
Thank you for your interest in our volunteer/intern opportunities.  Below you 

will find descriptions of our available positions.  

Political Action Committee (PAC) Assistant: 

The volunteer/intern for this position will perform a variety of duties which include: identifying pro-

choice women who are running for public office, assist staff with email alerts, coordinating quarterly 

Caucus Meet and Greet events, keep PAC web-page current, assist staff with arranging PAC board 

meeting materials and assist with publishing articles in the MWPC Caucus Times quarterly newsletter.  

The intern/volunteer must be able to work some weekends. 

Legislative Intern: 

Assist with monitoring legislative committees and bills during the 2009 session.  Attend pertinent 

hearings and report on bills of interest to MWPC, must be able to interact with respective House Reps 

and Senators.  Conduct policy research as needed to support MWPC Legislative issues.  Assist in writing 

and editing materials including fact sheets, website content, Caucus Times quarterly newsletter, and 

press releases.  This position requires some familiarity with the legislative process and the workings of 

government.  The intern/volunteer must be a self starter and be able to work independently and as a 

team. 

Office Assistant: 

The volunteer/intern for this position will assist with answering phones, filing, sorting the mail, drafting 

correspondences, and following-up with our MNWPC members.  This position requires knowledge of 

Microsoft Word, Excel, alpha and numeric filing, ability to accurately type at least 40 wpm.  The 

volunteer/intern must be professional, able to work independently, and have good communication and 

organizational skills. 

Community Outreach: 

The volunteer/intern for this position will assist with our Diversity Outreach Project (DOP).  The purpose 

of our DOP is to educate, engage and empower women of color to become more politically involved in 

their communities.  This position requires the ability to work and communicate effectively with women 

from diverse backgrounds.  The volunteer/intern must have prior community outreach experience, and 

has an understanding of the political process.  Other duties include: phone call follow-ups, data 

collection, being able to assist the DOP Program Assistant and the Executive Director, must be able to 

coordinate and schedule meetings, and be able to do event planning and prep.  

Events Planning:   

The special events intern will assist with the overall planning and implementation of the major 

fundraising events for the MNWPC.  The intern/volunteer would perform and gain experience is: special 

event coordination, marketing, public relations, volunteer management, media relations, public 

speaking engagements, and committee meeting management.  This position requires: strong 



organizational skills, ability to work independently, strong planning and analytical skills, and must have 

applicable coursework. 

Web Maintenance: 

The volunteer/intern for this position will assist with keeping our web-pages updated and current.  This 

also includes monitoring legislative bills that relate to our mission and core values, posting our endorsed 

candidates information, and updating our calendars.  This position requires knowledge of Microsoft 

Word, Publisher, Interfacing, and the ability to type with accuracy.  Some web-based research 

experience is also required.  

 HOW TO APPLY:  Please email your resume and cover letter to tjohnson@mnwpc.org, or fax it to 

651.292.9417.  

All positions are unpaid; however, college or graduate school credit is available.  We ask that you at least 

intern/volunteer for a minimum of 10 hours a week. 
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