
 
 
 
 
 

 

Fellowship Job Description 
 

 

We are hiring for: Summer 2023  Yearlong 2023-2024  
 
Organization name:  
(and applicable abbreviations)  

Organization City/Primary Work Location:   
Website URL:  

 
Organization Mission Statement (and any other relevant information you feel would be 
helpful to understanding the organization): 
 
 
 
 
 
 

 
Anti-Discrimination Statement/Policy: 
 
 
 
 
 
 

 
Supervisor Name:  
Supervisor Title:  

 
Fellowship Overview 

 
Job Title:  
Job/Role Overview:  
 
 
 
 
 
 

 
 
 

 

Andrea Culp, Director 
aculp@coloradocollege.edu 
www.CCpublicinterest.com 

719.389.6310 



This position will be: 
 On-site  Remote 

  

 Hybrid: 

Average percentage of time fellow can expect to come to the office each week:  % 

Average percentage of time fellow can expect to be remote each week: % 
Are there any specific expectations regarding remote work of which the fellow should be 
aware? 
 
 
 
 

 
Duration of Fellowship (# weeks):  Average hours per week:  
A typical week as a PIFP fellow in our office will look something like this: 
 
 
 
 
 

 
Expected wage:  per hour 
Additional benefits offered to the fellow: 
 
 
 
 

 
What support or professional development can the fellow expect from their supervisor, the 
team/staff, or the organization? 
 
 
 
 
 
 

 
Fellowship Details 

 
Primary Responsibilities/Job Duties: 
 
 
 
 
 
 
 
 



 
Through this fellowship, you will build capacity in our organization by: 
 
 
 
 
 
 

 
The ways in which you will contribute to societal systemic change during this fellowship: 
 
 
 
 
 
 

 
If applicable: You might also engage in direct service and impact your community in the 
following ways. 
 
 
 
 
 
 

 
Required qualifications/skills: 
 
 
 
 
 
 
 
 
 
 

 
Preferred qualifications/skills: 
 
 
 
 
 
 
 
 
 

 



What skills/competencies will your fellow learn/enhance during this fellowship? (Please 
describe in the box provided below the applicable competencies.) 

 Career and Life Design: The ability to proactively manage your personal and  
 professional growth throughout your life journey.   

 
 
 
 

  

 Communication: The ability to articulate thoughts and ideas clearly and  

 
effectively to exchange information, using a broad range of communication styles, 
appropriate platforms to deliver and receive messages, and effectively 
communicate to different audiences in a variety of situations. 

 
 
 
 

  

 Critical Thinking: The ability to exercise sound reasoning to analyze information,  
 make decisions, identify problems, and develop workable solutions.  

 
 
 
 

  
 Equity and Inclusion: The ability to demonstrate awareness, attitudes,  

 
knowledge, and skills required to equitably engage and include people from all 
identities and cultures. Engage in anti-racist practices that actively challenge the 
systems, structures, and policies of racism. 

 
 
 
 

  
 Leadership: The ability to recognize and leverage personal and the individual  

 strengths of others to achieve common goals and use interpersonal skills to coach 
and develop others.  

 
 
 
 

  
 Manage Information: The ability to obtain, critically interpret, use, and  
 communicate information, turning qualitative and quantitative data into knowledge.  

 
 
 
 

  
 Personal and Professional Effectiveness: The ability to demonstrate  

 accountability to self and others through effective habits to be productive in work 
and life.   

 
 
 
 



  
 Teamwork: The ability to collaborate with others toward a shared goal,  
 participating actively, and maximizing team performance.  

 
 
 
 

  
 Technology:  The ability to select and leverage existing technologies and use them  

 ethically to solve problems, complete tasks, and accomplish goals efficiently. Ability 
to identify, learn, and effectively use new and emerging technologies. 

  
 
 

 
 

Advice and Application Follow-up 
 
Our advice for those who apply: 
 
 
 
 
 
 

 
Additional information applicants should know about the organization and/or this position: 
 
 
 
 
 
 

 
Supplemental question to be answered in your application, if interested in this fellowship: 
 
 
 
 
 
 

 


	Summer 2023: On
	Yearlong 20232024: Off
	Website URL: https://www.atlasprep.org/#
	Supervisor Name: Annie Palazzolo
	Supervisor Title: Director of Human Resources
	Job Title: Human Resources Assistant 
	Average hours per week: 35
	Expected wage: 16.00
	Additional benefits offered to the fellow: Medical, Dental, Vision, Life Insurance, Disability Insurance, development from an experienced HR team, employee discounts, Employee Assistance Program 
	Our advice for those who apply: Observe and retain the experience! The best way to succeed in HR is to be aware of when you may not know the answer and take the time to learn it. This experience will provide that opportunity to LEARN IT and we want to help you learn it! 
	Organization Name: Atlas Preparatory School, Inc. 
	Work Location: Colorado Springs, CO
	Mission: To prepare and empower all students for success on their post-graduate paths through educational excellence, character development, and community engagement.
	AntiDiscrimination Policy: Atlas Preparatory School expressly prohibits any form of unlawful employee harassment or discrimination based on any protected characteristics. Improper interference with the ability of other employees to perform their expected job duties will not be tolerated. Any employees with questions or concerns about equal employment opportunities in the workplace are encouraged to promptly report these issues to the Director of Human Resources. Atlas Preparatory School will not allow any form of retaliation against individuals who raise issues of equal employment opportunity. Employees who feel they have been subjected to any such retaliation should bring it to the attention of the Director of Human Resources right away.
	JobOverview: • Assist with candidate interviews as needed in collaboration with the Talent Acquisition Specialist • Assist with new employee onboarding tasks in collaboration with the HR Specialist• Lead by example and uphold the most current policies and procedures within employee handbook • Collaborate with the HR team on employee appreciation & welcome back events • Field incoming employee inquires and forward to the Director of Human Resources as appropriate • Assist the Director of Human Resources with various projects as necessary• Other related duties as assigned 
	%inoffice: 100
	%remote: 0
	HybridExpectations: Employees of Atlas Preparatory School are expected to be on-site as the opportunity for remote work is not available for the majority of our staff. Atlas values consistency and therefore expects all employees to work onsite. 
	Duration of Fellowship: 10
	Typical week: Monday through Friday, 9:00 AM to 2:30 PM. 
	ProfessionalDevelopment: Side-by-side coaching, webinar access, team collaboration. 
	Primary Responsibilities: • Assist with candidate interviews as needed in collaboration with the Talent Acquisition Specialist • Assist with new employee onboarding tasks in collaboration with the HR Specialist• Lead by example and uphold the most current policies and procedures within employee handbook • Collaborate with the HR team on employee appreciation & welcome back events • Field incoming employee inquires and forward to the Director of Human Resources as appropriate • Assist the Director of Human Resources with various projects as necessary• Other related duties as assigned 
	Capacity building: Supporting a small HR team with a big mission to promote the educational equity and opportunity for kids living in the Southeast part of Colorado Springs 
	Systemic change: Supporting a mission that was developed from the Building Excellent Schools program, which exists to close the education gap within urban areas. 
	Direct service: Translation services (if Spanish speaking), promoting relationships among community businesses and Atlas stakeholders, supporting the summer program. 
	Required qualifications: • Proficiency with Microsoft Office and/or Google Workspace • Excellent verbal and written communication skills• Proven ability to operate professionally and maintain confidentiality • Ability to operate in a primarily non-remote work setting 
	Preferred qualifications: • Complete familiarity and experience with all standard HR processes • Extensive experience with an HRIS; specifically, Paylocity • A positive attitude focused on both individual and team success • Outstanding attention to detail • Exceptional time management 
	CareerLifeDesign Details: Learn from each team member how their strategic professional and personal decisions placed them where they are now. 
	Communication Details: Through conversations with applicants, hiring managers, and peers. 
	CriticalThinking Details: Help us solve complex staffing situations by using critical and creative thinking. 
	EquityInclusion Details: Learn about conscious and unconscious biases throughout the recruitment process to actively promote equity. Be a part of an inclusive team and see the benefits of this practice. 
	Leadership Details: 
	ManageInformation Details: Help with data entry throughout the onboarding process; a critical element of ensuring that staff remain in compliance with the CDE.
	PersonalProfessionalEffectiveness Details: Be a part of a team that holds themselves accountable by following through with professional tasks and take pride in your accomplishments made possible through ultimate effectiveness. 
	Teamwork Details: Work with the Director of HR, HR Specialist, and Talent Acquisition Specialist to obtain the ultimate goal of being 100% staffed by the first day of school. Work as a team to ensure the first day back has a staff of 180 prepared and feeling welcome.
	Technology Details: Learn HRIS systems, Google Workspace, Microsoft Excel
	Additional information: Atlas Preparatory School has been around since 2009 and continues to evolve every year. This evolution comes from the insight and feedback from our staff that make our mission possible everyday. We are entering an exciting new period that values the staff and student experience more than ever. 
	Supplemental question: How would you apply the knowledge obtained to future opportunities? 
	OnSite: Yes
	Remote: Off
	Hybrid: Off
	Communication: Yes
	CriticalThinking: Yes
	EquityInclusion: Yes
	Leadership: Off
	ManageInformation: Yes
	PersonalProfessionalEffectiveness: Yes
	Teamwork: Yes
	CareerLifeDesign: Yes
	Technology: Yes


