best practices.  

 Attend and assist with committee meeting needs. 

 Coordinate and assist in activities including: phone calls, emails, lunches, mailings and special 
invitations.  

 All other duties as assigned by supervisor 
 

Qualifications: 

 Excellent oral, written and interpersonal communication skills. 

 Exceptional organizational skills; ability to manage multiple and concurrent projects. 

 Excellent interpersonal skills and the ability to work in a team environment. 

 Ability to work with minimal supervision. Innovative and self-motivated.  

 Ability to effectively communicate with individuals at all levels of the organization, especially 
volunteers. 

 Passionate, high-energy, adaptable, and a strong commitment for the mission of Pedal the 
Cause. 

 Must have viable transportation. 

 Interns are required to use Microsoft Office Suite, with an emphasis in Word and Excel. 

 Ability to work flexible hours. 

 Ability to lift 25 lbs. and comfortable with manual labor.  
 
 

Time Commitment: Hours are flexible and negotiable (typically 20-25 hours a week). Preference given 

to students willing to commit to two semesters or a year-long internship — minimum of one semester 

commitment required. Hours will increase in August and September as the event weekend approaches 

(September 23-24). Full time commitment 1 week before and after event. 

Application Deadlines: Resumes may be submitted at any time. 
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