Work Study Job Description
Job Title

Summer Homestay Assistant

Organization Name

Foundation for International Understandi

Address

Box 352233, University of Washington Seattle, WA 98195

Pay Rate

$10 - $12

Employment Period

Summer

Hours Per Week

40 hrs/wk, 19 hrs/wk

Contact Supervisor

Era Schrepfer

Phone Number

206-543-0736

Email Address

era@fiuts.org

Website

www.fiuts.org

EIN
Nature of Organization
FIUTS is a nonprofit founded on the UW campus 1948 that connects university students with local
and global communities through programs that build international awareness, cross-cultural
communication, and informed leadership.
Duties and Responsibilities
- Support the FIUTS Homestay Coordinator in placing approx 250 short-term homestays with
local families
- Answer email and phone inquiries from new students
- Process incoming homestay applications and communicate with host families
- Staff FIUTS booths at local events to promote homestay program
- Prepare signage and event materials
- Perform basic data entry in Filemaker pro database
- Provide general office and orientation support
- Other duties as needed
Minimum Qualifications

- Interest in cross-cultural programs and nonprofit organizations
- Organized and careful about details
- Ability to balance multiple priorities and work with a minimum of supervision
- Experienced with Microsoft software
- Demonstrated public speaking ability
- Flexible schedule and ability to work non-traditional office hours as needed
- Interest in working as a part of a small office team
- Knowledge of the Seattle area and the University of Washington
Educational Benefits
- Opportunity to meet students from around the world
- Opportunity to work with hundreds of community members
- Experience working as part of a small staff team in busy non-profit environment
- Customer service, event planning, training, volunteer coordination, program management and
public speaking experiences
- Possibly database, spreadsheet, PowerPoint, and Dreamweaver skills
How to Apply
Send a resume and cover letter to era@fiuts.org
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