
 

Position Title: Leadership Georgia Intern 

Organization: Leadership Georgia Foundation, INC 

Location: 270 Peachtree Street, Suite 2200, Atlanta, GA 30303 

Hours: Part-Time (10–15 hours per week, flexible) 

Compensation: [$15/hour] 

About Us 

Leadership Georgia is one of the nation’s oldest and most successful leadership training programs for young business, civic, 
and community leaders that have the desire and potential to work together for a better Georgia. 

Position Overview 

The Part-Time Intern will work closely with our operations and programs team to support daily operations. This role is ideal 
for a student or emerging professional interested in nonprofit management, administration, communications, or data systems. 
The intern will assist with data entry, website updates, database review, and additional tasks as needed. 

Key Responsibilities 

●​ Enter and maintain accurate data across various organizational systems. 
●​ Communicate with donors and alumni for payment and contact information on a regular basis 
●​ Assist with website content updates, formatting, and basic troubleshooting. 
●​ Review, clean, and organize database records to ensure data quality. 
●​ Help with digital file organization and document management. 
●​ Support communications activities—such as posting announcements or uploading materials—when needed. 
●​ Provide general administrative support for ongoing projects and events. 
●​ Complete additional duties as assigned to support the team and mission. 

Qualifications 

●​ Strong attention to detail and organizational skills. 
●​ Basic proficiency with Microsoft Office or Google Workspace. 
●​ Comfort learning new software tools (CRM, website editors, etc.). 
●​ Good written and verbal communication skills. 
●​ Ability to work independently and manage time effectively. 
●​ Interest in nonprofit leadership or community development is a plus. 

Preferred Skills (Not Required) 

●​ Experience with website platforms (e.g., WordPress, Wix, Squarespace). 
●​ Familiarity with CRM systems or databases. 
●​ Basic understanding of data entry or administrative work. 

What You’ll Gain 

●​ Hands-on experience in nonprofit operations and digital systems. 
●​ Exposure to leadership development programs and organizational strategy. 
●​ Opportunity to build administrative, technical, and communication skills. 
●​ A supportive team environment committed to mentorship and growth. 

How to Apply 

Please submit your resume and a short cover letter toVictoria Everhart (director@leadershipgeorgia.org) with the subject line: 
Part-Time Intern Application – [Your Name]. 
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