INTERNSHIP DUTIES AND RESPONSIBILITIES  
As educators, the Executive Director and Program Manager ensure that each intern learns from a variety of experiences and exposure during their time at WITA. A formal training program ensures that interns hit the ground running upon arrival, and they are given limitless opportunity to contribute, show initiative, and demonstrate responsibility.  

The WITA internship is designed to be the ideal launch pad for a career in international trade policy.  Many of our former interns are still in Washington DC and pursuing degrees in areas relating to trade and trade policy.
Intern duties include, but are not limited to:

· Planning, preparing and participating in WITA breakfast meetings, Embassy events, and other programs. 

· Certain aspects of event finances and deposits.

· Membership relations- phones, emails, etc.
· Maintaining the WITA website and the membership database on a daily basis. 

· Contributing to the content, design, production and distribution of WITA's e-newsletter. 

· Helping design and produce promotional materials. 

· Assisting in the organization of WITA's Annual Awards Dinner and other high profile special events
· General office duties such as answering phones, filing, etc., as assigned. 

The Director works to make sure each intern feels they are a valuable part of the WITA team as we host a great number of trade-related events, stimulate an ongoing trade dialogue, and have some fun along the way.  The Executive Director also believes strongly in leveraging the interns' time in Washington DC, and will make time available to attend relevant and special events taking place throughout the city.
WITA is a non-profit, non-partisan neutral forum in the nation's capital for the open and robust discussion of international trade issues. We rely heavily upon our interns, and seek the highest quality candidates for the position. In return, interns are given tremendous opportunity to learn about the global trade community, the Washington political environment, and specifics of international trade--as well as practical office skills, event management, networking, and professional interaction.

Undergrads and recent graduates are strongly preferred.  Due to the nature of the office work, grad students, law students, and others seeking higher degrees will likely NOT gain as much from the WITA internship experience as an undergrad with a demonstrated interest in international relations, trade, and/or economics.  

We accept internship applications throughout the year, but suggest applying at least three months in advance of the desired start date.  See WITA website for dates of seasonal selection cycles.   WITA interns earn a small stipend, and transportation costs are covered within reason. Schedules are slightly flexible but should be a minimum of 32 hours or 4 days a week.   Prime consideration is given to applicants that can work 40 hours a week.
To apply for an internship at WITA: 
Serious applicants should submit a cover letter and resume to internships@wita.org. The cover letter should be the body of an email, and should state the three main things that you hope to accomplish or learn during your internship; your time requirements and expectations; and your dates of availability. Resumes may be sent as a body of an e-mail text, Microsoft Word document, PDF document, mailed as hard copy, or faxed to (202) 312-1601. 

Resumes without cover letters will not be considered. A cover letter can be an email attachment, but must cover the information in the prior paragraph.

Please send cover letter and resume to:

internships@wita.org

 HYPERLINK "mailto:internships@wita.org" 

Executive Director
ATTN: Internship Program
Washington International Trade Association
1300 Pennsylvania Avenue, NW
Suite 400
Washington, DC 20004

Phone: (202) 312-1600
FAX: (202) 312-1601

