
 
 

Fall Operations Intern 
 

About Us and Our Philosophy 
Breakthrough Greater Boston (BTGB) is a transformative college access and teacher 
training program. BTGB offers six years of academic enrichment and college preparation 
to middle school and high school students with high potential but limited opportunities. 
Simultaneously, BTGB recruits, trains, and inspires a diverse cohort of high achieving 
college students to become the next generation of urban teachers. Leveraging a Students 
Teaching Students model, BTGB provides engaging, tuition-free academic programming 
during the summer and after school. Our students gain the skills and motivation to 
succeed in rigorous high school courses and, ultimately, in college. Meanwhile, our 
teachers gain hands-on experience, research-based training, and coaching from 
professional educators. 

Over the past eight years, 97% of our graduating students have matriculated to college, 
and 82% of them have persisted through their undergraduate years. On average, more 
than 70% of our graduating teachers have gone on to pursue careers in education. After 
two decades of success at our original Cambridge site, BTGB embarked upon a 
significant program expansion and opened a second site in Boston in the summer of 
2013.  Breakthrough launched programming in its third city, Somerville, during the 
summer of 2018.  As an independent 501c3 nonprofit Breakthrough Greater Boston is 
part of a national educational movement called The Breakthrough Collaborative working 
to improve educational outcomes for youth across 25 U.S. cities.   

With a deep commitment to our mission, BTGB operates with the highest standards of 
integrity, and best practices, while also enjoying the ability to be innovative and flexible 
to meet the evolving needs of our students, families, and teachers.  Our team is diverse, 
high-performing, and dedicated.  We continue to build an organizational culture that 
emphasizes our core values for every member of our community: 

• Spirit: We cherish and embody the youthful energy and spirit of our students and 
teachers 

• Continual Learning: Everyone in our community has something to learn and 
something to teach 

• Team Together: We all chip in to accomplish whatever is needed for our 
teammates and the broader organization 



• Student Centered: Our students are our first priority and our decisions center 
around what benefits our students 

• Equity and Opportunity: We value diversity of identity, background and 
thought. We treat everyone with dignity and respect 

• Excellence in Everything: We maintain high expectations for ourselves 
 

SUMMARY 
The Operations Intern will gain great experience learning and participating in what goes 
on behind the scenes of a successful nonprofit.  Responsibilities will include helping with 
the day-to-day operations of Breakthrough Greater Boston, particularly in the financial, 
technological, and logistical areas of the organization.  The Operations Intern will be 
supervised by the Director of Operations and the Operations Associate and will also 
work with the Development Manager, Director of Development and Partnerships, and 
Executive Director. 
 
RESPONSIBILITIES 
Financial 

• Process donations and invoices 
• Input revenue/expenses in our online accounting software, QuickBooks 
• Organize and maintain Breakthrough Greater Boston’s filing system so that files 

are easy to access 
• Review, revise, improve, and document processes 

 
Technological 

• Organize shared files, allowing for the accessibility of documents across campuses 
• Assist in developing our database of media files 

 
Logistical 

• Assist the Boston, Cambridge, and Somerville program teams in planning program 
logistics, including transportation, facilities permits, and technology needs 

• Inventory supplies and place orders to meet program and office needs 
• Inventory, organize, and maintain storage areas 

 
Please note that these are specific responsibilities. Your job may include a number of 
other tasks as well, as Breakthrough programs thrive on flexibility, creativity, and a 
willingness to pitch in! 
 
QUALIFICATIONS 

• Ability to maintain a high level of accuracy in all work; attention to detail 
• Strong communicator (both oral and written) with a positive attitude 
• Self-starter who is comfortable taking initiative on projects; leadership skills 
• Organized individual who is able to manage both short-term and long-term 

projects 
• MS Word, Excel, and PowerPoint experience required 



 
LOGISTICS 
The three Breakthrough Greater Boston campuses are located at the Cambridge Rindge 
and Latin School, New Mission High School in Hyde Park, and Arthur D. Healey School 
in Somerville. The Operations Intern workspace is located in a busy, open office area 
with the permanent staff. Depending on projects and scheduling, the Operations Intern 
may be asked to be willing to travel to all campuses. A minimum of 8 hours per week is 
preferred. The fall internship begins in September and ends in December. 
 
COMPENSATION 
The Operations Intern is an unpaid position. 
 
BENEFITS 

• Direct hands-on experience in nonprofit management and educational 
programming with a national leader in out-of-school programming and teacher 
training 

• Professional development coaching and opportunities based on individual interest 
• Experience participating in Breakthrough Greater Boston program presentations 

and events 
• Vacation days include all major holidays 
• Collegial, flexible work environment 

 
APPLICATION PROCESS 
To apply, please email your resume and a cover letter detailing your interest in 
Breakthrough Greater Boston and relevant skills/experience to jobs@btgbmail.org with 
the subject line “Operations Intern.” 
 
For more information, please visit www.breakthroughgreaterboston.org. 
 
Candidates for employment and employees are considered without regard to race, 
religion, color, sex, sexual orientation, national origin, disability, citizenship, military 
status, gender identity, genetic disposition or carrier status, marital status, or any other 
characteristic protected by federal, state, or local law. 
 

Thank you for your interest in Breakthrough Greater Boston! 
 
 
 
 


