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MOPS INTERNATIONAL 
 
Position: MOMcon Intern 
Reports to: Senior Events Manager    
Status:  Unpaid     
Hours:                 15-20hrs/wk with additional hours surrounding MOMcon 
Dates:  June 5th-November 30th (6 month internship) 
 
 
Description:  The MOMcon Intern will have the opportunity to learn about the world of events and be a part of 

a three day live event performing tasks leading up to, during and after the event.  The MOMcon 
Intern will perform a wide range of administrative and event-specific tasks that aid the overall 
Events Team.  This is a great opportunity for a responsible, eager, motivated and detail oriented 
individual looking to grow their event experience at a faith-based nonprofit. The position will 
provide the intern with great hands-on learning of a live event and overall professional 
development.   

 

Primary Responsibilities and Learning Opportunities: 
 Coordinate MOMcon related projects.   

 Support Events Team through various administrative tasks such as note taking, packing/unpacking for 
MOMcon, supplies and giveaways, etc.   

 Create, distribute and collect evaluations and surveys from moms and staff.   

 Process check requests for all main stage speakers, workshop speakers, vendors, etc.   

 Support the MOMcon marketing plan in collaboration with the Marketing Team which includes gathering 
all mom and leader marketing content for MOMcon marketing, contests etc.  

 Support the MOMcon workbook with the Marketing Team to ensure all organizational ads, 
announcements and messaging is highlighted through workbook/program content. 

 Coordinate all hotel room blocks at contracted hotels to ensure reduced financial liabilities for MOPS.  

 Coordinate all food and beverage for MOMcon.    

 Create and maintain spreadsheet with staff and volunteer travel (flights and hotels), coordinate rooming 
list, etc.  

 Others duties as assigned.  

Job Qualifications: 
 Follower of Jesus and able to faithfully sign and uphold the MOPS Faith and Values Statement. 

 Servant heart and desire to serve others to execute an incredible event.   

 Desire to learn and grow while gaining live-event knowledge and experience.   

 Able to coordinate a number of activities simultaneously, setting priorities effectively. 

 Able to remain calm during a live event. 

 Tech savvy with intermediate computer skills (proficient in Word, Outlook, Excel). 

 High level of integrity and confidentiality. 

 High level of flexibility, follow through and responsiveness. 

 Team player with organizational skills.   

 Good problem solving and analytical ability. Willing to take initiative.   

 Strong written and verbal communication skills. 

 Conducts self in a professional manner.  
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 Curiosity, sense of humor and tenacity are highly valued. 

 Able to travel and serve a full week September 17th-23rd (MOMcon is Sept 20th-22nd). 

 Able to lift 25 pounds and walk up to 5-8 miles daily during MOMcon. 


