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Finance and Operations Intern 2026

Location: Hybrid, New York, NY

Duration: January 2026 - June 2026 (6 months)

Stipend: $1,200/mo

Time Commitment: 20 hours/week; schedule may be adjusted around academic
commitments

About Humanities New York

Humanities New York (HNY) connects communities across the state through conversation,
reflection, and storytelling. We are in the process of building a structure where strong
systems, organization, and care form the foundation behind all of our public programming.

Our Finance & Operations work ensures that HNY functions efficiently, ethically, and
sustainably. As we transition to modernized digital systems, this internship offers
hands-on experience in nonprofit administration, finance, and operations at a pivotal
moment of organizational renewal.

About the Role

We’'re looking for a detail-oriented, proactive, and curious intern to support the Finance &
Operations team this winter. This is an ideal opportunity for someone who enjoys
organizing information, creating structure, and learning how the administrative side of a
nonprofit keeps programs running smoothly.

You’ll help manage calendars, organize financial records, support HR communications, and
strengthen internal systems that help the team collaborate effectively. You’ll also work
across areas of Finance, Operations, and Administration to understand how strong
systems sustain creative, mission-driven work.
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What You’ll Do

Administrative Support

Build and maintain the team timesheet calendar; prepare and send monthly
timesheets and track completion/signatures.

Add and update key program dates and organizational events on shared calendars.
Set and automate teamwide reminders for upcoming holidays, deadlines, and PTO
windows.

Support HR documentation and light system development; streamline administrative
workflows and filing.

Edit and finalize team notes/minutes using existing templates; distribute promptly
with clear action items.

Provide on-site event support (logistics, materials, guest coordination).

Manage swag & stationery inventory; prepare donor mailings and coordinate
distributions/shipments.

Finance Support

Organize and maintain financial records on shared drives, ensuring receipts, invoices,
and supporting documents are properly filed each month.

Support month-end close by collecting receipts and allocation materials from team
members.

Learn the fundamentals of nonprofit accounting systems, including recordkeeping,
reconciliations, and financial reporting.

Practice budget management by maintaining a small peer intern budget—building
hands-on skills in planning and tracking expenses.

Gain exposure to Bill.com and other digital finance tools that streamline nonprofit
accounting and approvals.

Support fundraising tracking by maintaining a shared record of funders and
conversations, contributing to cross-departmental transparency.

Operations Support

Organize and systematize operations records, contributing to HNY’s transition toward
a fully digitized infrastructure.

Develop or refine a sustainable project management system (e.g., Asana, Trello,
Notion) to help the team coordinate efficiently.
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Support vendor management and contract tracking, maintaining clear and accessible
records.

Contribute ideas for workflow improvements as HNY modernizes its systems and
processes.

Special Project: Fundraising + Finance Initiative

This intern may opt to assist with a special cross-departmental project connected to
HNY’s upcoming fundraising campaign launching in December. The project includes
supporting budgeting, tracking campaign expenses, and maintaining the funder pipeline in
coordination with Finance and Fundraising staff. Interns who take on this project will
receive an additional $1,000 completion stipend upon successful delivery of their final
report.

You’re a Great Fit If You:

Have a strong interest in nonprofit management, finance, or operations.

Are organized, detail-oriented, and curious about how systems shape mission-driven
work.

Have experience with or are eager to learn Google Workspace (Drive, Sheets,
Calendar) and digital tools.

Enjoy planning, calendaring, and keeping things running smoothly.

Are comfortable learning new tools and improving processes.

Have an analytical eye, a collaborative spirit, and a sense of humor.

Want to understand how an organization evolves during a period of renewal and
systems change.

What You’ll Gain

Experience supporting finance, operations, and HR at a statewide nonprofit.
Exposure to budgeting, compliance, and digital recordkeeping.

Insight into fundraising and organizational development.

Mentorship from senior staff, including the Director of Finance and Operations.

A practical understanding of how strong administrative systems support creativity,
accountability, and sustainability in the nonprofit sector.
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To Apply

Please submit your application here. Please ensure you include your resume and a cover

letter. Applications will be reviewed on a rolling basis, with a final deadline of December
5th.

Humanities New York is committed to building an inclusive workplace. We provide equal
opportunity to all applicants regardless of race, religion, national origin, disability, age,
marital status, gender identity or expression, sexual orientation, or veteran status.

QR Code To Apply
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https://docs.google.com/forms/d/e/1FAIpQLScQJHwztBT5ksFfPIIHHLVIbBS1iR8GDb9xC008TApenaX_LA/viewform?usp=publish-editor
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