
 
 

Building the Dream Summer Internship Program  
Contract Position 

 
About “I Have A Dream” Foundation of Boulder County 

Since 1990, the award-winning “I Have A Dream” Foundation of Boulder County (IHDF) has 
assisted more than 1,100 children from low-income communities achieve their dreams of 
college by providing long-term personal and academic support, tutoring, mentoring and 
four-year tuition-assistance scholarships to each graduating student. The program follows the 
national model established in New York in 1981 by founder Eugene Lang. The organization 
sponsors entire groups of students from elementary schools or low-income housing sites, and 
works with these children and their families through high school graduation and into post-high 
school education. Currently, there are 13 active “I Have A Dream” classes in the Boulder Valley 
and St. Vrain Valley School Districts. IHDF has doubled expected graduation rates for program 
participants and has awarded more than $3 million in local scholarships to date. For more 
information go to www.ihaveadreamboulder.org 

 
Scope of Work 
For more than 20 years, "I Have A Dream" has been placing high school and college youth in 
6-8 week paid summer internships with organizations and businesses committed to nurturing 
Boulder County's hidden talent. Qualified high school students participate in a two-day Career 
Readiness Bootcamp that includes resume and interview skill-building, and then interview and 
are matched with companies based on their areas of interest and skills. The internship program 
is part of "I Have A Dream's" comprehensive college and career readiness program that 
encourages youth from low-income areas to pursue post-secondary educational and career 
pathways that will help them become engaged community members. 
 
We are looking for a highly-organized, detail-oriented, customer-focused contractor to help 
support our summer internship program. Reporting to the Director of Development & College & 
Career Coordinator, the contractor will work with external partners and internal staff to provide a 
smooth, positive, and enriching experience for both internship hosts (organizations, agencies, 
and companies) and interns (students) throughout the duration of the internship program. 
 
Contract Timeline:  December - August - Approximately 10-20 hours/week 
 
 

http://www.ihaveadreamboulder.org/


Essential Responsibilities 
Recruit and Onboard Internship Hosts (Coordinates with Development Department): 

● Work in conjunction with the IHDF Development Department and our partners to identify 
and engage prospective hosts.  Coordinate planning meetings as necessary. 

● Develop timeline and engagement tool for recruiting and maintaining hosts.  Update all 
host information in Salesforce database. 

● Draft communications for partners to send to their prospective host contacts. 
● Update host pledge sheet, program overview, and other internship program materials. 
● Draft print and online communications to promote program via newsletter, website and 

social media.  
● Update and share Internship Host Manual with prospective and confirmed hosts in an 

effort to provide clarity and best practice guidance. 
● Manage, track, and engage potential internship hosts through their consideration of this 

commitment. 
● Conduct calls, emails, and 1:1 meetings with potential hosts to explain the purpose, 

timeline, and requirements of participation in the program. 
● Plan and execute an internship host recruiting event in collaboration with partners. 
● Update, disperse, and collect job descriptions and host agreements from confirmed 

internship hosts. 
 
Execute Internship Program and Career Readiness Bootcamp (Coordinates with College 
& Career Department) 

● Plan and execute 2-day Career Readiness Bootcamp complete with career-relevant 
workshops and mock interviews. 

● Work with Program Directors, pre-collegiate partners and College & Career Team to 
recruit and engage eligible students. 

● Manage and track student participation beginning with the Career Readiness Bootcamp 
through the end of their summer internship position.  

● Collect relevant student data at Career Readiness Bootcamp to utilize during the 
host-student matching process. This may include data points such as: contact 
information, grade/school, summer availability, desired schedule, transportation 
requirements, job type and industry preferences, personal strengths, and top 3 open 
positions.  

● Plan and execute Super Interview Day event where hosts and students engage in a full 
day of rapid and consecutive interviews. 

● Match students with open internship positions in accordance with both the students' and 
hosts’ requirements, preferences, logistical accommodations/needs, etc. 

● Introduce student and host matches to one another. Conduct calls, emails, and 1:1 
meetings to discuss student onboarding with the host organization. 

● Conduct biweekly check-ins and at least 1 site visit with hosts and/or intern supervisors 
throughout the summer. 

● Facilitate or coordinate the facilitation of Wednesday Workshops for students in the CU 
Boulder intern cohort throughout the summer. 



● Collect, track, and manage interns’ weekly working hours (for those being payrolled 
under IHDF), in coordination with the Finance team. Coordinate with Development 
Department to facilitate host reimbursements as needed. 

● Plan and execute three internship closing ceremonies before or at the end of the 
summer program. Send formal thank you’s to internship hosts. 

● Create, disburse and analyze post-experience host and student surveys. 
● Develop programming opportunities for interns to extend, volunteer, or donate to other 

IHDF programs 
● Compile reports for donors and internal IHDF staff around internship program-related 

data. 
● Other duties as assigned and needed. 

 
Requirements 

● Experience working with historically marginalized communities in secondary or 
postsecondary setting 

● Experience working with students in developing career plans and goals 
● Strong organizational, oral and written communication, and record keeping  
● Reliable transportation, good driving record, and insurance 
● Experience with event planning and coordination 
● Committed to IHDF’s organizational values: Equity, Holistic Support, Community, 

Commitment, and Integrity 
● Some evenings, weekends  

 
  

To Apply:  
 
Using “Internship Contractor” in the subject line, e-mail cover letter. resume and current rate 

to hr@ihaveadreamboulder.org 
 

An Equal Opportunity Employer 
 

 

mailto:cathie.williamson@ihaveadreamboulder.org

