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Community Dispute Settlement Center, Inc.

Community Dispute Settlement Center (CDSC) is a private, not-for-profit mediation and training center dedicated to providing and alternative and affordable forum for resolving conflict.

CDSC promotes better ways to understand and deal with conflict through skilled teams of pro bono mediators, training programs in mediation and conflict management skills and broad community outreach. We are committed to making our services accessible to under-served populations and to addressing emerging community needs.

Job Description

CDSC develops and customizes internships according to the skills and interests of prospective interns in synch with the needs and current initiatives of the Center.
The range of responsibilities may include:

1) Direct client contact
#
Assist with case coordination: discuss mediation with potential clients; conduct intake interviews (if there is sufficient time in internship for training); send out information and notices to clients as needed; schedule mediation sessions.

#
Post-mediation Follow-up: contact clients for feedback on mediation process; and for compliance with agreement, if reached.

2) Outreach & Public Education
#
Assist to develop and implement a plan of outreach to the community to promote the center’s mediation services to general and specific client populations.

#
Identify opportunities to promote the center’s activities with the local media.

3) Mediation 
#
When appropriate, have the opportunity to observe mediations both at the center and at court during sessions involving small claims and minor criminal matters.

#
When possible, co-mediate cases with the center’s mediators. (Prerequisite: mediation training)

4) Maintain files and other data 
#
Keep logs of referrals and cases; update files regularly to monitor progress; open and close cases. 

5) Confidentiality 

#
Maintain strict confidentiality regarding all client information.

6) Special Projects 

#
Ample opportunity to explore, cultivate, develop areas of intern’s special interest that coincide with the mission of the Center and/or become involved with other on-going project-related activities.

7) Administrative
■         Assisting with all general office communication including phone calls, mailings, training     

            inquiries and email. 

To apply for an internship please send your resume and letter of interest to CDSC: 

cdscinfo@communitydispute.org
or by mail:

Community Dispute Settlement Center

60 Gore st.

Cambridge, MA 02141
____________________________________________________________________________
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