
JOB SUMMARY
Coordinate designated projects to ensure that the objectives for various design, website and e-marketing 
projects are accomplished within the prescribed time frame and budget parameters. In addition, this position 
will help support the administrative needs of the ODUSA Communications team.

ESSENTIAL DUTIES AND RESPONSIBILITIES 
ǅ Assists in the development, production, and management of advertisements, press releases, brochures,   
	 web, e-marketing and video projects 
ǅ Participates in strategic planning sessions for print projects, web, e-marketing and video campaigns.
ǅ Ensures information posted on the Open Doors USA web site or sent via email meets the security    
	 guidelines for Open Doors International.
ǅ Liaison with video production company to provide them the resources required to execute approved jobs.
ǅ Maintains Communications department archives and helps with scheduling of meetings, events and    
	 correspondence.
ǅ Additional departmental duties assigned in accordance with the overall goal of providing excellence in   
	 communication services to the entire Open Doors USA staff.
 
QUALIFICATION REQUIREMENTS
ǅ Well-organized, self starter with ability to manage multiple projects.
ǅ Detail-oriented with editing and prooýng skills.
ǅ Excellent verbal and written communication skills. 
ǅ Spiritually mature Christian with the desire to serve the Persecuted Church.
ǅ Creative skills helpful. 
ǅ Intermediate computer skills including experience with Word, Outlook, and Excel.

EDUCATION and/or EXPERIENCE
Must be currently enrolled as a college or university student studying communications who will earn academic 
credit for this internship.

TIME COMMITMENT
6 to 12 hours per week - 3 months or longer – All Semesters

CONTACT
Kari Allen
Volunteer Program Coordinator
E-mail address:  Karia@odusa.org    Phone Number:  949-862-0307

OPEN DOORS USA
Internship Description

 Position Title: Communications Intern
 Division: ODUSA Communications    
 Supervisor: Vice President of Communication Services

Open Doors   ǅ   2953 S. Pullman   ǅ   Santa Ana, CA 92705-5840   ǅ   949/752-6600


