
Intern at Duluth Newman 
 

 
Employer Information:  
Entity: Newman Catholic Campus Ministry 
Job Title: Student Ministry Marketing and Communications Interns 
Hours: 10+ hours per week - specific office hours TBD during 
standard work day hours  
Duration: 2025 Spring Semester, Ideally into 2025-2026 Year 
Category: Part Time B 
FLSA Status: Non-Exempt 
Wage: $15/ hour starting 
Location: Duluth, MN 
Officing: Work is to be done at the “Newman Office House” 
Provided: laptop and workspace, bulldogCatholic email 
Supervisor: Chief of Staff and Strategy and Director of Campus 
Ministry 

 
Job Summary 
​ The Duluth Newman Intern is a practicing Roman Catholic. They are in good standing 
with the Church and participate in a sacramental life. They successfully aid the mission to help 
the unchurched become disciples and equip disciples to become apostles through sacraments, 
formation, & fellowship. They perform assigned administrative and marketing tasks for Duluth 
Newman as directed.  
 
Principal Responsibilities 

●​ Meet weekly with Newman Staff for delegation of duties on Tuesday mornings.  
●​ Communication - respond to emails, post “This Week at Newman”, create, print, and fold 

weekly and Holy day bulletins. 
●​ Marketing - with great attention to detail prepare materials like posters, handouts, social 

media posts, and monthly spotlight emails.  
●​ Gift Management - aid the Data Entry and Gift Manager with any needed tasks for thank 

you, Christmas cards, and phone calls. 
●​ Events - help with preparation of annual events such as fall outreach events, Give to the 

Max / Day of Thanks Livestream, capital campaign events, and others. 
●​ Inventory - manage stock of Mass supplies, marketing materials, and general operational 

needs and communicate to staff when reordering is needed. 
●​ General Ministry Operations - purchase supplies as directed, prepare weekly plate 

collection for deposit, code and expense as needed.  
●​ There will be 2 interns for bulldogCatholic 

 
Qualifications:  

●​ High School graduate  
●​ Computer literate with working knowledge of Microsoft Office, Canva, and other similar 

programs 
●​ Displays resilience, over the top hospitality, and a zeal for mission 



Intern at Duluth Newman 
 

●​ Attention to detail 
●​ Excellent written, verbal, and organizational skills  
●​ Work with minimum supervision  
●​ Actively involved with the ministry of bulldogCatholic  
●​ Actively enrolled in Duluth area college or university 
●​ Consent to a criminal background check and Safe Environment training  
●​ Possession of a valid Driver’s License and regular access to a vehicle 

 
Work Schedule:  
​ Flexible, with times to be set upon hire 
 
Work Conditions:  

-​ Able to lift materials - not to exceed 35 lbs 
-​ Normal office environment 

 
To Apply: Please email Lauren and Heather a resume and cover letter. A design portfolio or 
other viable application information can be emailed as well, but not required. 
lauren.hopke@bulldogcatholic.org  
heather.serena@bulldogcatholic.org  
 
Timeline: 
Open: November 4th, 2025 
Closed: November 17th, 2025 
Interviews: TBA  
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