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Looking for a hands-on, behind the scenes experience at an international 

nonprofit? Be our Coordinator! 

 

Clara Vista is currently seeking a Coordinator Intern to join the team this summer! Clara Vista is a growing 

nonprofit and we are dreaming BIG for 2017. Over the past couple years we have been working hand-in-

hand with the rural community of Venado, Costa Rica to come up with a series of projects that will best 

address their needs. As our intern, you will play a main role in pulling all of this work together into a 5-Yr 

Sustainable Development Plan. This will include building relationships with local partners and organizing 

capacity-building workshops in the community of Venado. You will have the opportunity to see your work 

come to life with two paid trips
1 
to Venado where you will implement workshops at our community center 

and work directly with community members! 

 

As a Coordinator, you will also assist the Executive Director in managing Clara Vista’s internal operations, 

public relations, and fundraising, and take ownership of day-to-day operational tasks.  This is an excellent 

opportunity for anyone interested in learning what it takes to run a nonprofit while learning a unique 

framework for empowering grass-roots level sustainable community development. 

 

So what IS Clara Vista, exactly?  

Clara Vista inspires leadership from within rural communities and empowers them with the tools they 

need to achieve their dreams. We’re talkin’ more than just basic needs here - we’re talkin’ dreams. It is up 

to the community to define what “quality of life” means to them, but our guess is that it means more than 

just running water and a roof over their head. Clara Vista works with community leaders to establish goals, 

identify root issues, prioritize needs, build relationships with local stakeholders, develop holistic solutions, 

and monitor community development. We are currently focused in the coastal village of Venado, 

Guanacaste, Costa Rica as a proof-of-concept of our framework and have high hopes of scaling up to 

nearby communities and even communities across the globe.  We are a start-up organization so join us if 

you are self-motivated and have an entrepreneurial spirit! 

 

Ok, Clara Vista sounds great! But what will I do as your Intern? 

As with any Clara Vista member, you are expected to be proactive and forward thinking, be a master 

communicator, take responsibility for your commitments, and reflect and adapt your work according to 

our fast-changing and exciting organization. Clara Vista has members across the globe, so you will 

typically work remotely, guided through frequent coffee shop meetings with our Executive Director in 

Boulder, Colorado. 

 

                                                
1
 Paid trips are optional and include a travel stipend of $500, lodging and meals. 
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As in any start-up, you’ll be wearing a lot of hats. Potential roles include: 

 Do Gooder – Organize workshops for our community center in Venado, Costa Rica. 

 Communicator – Enhance communication with the community leaders in Venado. 

 Task Master – Keep our project management database (Asana) updated and hold people 

accountable for their tasks. 

 Organization Station – Keep our Google Dive and website organized and updated. 

 Shmoozer – Grow our network of support, communicated with potential partners, and ensure our 

donors are acknowledged. 

 Money Maker – Research grants and coordinate campaigns and events. 

 

Special Projects 

As the Coordinator, you will be responsible for pulling together Clara Vista’s first 5-Year Sustainable 

Development Plan (5-Yr SDP). We use sustainable development planning as a tool to ensure that 

communities take ownership of their development path, leverage local resources and stakeholders, and 

continually reflect on the sustainability of projects.  The 5-Yr SDP documents baseline data, community 

priorities, appropriate solutions and potential stakeholders, and lays out a five year action plan of projects 

that will have the most cost-effective impact. Lucky for you, we have a Program Committee of three 

volunteers that are already working away at this document. You will manage this committee ensuring that 

we are on schedule for completing the SDP this November and are delivering a high quality product. You 

will assist the volunteers in developing their sections of the report, perform additional research on 

potential projects, help package holistic solutions, and build relationships with partnering organizations. 

 

How will I advance my skills as an intern? 

You will work side-by-side with our Executive Director and see exactly what it takes to make things 

happen. You’ll also gain experience managing volunteers and working with our Fundraising and 

Marketing interns. Additional training will be provided through online webinars and materials. The 

internship will include an optional one-month membership to the Impact Hub in Boulder which includes 

access to many of their workshops and networking events. Through this internship, you will:  

 Gain experience in international development. 

 Learn a unique sustainable community development framework. 

 Learn how to compose a sustainable development plan. 

 Gain experience leading a team to deliver a high quality product. 

 Improve management skills. 

 Learn the legalities of starting and running a nonprofit. 

 Improve written and oral communication skills and time management skills. 

 Build your professional network. 
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What skills do I need to have already?  

As the Coordinator Intern, you must: 

 Have excellent time-management and maintain a consistent presence. 

 Have your own computer and be able to work from home. 

 Be comfortable working remotely using Google Drive, documents, spreadsheets, etc. 

 Be a motivated self-starter with a positive attitude. 

 Be a multi-tasker and a team-player. 

 Have strong writing and analytical skills. 

 Be comfortable taking initiative and maintaining schedules. 

 Live in Boulder, CO or be willing to travel to Boulder for frequent meetings. 

 Be able to speak and write in Spanish (at a conversational or intermediate level) 

 Have a passion for nonprofit work and international development. 

 

It would be awesome if you also: 

 Were willing and able to travel to Costa Rica for up to two three-week paid trips
2
.  

 Had previous experience with international development work. 

 Had previous experience living or traveling abroad. 

 Knew how to edit WordPress websites. 

 Had previous experience with Asana. 

 

Hours & Compensation 

The internship requires a commitment of 20 hours per week for 8 months, contingent on consistent and 

satisfactory performance. Your hours are flexible and we are more than willing to work with you to 

develop a schedule that fits your lifestyle and commitments. For example, if you are attending classes, it 

may be possible to work 30 hrs per week in the summer and 10 hrs per week in the fall.  

 

Ideally, the internship will start mid-June 2016 and run through mid-February 2017, with the possibility of 

extension if you’re a great fit for our team. Please mention your prefered start date and end date in your 

cover letter. 

 

The intern will be compensated with a $500 stipend per month. 

 

Apply! 

If interested, please submit your resume with a cover letter describing how you can help Clara Vista 

achieve our goal of inspiring community-driven sustainable development to info@claravista.org by May 

20th, 2016. For more information, visit www.ClaraVista.org.  We look forward to hearing from you!  
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 Paid trips are optional and include a travel stipend of $500, lodging and meals. 
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