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                 Youth Employment Project

	Position Title
Summer Leadership Program Intern 

	Reports to: 
P.O.C at the Business 

	Job Description Number

	Pay Grade

	Revision Date




SUMMARY: The High School Internship Program is an eight (8) week program that provides High School juniors and seniors with valuable work experience in public sector/city government/ non-profit operations. The program provides an opportunity for students to explore future career possibilities as well as gain real-world work experience. Interns may work up to a maximum of ten (10) hours per week. This is a temporary position.  
 
[bookmark: _GoBack]ESSENTIAL FUNCTIONS:  Essential functions, as defined under the Americans with Disabilities Act, may include any of the following representative duties, knowledge, and skills. Factors such as regular attendance at the job are not routinely listed in job descriptions but are an essential function. Essential duties and responsibilities may include, but are not limited to, the following: 
 
Assist with the summer program planning.  
 
Plan and implement a work-based learning project with guidance from staff. 
 
Help facilitate and carry out special events and programs.  
 
Provide written feedback on experiences with the staff and teen volunteers. 
 
Perform assigned duties specific to the operational needs of the operating department where the internship is performed. 
 
Support the policies, goals and objectives and work with management and other staff to ethically achieve such goals and objectives; ensure compliance with safety procedures. 
 
KNOWLEDGE AND SKILLS: 
 
Demonstrated Knowledge of:  
Operating a personal computer utilizing standard software such as Microsoft Office and Google. 
 
Basic clerical procedures. 

Skilled in: 
Working independently or under the guidance of the supervisor.  
 
Interacting with groups of children, teens, and adults.  
 
Attention to detail, organizational skills, and the ability to problem solve.  
 
 
MINIMUM QUALIFICATIONS: 
Must be actively enrolled in high school and be at least 16 years of age at the time of employment.  
 
LICENSE, CERTIFICATION AND/OR SPECIAL REQUIREMENTS:  
Driver’s license is preferred by not required 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT: 
Work may be performed in a standard office environment or in the field. May require frequent sitting and continuous operation of a personal computer. May be required to perform a full range of motion with lifting and/or carrying items weighing up to 25 pounds.  
 

APPROVALS


_______________________________	                         ___________________________  	
Employee Signature	                         Date	
	

_______________________________	                         ___________________________  
Immediate Supervisor Signature	                         Date


HUMAN RESOURCES DEPARTMENT 


_______________________________	                         ___________________________  
Human Resources Signature	                         Date

		 
