Work Study Job Description
Job Title

Nonprofit Administrative Intern

Organization Name

Behavioral Tech, LLC

Job Location

Univ District

Address

4746 11th Ave NE Ste 102 Seattle WA 98105

Pay Rate

$12.50 - $12.50

Employment Period

Summer, Academic Year

Hours Per Week

19 hrs/wk

Contact Supervisor

Alexis Karlson

Phone Number

206 675 8588

Email Address

akarlson@behavioraltech.org

Website

www.behavioraltech.org

Nature of Organization
Behavioral Tech, LLC, trains mental health care providers and treatment teams who work with
complex and severely disordered populations to use compassionate, scientifically valid treatments
and to implement and evaluate these treatments in their practice setting. Behavioral Tech develops
and applies the most effective and efficient methods of training and provides a range of
opportunities to learn state of the art treatments to a competent level.
Duties and Responsibilities
Your position performs a variety of duties related to the continuing education process associated
with the training disseminated by Behavioral Tech. You will act as a clerical resource to
administrative and training staff of mental health professionals. Your contributions will help keep
clients informed about their professional credentials and current status of their training and
development.
The office support aspect of this position provides opportunity to be involved in various functions
and projects at BTECH. You will have the opportunity to provide a positive customer experience
for the end user, and develop and maintain an ongoing relationship with the social workers,
psychologist and psychiatrists who are our training participants.
This position participates in the performance of a variety of duties involved in collecting and
entering data into a computer according to programmed instructions, along with verifying and
distributing resultant reports as required. Additionally, this position acts as a clerical resource to
administrative staff on a daily basis and is involved in a variety of projects as needed.

Minimum Qualifications
Ability to work independently, and carry out accepted responsibilities within established policies
and guidelines.
Strong written, verbal and interpersonal communication skills
Organizational skills to include managing multiple tasks, ensuring accuracy, detail, and strict
deadlines.
Intermediate PC computer skills using MS Office Suite (Windows XP) to include Microsoft Word,
Microsoft PowerPoint, Microsoft Excel, Microsoft Outlook and internet web browsers. Ability to
learn and use other computer programs as necessary.
Personal traits include patience and persistence
Good problem solving and trouble shooting skills
Educational Benefits
This work study position places the qualified candidate in a unique spot to learn and network
within the mental health community. This includes Marsha Linehan, Ph.D., ABPP, and the
treatment developer of Dialectical Behavior Therapy as we are the training arm for her therapy.
We are a small office working on a daily basis with high profile mental health professionals as our
trainers and training content developers. Additionally, our staff has access to training resources
including our online learning courses. These courses are offered at universities throughout the
world and are a solid resource in the study of psychology. Details of Behavioral Tech and our
trainings can be found at www.behavioraltech.org.
How to Apply
Send resume & cover letter to employment@behavioraltech.org with "work study" in the subject
line.
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