
 

 

 
 
 
Job Title: Community Development Fellow  Job Status: Graduate-level Fellowship 
 
Reports to: Highlandtown Main Street Manager  Program:  Community Development 

 
SUMMARY:  
 
Highlandtown Main Street is a place and a program of the Southeast Community Development 
Corporation (Southeast CDC), a 40-year-old non-profit in Southeast Baltimore City. The Highlandtown 
Main Street program is reviving this long-standing shopping district with capital projects, façade 
improvements, business assistance, neighborhood marketing and district-wide events that reflect the 
character and diversity of the greater Highlandtown area. The goal is to revitalize this historic shopping 
district where residents and visitors can experience art, culture, shopping and dining and merchants can 
own and operate successful businesses. 
 
The Fellowship can be tailored to the graduate student’s area of study, but should include work in one 
or more of the following areas: project management of exterior façade improvements and interior 
business renovations; coordination of events; community outreach to business owners; overall 
marketing of Highlandtown Main Street through print and social media. This internship is for 20 hours 
per week. Preference will be given to candidates who can extend internship through multiple semesters. 
 
DUTIES:  

 
This fellowship will require coordination with volunteers, merchants, contractors, media and other 
stakeholders; planning, coordinating and implementing events, projects and contracts; creating and 
managing project schedules and budgets; and coordinating the community input, which includes 
organizing meetings, note taking, and follow up. 

 
Time permitting, the Intern may also assist with other Main Street projects and commercial re-
development projects. 
 
SKILLS: (technical and professional) 
 

 Ability to work with Microsoft Office (Word, Excel, Outlook and PowerPoint) 

 Excellent written and verbal communication skill 

 Ability to work in a team structure 

 Ability to work with minimal supervision 

 Excellent organizational and time management skills 

 Interest in urban design, business development, and community development 



 

 Bilingual in English and Spanish preferred 

 Ability to work in Adobe Creative Suite, WordPress, social media platforms, or other design and 
marketing software preferred, but not required 

 
EMPLOYMENT STANDARDS: 
 
Excellent interpersonal, organizational and communication skills are necessary. Fellow must have the 
ability to maintain confidentiality, manage competing priorities, maintain a positive attitude and project 
a professional image to internal and external contacts.   
 
The Fellow must be self-directed, anticipating opportunities and challenges before they arise and 
proactively tackling those issues with minimal supervision. The Fellow must be energetic and possess 
the ability to work independently and comfortably among diverse communities. The Fellow may have 
access to confidential and sensitive material and is expected to maintain confidentiality, resolve 
problems, make decisions and have the capability to know when to seek assistance. 
 
The Fellow must demonstrate excellent verbal and written communication skills and the position may 
require some evening and weekend hours.   
 
The Fellow reports to the Highlandtown Main Street Manager, works independently under general 
direction and is expected to exercise considerable initiative, discretion and judgment in executing the 
functions of the job.   


