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Position: Idaho Trails Association Administrative Internship 

Time Period:  
May to October 2014 
 
Background:  

Founded in 2010, ITA is a non-profit organization, dedicated to the caretaking of Idaho’s hiking trails.  

Currently managed as an all-volunteer organization, board members, partners and funders include 

Friends of Scotchmen Peaks Wilderness, Bitterroot-Selway-Frank Church Foundation, Student 

Conservation Association, USFS Regions 1 and 4, REI, Sawtooth Society  and National Forest Foundation.  

http://www.idahotrailsassociation.org 

Intern Position Overview:  

The Administrative Intern will provide non-profit organization administrative assistance and support 

to the ITA Board of Directors. Primary tasks include web site updating, volunteer and member 

recruitment, processing and coordination of volunteer and membership registrations, some public 

relations efforts such as identifying and tabling at public events, participation in a 1-day trail project, 

writing press releases and working to promote projects. 

This position provides experience in non-profit management, volunteer and membership coordination 

and oversight, social media management and community outreach. Responsibilities will include 

administrative and technological assistance, event coordination, volunteer outreach and the 

promotion of ITA programs.  The intern will report directly to an ITA Director, work with the Project 

Coordinator and also supporting the efforts of the ITA Board of Directors, as requested. 

Internship Responsibilities include:  

 Serve as a representative of ITA; 

 Support efforts to build a volunteer and membership base; 

 Process new members and volunteer project registrations, make entries to the volunteer 

database;  

 Collect and enter project outcome and accomplishment information;  
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 Regularly update ITA website and Facebook with project information, events photos, and other 

relevant news; 

 Write press release, blog postings, etc;  

 Assist with end-of-season summary reports for funders, ITA website, and members.  

Qualifications: 

 Strong interpersonal skills; 

 Strong communication and writing skills; 

 High level of initiative, very detail-oriented; 

 Excellent computer proficiency 

Required:  

 Must have high level of initiative to organize and complete tasks; 

 Must be able to handle multiple, complex tasks and manage time effectively; 

 Must be flexible, adaptable, and able to function autonomously  outside of an office 

environment; 

 Excellent oral and written communication skills; 

 People and problem-solving skills and good judgment; 

 Ability to keep orderly and accurate records; 

 Computer proficiency including: email communication, social media management, Microsoft 

Word, digital photo downloading and sharing, ability and willingness to learn database software 

as needed. 

Preferred: 

 Some experience with Word Press; 

 Some understanding of land management, hiking and trails in Idaho; 

 Interest in non-profit management, backcountry and wilderness management, recreation, 

environmental studies, outdoor education, or related field; 

Additional Internship Details: 
 

 Position will start May 2014 and run into October or longer  
 Position will be 15 to 20 hours a week  
 Hourly  stipend of $12/hour 

 

Please send a cover letter, writing sample, 3 references and resume to: Sally Ferguson at 

sferguson@spro.net. 
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