
 
 

Job Description 
Undergraduate Chapel Intern 

 
Description:  This position is split by two students who report to the Director in the Office 
of Chapel Programs. This position is 15-20 hours per week. The undergraduate chapel 
interns have responsibility for contacting the chapel speakers by phone, sending them a 
welcome packet, reserving accommodations in a local hotel or the APU guest room, 
preparing a gift basket, confirming and if necessary, creating an itinerary while they are 
here, welcoming and making them feel connected to the APU campus, and send them a 
thank you note with comments on the student body’s response to their presentation.  
Most importantly, this position requires initiative and ingenuity and a heart for serving 
God. 
 
Responsibilities: 
 
1. Send welcome packets to off campus chapel speakers which include a letter, map, 

parking pass, chapel journal, and other pertinent information.  
 
2. Arrange the details of the chapel speakers’ time on campus, including meals, 

transportation, class presentations, counseling time, special concerts or workshops.  
 
3.  Keep files accurate and current. When contact is made with a speaker, record all 

interaction and correspondence in the file.  Place chapel comments into speakers 
file.  Files must not be removed from the office.   

 
4.  Not to have class before chapel so as to host the speakers before and during chapel, 

making sure that they are comfortable, and answering any questions that they may 
have.  

 
5.  Send thank you notes with chapel comments to off campus speakers and thank you 

mugs to on campus speakers who have not yet received one. Keep a record of 
speakers who have received a mug. 

 
6.  Be responsible for advertising of special chapels and events linked with the chapel 

speaker or other chapel sponsored events. At least one intern is to be present at 
each event. 

 
7. Keep regular office hours at a mutually convenient time during the day for 5-8 hours 

per week. Attend scheduled staff meeting for 2 hours per week and the 2-on-1 
meeting 1 hour per week. The remaining hours are earned in chapel. 

 
8. Picking up the speaker’s honorarium checks from Accounts Payable, Changing and 

updating chapel signs, and serving as student representatives on the Chapel Theme 
Team. 

 
9. Be available for the Fall and Spring retreats. 
 
10. Other duties as assigned by the Director. 


