	BPSOS SYCEP INTERNSHIP DESCRIPTION


Title:


Administrative Assistant
Reports To:

Phu Tien
Organization: 
Victim/Witness Services of South Philadelphia

Address: 

1426 S. 12th St. 19147
Type: 
Law, social justice
Duties and Responsibilities (includes but not limited to):      

· Data entry and filing
· Opportunity to go to court and learn about criminal justice system (2 times a week)
Requirements:  

· Some computer proficiency preferred; familiarity with Microsoft Office
· Interest in law
Misc:​​​​​​​​​​​___________________________________________________________________

· No language preferences
