Big Cat Habitat Conservation and Education Center
Administrative Internship Opportunity

About the Big Cat Habitat Conservation and Education Center

The Big Cat Habitat Conservation and Education Center is an ever-growing animal rescue in eastern
Sarasota County, Florida. Founded in 1987 by Kay Rosaire, the non-profit sanctuary is a permanent
home for over 200 animals, many exotic. It offers placement for animals in need and works to educate the
public about animal care and conservation.

About the Administrative Internship Program

Do you have an interest in learning what it takes to run the daily operations of a successful non-profit
organization (501-3c)? If so, come join the Big Cat Habitat’s internship program!

This part-time administrative internship is designed to give motivated individuals hands-on experience in a
professional office environment under the supervision and guidance of full-time team members at Big Cat
Habitat (BCH), a non-profit organization. Through their assigned tasks, the intern will be exposed to the
following operational areas critical to the success of BCH: marketing, fundraising, donor management,
hospitality, educational outreach, compliance, and basic accounting. Participants will come away from the
internship with in-depth knowledge of the daily operations of a non-profit.

We are looking for one intern for the Fall 2023 semester. This is an unpaid administrative internship
and educational opportunity. Interns will work in the office of Big Cat Habitat (BCH) an average of 20
hours per week during normal business hours, Wednesday to Sunday 10am to 4pm. They will not be
required to work during holidays. The duration of the internship is a minimum of 8 weeks, but can be
extended up to 16 weeks depending on the availability of the intern and the needs of the office.

A learning pathway will guide the internship. Each week the intern will be assigned tasks to complete in
one of the organization’s critical operational areas. These tasks will support the development of the
intern’s operations management skills, including but not limited to: improving social media messaging and
donor communications, supporting a range of hospitality events, and enhancing educational outreach.

This internship is designed to be completed on-site at Big Cat Habitat. Upon successful completion of the
internship, the intern will receive a letter of recommendation, a certificate of completion, and a digital
badge for inclusion on LinkedIn or other social media sites.


https://bigcathabitat.org/

Essential Responsibilities

Reporting to the Marketing and Events Manager (“Manager”) and the Coordinator of Office
Operations, Events, and Volunteers (“Coordinator”), the intern will:
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Shadow and support the Manager or Coordinator (depending on the weekly operational area) in
completing the range of assigned tasks associated with supporting marketing, fundraising, donor
management, hospitality, events, and educational outreach at BCH.

Answer calls and forward emails as needed.

Regularly update the email, membership, and donor distribution lists in the database.

Thank reviewers on Yelp and Google.

Screen emails and send out first responses to interested parties.

Admissions assistance (ticket sales and booking).

Create invoices for special events and encounters.

Social media: create and post ads, support Facebook campaigns, develop pitch campaigns,
engage the public.

Organize and track silent auction donations.

Contribute to sponsor outreach and large-donor communications.

Search for eligible grants.

Complete tour guide training.

Develop educational materials and attend related outreach events.

Under the supervision of the Finance Manager (“Manager”), the intern will:
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Shadow and support the Manager in completing the range of tasks associated with financial and
legal compliance at BCH.

Study the five steps an organization needs to complete to qualify as a non-profit.

Study non-profit accounting basics.

Minimum Qualifications

Currently enrolled in an undergraduate degree program or a certificate program at an accredited
institution; or, has completed such a program in the last 5 years.

Interested in the Big Cat Habitat's mission and learning about its non-profit operations.
Demonstrated experience (through volunteer or paid work positions, internships, and/or
coursework) in providing customer service and/or office support.

Detail oriented and deadline driven.

Skilled in communication (written and verbal), in person and digital.

Able to devote 20 hours per week on average for the duration of the internship.

How to Apply

Interested candidates should send a resume and cover letter to Van Withey, Financial Manager, by no
later than July 31, 2023 (van@bigcathabitat.org). Additionally, please respond to the following
questions in the body of the email:

Why are you interested in this position?

What academic experience do you have that’s relevant to the qualifications listed above?
Do you have any competing commitments during the fall 2023 semester?

Do you have a laptop that you can bring with you for use during the internship?



