
 

Job Description 

 

 

Job Title:  Intern     Reports to:  Assigned Task Supervisor 

    

FLSA Status:  N/A Safety & Infection Control:  Category III 

Risk 

 

 

The Center for Transforming Lives (CTL) is committed to a policy of Equal Opportunity 

Employment (EOE) in its dealings with both employees and applicants for employment. As such, 

the CTL provides equal opportunity without regard to race, ethnicity, age, religion, gender, sexual 

orientation, national origin, disability, status as a veteran, or any other characteristic protected 

by law except when such characteristic is a bona fide occupational qualification. 

 

SUMMARY 

 

An Intern at the Center for Transforming Lives (CTL) performs/assists in performing tasks related 

to one or more functional areas in the services delivered in a nonprofit setting to develop working 

knowledge of nonprofit procedures for professional growth and/or to meet the internship 

requirements of a school or university. The Intern will serve as an advocate for the CTL mission 

by contributing skills and knowledge developed and enhanced through formal education. The 

Intern will act as a collaborative team member with other CTL staff, interns and volunteers.  

 

RESPONSIBILITIES 

  

General 

1. Performs/assists in a variety of functions such as special services including case management, 

lesson planning, contracts management, financial/business coaching, emergency preparedness, 

architecture, engineering and construction; and financial services such as grants management, 

revenue forecasting, and monthly financial reporting to supplement knowledge gained through 

academic courses. 

2. Prepares periodical reports on the progress of the project underway to enable evaluation of 

performance 

3. Develops processes, assesses needs, implements/improves new or existing procedures and 

coordinates various activities to assist in the administration 

4. Conducts individual studies or projects in one or more CTL department or division to 

supplement knowledge acquired in a specialized area entailing diverse duties such as clerical 

duties, or those relating to quality control, grants management and marketing. 

5. Regular, reliable, and punctual attendance is an essential function of the job 

6. Proactively acquires knowledge and increases awareness of trends and best practices in fields 

related to women and children, impacted by poverty and homelessness. 



 

7. Participates in CTL meetings and on committees as required and appropriate. 

8. Learns and abides by CTL Policies and Procedures. Maintains awareness of CTL policies, as 

applicable to assigned functions. 

9. Is professional in appearance and demeanor. 

10. Promotes unified, team-oriented atmosphere in all oral and written communications and 

actions. 

11. Attends community meetings as assigned as representative of CTL and acts in the best interests 

of CTL in those meetings and in community settings. 

12. Contributes to providing quality service in whatever capacity is required in accordance with 

skills and training. 

13. Continues increasing awareness of trends, best practices, and knowledge in fields related to 

women and families, poverty, homelessness and racial disparities as well as government 

funding streams and compliance related to those funding streams. 

 

 

KNOWLEDGE, SKILLS, ABILITIES 

 

Education and experience required may vary depending on the assigned functional area(s). At 

minimum, Intern must be enrolled in a school or university and be able to:    

 

 demonstrate a strong work ethic; 

 demonstrate a commitment to working well with others; 

 travel independently and timely for work purposes; 

 investigate and analyze;  

 write clear, concise reports; 

 work independently or as part of a team with minimum supervision and maximum 

accountability; and 

 establish and maintain an effective working relationship with clients, all levels of 

management, partnering agencies, other employees and the general public. 

 

Working knowledge of Windows operating system and Office products, including Microsoft 

Word, Excel and Outlook is required.  Ability to learn and use any other software programs needed 

in the operations of programs may be required, depending on position. 

 

 

DEPARTMENT-SPECIFIC DESCRIPTIONS AND REQUIREMENTS  

 

Coalition for Homeless Children: The Coalition for Homeless Children is a special initiative of 

the Center for Transforming Lives that advocates for large-scale system change in an effort to 

improve outcomes for families experiencing homelessness. CTL is seeking one intern with skills 

and interest related to legislative outreach, policy development, strategic planning, and coalition 

building. The ideal candidate will be pursuing a degree in social work (particularly Community 

and Administrative Practice). 



 

 

Early Head Start: An EHS intern will work closely with Early Head Start administrative staff 

on projects, reports, regular data analysis and other required meetings and trainings.  Interns will 

be assigned to a specific administrative staff.  During the internship, the intern will develop and 

learn administrative skills used by non-profit management staff.  They will work to gain system 

knowledge, provide support, and assist in developing program strategies.  In addition, interns 

will learn how to prepare, facilitate, and assist in preparing for meetings, establishing agendas, 

and providing support to staff for follow up.   

 

 

Family Strengthening Services (FSS): Financial Empowerment: direct service experience with 

financial workshops and financial coaching to program participants based on CTL Family 

Strengthening Services’ co-active coaching model, including research and documentation 

according to program and grant compliance. 

 

Grants Management:  Grant Management Intern will work closely with CTL Grant Manager on 

all aspects of researching, securing, and managing Public Funding contracts for all CTL programs 

and services.  Interns will attend funder and community workshops as assigned in the process of 

securing information about prospective grant and contract funding. Interns conduct research 

applicable to identify appropriate funding for CTL and research related to proposals and 

applications.  Assist in gathering information through program personnel such as outcomes reports, 

focus groups and surveys. Assist the Grant Manager in the creation of project management tools 

for grant process, including calendar and project timelines; assist in writing proposals and editing 

sections written by other team members; assist in collecting required documents and assembly of 

grant proposals and application packets; assist in maintaining Public Grant files. Accepts and 

completes additional responsibilities and tasks as assigned. 

 

 

Healers of the Broken: Direct client services within our clinical department.  CTL is seeking 

one intern with skill and interest related to assessments, service planning and individual/group 

counseling.  Disciplines may include social work, psychology and childhood development.  

 

Housing:  The Rapid Rehousing Case Manager-Intern has the primary responsibility to provide 

intensive community-based case management and supportive services to individuals and families 

experiencing homelessness utilizing a trauma informed care approach and Housing First 

principles.   

 

 

 

 

 



 

 

Opportunity Centers: The Opportunity Centers is a developing program that in the planning 

phase of creating “one stop shops” with bundled small business services to create financial 

opportunities for mompreneurs in low-income neighborhoods of Tarrant County. CTL is seeking 

up to two (2) interns with skills and interest related to public-private partnerships, neighborhood 

revitalization, gender and racial equity, and strategic planning. Disciplines may include public 

administration, business, social work, architecture/interior design, city planning, and more. 

 

 

WORKING CONDITIONS AND HOURS 

 

Primarily office conditions, however local travel may be required.  General working hours 8:00 

a.m. to 5:00 p.m.  Flexibility in hours will be determined in consultation with supervisor. 

 

 

DISCLAIMER STATEMENT 

 

The above statements are intended to describe the general nature and level of work being 

performed by individuals assigned to this job.  They are not intended to be an exhaustive list of all 

responsibilities, duties and skills required of personnel so classified.   

 

Please send a resume, including which department you are most interested in working 

alongside to intern@transforminglives.org   

  

For more information, please visit www.transforminglives.org   

  

The Center for Transforming Lives moves women, children and their families from poverty to 

independence, through housing, high-quality affordable child care and financial empowerment 

services. 

 

 

 


