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The Council for Environmental Education (CEE), a non-profit organization with offices in Houston and Austin, serves as the national headquarters for Project WILD, the largest wildlife education program in the United States. At the national level CEE also administers Aquatic WILD, Growing Up WILD, Flying WILD, and WET in the City. 
CEE is currently underway with a multi-year project to expand and update the Project WILD K-12 Curriculum and Activity Guide (hereafter referred to as the Project WILD Guide or the “curriculum guide”).  This effort involves the development of new content on environmental issues, additional content on student-centered field investigations, STEM learning, Next Generation Science Standards, climate literacy principles, career development, and additional outdoor learning experiences. As the cornerstone publication for the Project WILD program, the curriculum guide helps K-12 educators each year throughout North America engage students in hands-on activities and projects involving the study and stewardship of wildlife. Scheduled for publication in 2017, this “Next Generation” of the Project WILD guide will reach thousands of educators who, as a result, will incorporate environmental education into school curricula as well as in nonformal learning programs for tens of thousands of students each year. With a focus on advancing CEE’s Project WILD program, the Program Assistant will play a key role in CEE’s efforts to expand content in the Project WILD guide and further the program’s mission to foster responsible actions toward wildlife and related natural resources. 
The Program Assistant will assist in content revisions, editing, and research, and writing.  The intern will analyze and apply the results of field tests (mostly qualitative data) in which educators implemented beta versions of Project WILD activities (lessons) and then submitted data to help CEE make adjustments to activities. This will involve the Program Assistant in reviewing and summarize field test data, make recommendations for changes to activity texts, and assist in editing activities. The intern will also assist CEE staff in adjusting updated versions of Project WILD activities that did not require field testing, but still require edits to ensure the content is well written, easily understood, scientifically accurate, and pedagogically sound. Editing may involve changes to ideas expressed in the activity about environmental topics and issues, as well as modifications to education methods and activity procedures. Edits will also include copyedits with a focus on grammar, consistency of style, word choice, punctuation. 
Periodically, the Program Assistant may also be asked to assist with other projects relating to CEE’s operations and programming.  Additional assignments may include updating website content, correspondence with educators or program partners, researching educational technology, research on new means for distribution of educational materials, or checking for accuracy of documents to be published by CEE that will help educators use Project WILD in order to fulfil educational standards. With a small staff running several national programs (in addition to Project WILD), the Program Assistant will gain exposure to all of CEE’s programs, and with environmental education as a whole, starting on day one. Participation in weekly staff meetings (no less than once per week) will provide an overview of the business of running a nonprofit, keep the Program Assistant up-to-date on staff projects, and allow them to report out on their own projects. The Program Assistant will be encouraged to solicit guidance as often as needed. He/she will also be encouraged to be creative and feel empowered to share innovative ways to improve the Project WILD curriculum.
The Program Assistant’s work will be in an office setting, and typically involve use of a computer. The intern will need to travel daily to the CEE Houston office, just west of Rice University. Depending on summer schedules of CEE program partners, the Program Assistant may also have the option to participate in and receive certification for a one-day Project WILD professional development training that is coordinated by one of CEE’s program partners (such as Texas Parks and Wildlife). 
By completing this internship the Program Assistant will gain experience/skills in:

· Writing and editing for curriculum development

· Knowledge of the field of environmental education
· Knowledge of non-profit organization operations
· Knowledge of the educational publishing industry
· Insight into the management of a national level education program
· Researching environmental conservation issues
· Researching trends in educational methodologies

· Preparing reports, summaries, and goals for an organization

· Project WILD professional development training
Terms of Employment
· Hours: Eight hours per day, with negotiable start and end times, typically 8:00 a.m. to 4:30 p.m. Monday through Friday (includes 60 minute lunch break, of which 30 minutes is paid time).  
· Timeframe:  eight to ten weeks, starting in late May or early June.

· Total hours: 320 
· Wages: a stipend of $7.81 per hour, for a total stipend of $2,500.
· Leave time: One day (eight hours) paid holiday leave. Transportation:  The Program Assistant will need to have reliable transportation to and from the work site—the Houston office of the CEE.

· Location: The Houston office of CEE is at 5555 Morningside Drive, Houston, TX 77005. 

Required Knowledge, Skills, and Abilities

· Knowledge of general office operations

· Detail oriented and well organized

· Ability to use Microsoft Office and Excel software

· Time management skills

· Effective oral and written skills
· Works well independently and in a team environment
Preferred Experience 

Prior experience in one or more of the following areas will help further the intern’s success: environmental studies, education, writing, editing, curriculum development, research, and/or teaching. 

Connecting to Community:  Shell’s Social Investments

The work of the Project Assistant will help advance Shell’s three key areas of social investment:

1. Education: Since Project WILD’s launch in 1983, over 1.3 million educators have received Project WILD materials and participated in Project WILD professional development training in order to gain the knowledge and skills to integrate environmental education into school curricula and educational programing. Updating and expanding the Project WILD guide will ensure the publication remains relevant to the needs of educators and K-12 learners, and that it addresses current, accurate, and well-balanced information  on environmental topics and issues. 

2. Environment: Project WILD will continue to focus on wildlife as a way to capture the interest of young people in environmental learning and stewardship.  Efforts to update and expand the Project WILD guide will build on the existing areas of environmental knowledge, such as ecosystems and habitats, but will also include new content in several key areas, including climate literacy principles, invasive and non-native species, and pollinators. Combined with updates to the education methodologies used by Project WILD activities, this new content relating to environmental topics and issues will help build a more informed and engaged citizenry and promote environmental stewardship behaviors.  

3. Community: In addition to activities that fall under the conceptual areas of “ecological knowledge,” Project WILD activities also include concepts that address “Sustaining Fish and Wildlife Resources.” Many of the updates to the activities will help strengthen community involvement around environmental stewardship efforts and conservation. New and expanded content in the Project WILD guide will include updating human dimension aspects, including ways to address challenges in wildlife conservation connected to increased urbanization. Many of the updates to Project WILD activities provide ideas for student service projects—actions that not only improve community conditions, but that also build community cohesion. 
To apply, send a cover letter and resume to Julie Tran, at juliet@councilforee.org. 

To learn more about CEE’s programs, please visit our websites: councilforee.org, projectwild.org, projectwild.org/aquatic, flyingwild.org, projectwild.org/GrowingUpWILD, 

wetcity.org, or birdeducation.org.
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