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your npeld and developing projects that wil/l hel
Brainstorm wit h Dbyaoeoko r pperaon eacbtosu tt hat woul d be he
but never rise to the top of the priority Iist.
Udentify employees who have fallen behind on ¢t
assistance.
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HOW TO WRUYTQUAL
JOB DESCRUPTUYON

HHGH

Specinc internship title
Job Tiotmmanity Relatlonssta({nlterr}hat it is an ir
Hours pex0 week:
Job DescRarpttiicoinpat ent erashopmpbcbgram
includes performing various assignments to be

the organization and gain
areuppl emeintedpr of essi onal
study assignments,
muni ty.

-Community engadeamdrruuadgei ng

basi c

wor kshops,

volunteer

wor k experien:
devel\a\pment trainin

'é L%ntri}er %«

projects

and helping to coordinate and pkesent Well s F;
nancial education curricul a, Hands On Banking
) o ) ) Breakdown
-Publ i c Rel dtncd muedtei ng i nternal negvg |s(r)|0é|§r§dth
Il ight Wells Fargo in the commumta%k%n attend
ences with | ocal nonpront s.
Rel ated toOsoé&tadmi ntic tirntditumheent ry and appointment sche
skills \uling.
Skills Orgemchedz:ati on; Attention to detail Abi |
tion; Ability to work with a team.
Specipnpc internship title
The job title should appeal to the intern, while also rel
Rel ations Untern works because th candidate is interning
State BShatn itmternship role
The Step Up intern perceives the job as higher value when
l earning and skills building. Job descriptions should in
Support structure
A new work environment can Becirnti miadatihmag tSapamyose®r ss @ X
support the intern throughout the internship. Providing a
strongly encouraged for every internship.
Breakdown of job role and tasks
Details about the job tasks should be clearly outlined in
intern a deeper understanding of what assignments they wi
roles were broken down into smaller tasks.
Rel ated to soft skills
Focus on the soft skills needed for the job. Other pel ds
many hard skills.
P a ¢de
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Archi tectur e

Job TErdvliieao Design Apprdenkt i €@&dclee Services Speci

Job DescEnwpitriocomesign Job Desc Wepwoludd: prefer
Apprentices and designersterastettenchasf doure ca

bus stops, pl anter boxear¢hbrteormee soanidntaeti or
for public spaces. The tleemstutmmémns) owbtwouhe be t
University AfDa inqire s®dmomainagement of the interio
partnering and | earningowgami satomgentat alhogi ng an
architecture and | andscampteenarahstesedrien tUme Unt

doing so, they hone theThi @enghvwelkvesngcanal ogi ng
creative placemaking sksampl eebite cemdonmnsat hyoug
gaining fresh perspectiaesaagidngewowayswosampl e
I ng

doing th S .
Duties / Responsibilities
Skills Weeke: groups, ghggfszation of tae Mat:
Kin with hands motivotemdltnot0 rmav\tlerlal type:
wor 9 ’ ga\ ass, etgc.o)

A -Create / maintain a gen:e
materials on hand

>

Cont act and meet wi t h me
representatives to rest

This position is a great
to familiarize themselves
materials, construction a
used by designers as well
professionals in the indu
Skil |l s [desfdaerder, comfor
asking questions, quick t

processes

P a goe RETURN TO TABLE dDCONT



Archi tectur e

Job Tstiudent Untern Job TArtclhd t ect uAiarlp olrntt er
Job DescrAispai tudent El)r(?%/ee}r? ment
our company, you will béotaslka@d Cwihteghtjtobée dut i es f
foll owing duties: i ntern With our depart men
A Assi st with gener al OGdCoecun]e bsoctahnnnen\’vganOI hi
archiving, organizing or Wrﬁ)prO\pegmeert AUt 0 CAD
resources complete pro
A Assist in creating tht%'ecaclonfﬂﬂdses'lSonU.S'Prb%S|bIe
llaser equipment or tr &pintsitdnuglt iMhdelocument s, t
making tool s. measure buildings, rooms
A Assist team members wiGoONMmMumd carteatWidm other de
boards ane/udrs.hand duties as assigned.
A -Assi st with i ndustry research projects or
studies. Skills IKemmwendcation Ski
Punctual , Computer Savvy,
Skil |l s ICeeateidvie, energetic,
positive and hard working. Strong computer

pronpciency

P a g6e RETURN TO TABLE CDCONT



Archi tectur e

Job TArtclhdatectural Technician Untern
Job Descmhetiin@imnvi dual woul d
experiemcepoMAQG i ve and coll aborative
work environment, while | earning to prioritize
work |l oads with shifting company needs in a
uni que fast paced position that can only be
obtained while working at an international
airport. Tasks may include,
A -Working with AutoCAD (release 2012 or
newer ),
A -Attending meetings as needed or
required,
A Cataloging architectural plans and
specipcations, and
A Ot her duties as assigned.
Skill s neteodCA®D: knowl edge

preferred but not

P a g7e

required.

RETURN TO TABLE CDCONT



Art s,

A/V Technol &

0gYy

Job TThtelaeer Untern Job TRPrtelpeess Specialist
Job DescrYioptwioln: be i doan @esicsRrigdriecs: Speci al
environment working witwilbhepeffohm phemiell owi n
theaters in our <city. Ok\'rScahneaated tm'tsls'opnnotos A
renects our values of inclusivi Y, uman
rights, and the arts. We Crpar\/eecrﬁarpwodloFSerfeDrft news
programs; therefore, we dWd ldl Wwdyad Np Py PdPL €SS ¢
need |l ots of help. Job dutripey§ dien crat®&:i al s, infor
A sending email s, il nstructions to designerl
. _ _ external vendor s
A-organizing youth progr ams,
X _ _ A Provide basic correctior
A - hel ping coordinate progéﬁlmﬁn 88ess and software)
Acreating programs for ;ofdf; oWy A0Fjiew news p:e
Aobeing involved in the prosdwuesi on of our
shows a“_d many ot her eAX\(I‘VJ)rIkn@Iosely with Ad Trz
ppportun!t|es to be cre\gélllvgus éJQ'tso_Art Dir ec
i nternship also has a strong mentorship
and professional develfoBmekhage and send printeq
component not |isted het@.¢onvert into digital
_ The i deal student for thi
Skil |l s Mawgdetcer soft warsg tSikiel 1ast titude and the
hel p but are not necessary
Skil |l s NKemfderd: using a
and occe suite (Word, Exc
Power Point). Wi llingness
such as Photoshop and UnbD
WillingnesXkse-id®djomevinewvi de
for tools and help. Good
communication skills

P a g8e
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Arts, A/V Technology &

Job TStirleet Forum Videol ©bt rTAmictlbeUnt er n

Specialist Job DesciFblIpltoiwdmg ori ent

Job DesciSt pdeito®orum iVsALal (Vi sual Arts Literac
community project that asesgnédebo one of the fo
interviewing to engage appiéeenitsceshi pssues

that are happening in their community.
Fashion & Textile Design
Unterns will go out daiAppredt pcesuwiel b wer k esol
of short videos based o€Fred&dtiwetesociceavls émegrpris
do with residents in thehaeaorné Midneaps!|l 06 t he
community on a variety o¢r ¢papingds ngYo Wplplr elngarcres
how to create professiopadduwusleierbtss,, htoom e obags, b
interview and how to orgtamézemar olhandiAs sruektsai Ic osm
A typical day will haveagwyouclhinednt e STheetugh tr a
Forum team out in the neéeéegdbopmewnd, producing cl
conducting interviews want skisidesnnélseabioan, and
i ssues | i ke public safepyi,npiangs,texduiclaei apprent
transit and mor e You' |l knowked®adandvmaeober skil
editing software and eqpiipmeinhg pnodcessiwahil e us
media to create and prodmdemaideaisnth@gtgyalui ty s
will share with the community and with | ocal
decision makers. Graphic Design Apprentice
Apprentices will engage
You'll complete your ingeapbBhc¢ pdesithnski domsci aat
video and storytelling,i demsnunhcatglngnal produc
mar keting, sales, projectembeagiegeage, agdaphi c m
community organizing thhor aapparahsflerabdei dent. i
to a variety of career @GedpBBics apprentices exhi
customer service and main
Unterns will work with snandadeés ohethe iIindustry
supervision of a local npnplmmaker in producing
these community videos.Skill s Maeereecst in creat
design, and or fashion
Skil |l s Maedwodxking, outgoing,
attentive to detail, and friendly

P a ge RETURN TO TABLE QE>CONT



Arts, A/V Technology &

Job TGoink emporary/ Publ iJeoAar fTSttuldent Announcer / Og

Apprentice Job DescOhnaptri baoist for d

Job DescicComtiteimpiot ary/ Buubsliicc show, Jazz with Cl a

Art Apprentice: Apprentbrceadwast blkemantsosuah a

team that wi | design askbdowsbpbrPEAs e prROMOSS St at
i

I
street amenities such ascgthpéanpeodbotxiesan as neede
| andscaping the sculpture park | ocated
adjacent to the studio, and complete a | arge
outdoor mural installatbPén.l lappCompiwsey wiolfilt war
| earn about public art maadhiepandnee koadd, writing
nei ghborhood beautinpcation through design,
art, and skills in planting, |l andscaping and
painting.
Skill s MWeekieth: groups, enjoys
wor king with hands, motivated to grow

P a gle0 RETURN TO TABLE QE>CONT



Arts, A/V Technology &

Job TNeiwlspaper ReporterJob TMatrlkketing and Desigr

Job DescOdnhtpdrinenwi ||l hledlp Descripti on:
produce a news article I(/IAIQIQ‘E?Z&B@@/[ to npnish.

Our organization helps to produce a monthly

print newspaper magazi ne Wom KNoMittth Marketing Tear
Mi nneapolis. Though interMasStwirl IFiver wfowdtl lofProj
the or ganipzraotdiuocnt i on roomdrappscjscemplate will Db
NOT a desk job. Produci ndlad Kedmmin iTiteyR. UTher 8T i
newspaper requires being "Bt odsd Pdreo ftori d aying «
the community interactipadeWielllopP &phletadasmeet wi t |
collecting information. project data for each ni

A Participate in creation

Unterns wil |l .
materials as requested.

A Help brainstorm a conteRpé¢| piag fOrI &Wbut proj ec
July issue mar keting proposals, mat
A Assist with reporting aR@sSifte@Rden@ignguitnt er
in the community post on social media.
A-Write stories (training provided)

DES UGN %

A -Take photographs

. _ uring the course of this

A - Learn basics of AdobeyothqAﬁllqnbé’é exposed to va

Photoshop design process, including

A-Hel p | ay out and desi gnmeetthengpaperonceptual desi

A Help deliver the IOalloerprofesm.onal graphics, te
3D modeling.

A Help with ad sal es A ) .
A-Take notes in team meet.
meetings.

Skil |l s Iéseeamrgd writing AsRibhBe concept sketches

curiosity, ability to endage uismrs odoersvi eggrns a tdieaans wi t

with many types of peoplegagearch design preceder

A -Perform discrete tasks i
example, cutting out pec
entourage in renderings.

Continued on next page

P a glel RETURN TO TABLE dDCONT



Arts, A/V Technology &

A Perform discrete tasks]dm ZKSEIdtrOIéZé\rD Pifionti ng Shorg

exampl e, making edits _to onstructiaon
drawings. Job Descopmdrltcumtty_to |

. _ about small business in t

A Perform discrete taskSegyryjceprsicmteiemg shop. Ou

provi desprsicnrteienng services

OFFUCE ORGAZUGZ% T U ON organizations in the Twin

enterprise is designed to

A - Organize materi al s a mpdo& k!l irberaari yn e(slsa M &r Sy,out h e
aggregate, etc homel essness.

A Organize book | ibrary gmy etronpsi Calasnod rCrfcedtvee tr ai
document to communi catagéndo rcthannicZzoanipilent e t he Nat i
strategy to oGce. Readiness Credenti al

A Check occe supplies r erthtel asrgnye eatnidn P rdEedr ation n
as necessary. shirts and other apparel

A Assist ogce manager wiMOm rtOaNstx sangds small busines
needed. Unterns | earn t heprmentthiondgs,

preparing artwor k, mi XxXi ng
shirts.

Skil Il s Ieereread: i nt er esytpjign o%hepSoir%™ni ty helps bu

familiarity with Adobe dogHmshid®at0céfandesédndabi l

sefmdéti vated expression and presentat.i

Skil |l s Neamwodk, Communi
Dependability, Reliabilit

P a gle2 RETURN TO TABLE QE>CONT



Art s,

Job TRrtoldaecti on

Associ at e

Job De
Mar ket
staF me
using o
equi pme
predomi
pur pose
al so in
project
shoul d
wi t h me
softwar

Hal f of
t he ski
outreac
and sup
The Ass
me mber s
newsl et
previ ou

Skill s
FCP, et
P a gle3
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A/l'V Technol ogy &

MarJkaeli dgotulnd : Technician

Job Descmrnspd iISomnhd Tech

Knesde' a IOp ohudc toper at es isznead
cLetod/oeodr' tl' r\/ge sound rein

prf oquctthe \_IMI nlneapol i's Con

0rg oRTi0Q r’gotlonal
ads, promos) but wil |l

& iSted pirPo dAuNdt operate outd

NE mdr0d Lt ihthe S)Ystem-er ns
skilutiand et xsperniadnheow and
n equdipmenat] lamecessary micr

consoles, amplipers, pr
e’ s tliomed swielalk eges . d MO d PilrSg
t he Sd@didaS) ameddiagyxi i ary eq

ndeg pdiorlvg ¢dte @ thied dNeCs& sound

ur
ear
FB,
nts
i n

manikent it Makadl&c.ces avali
n how to engage

SIKFW| t% : emai |
A A(briteertms ldd tnoutp neoe d 0 |
Mok @itmlemd’ PafnQyMGteip®N v s ne

mai ntain audio and vide

with PmMevide technical suppo

expertise to various pr
events as assigned.

>

to changing conditions
to maintain c¢onpdednnattieadl
matters.

Continued on next page

, you wil |l hel p our
willowlbowi cyopedblyewi $ hamnavot a

Unt
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Good interpersonal ¢ ommt
Ability to work in a tez¢

C
-
C
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Arts, A/V Technology &

A - Must enjoy working outidboor Flhtelacer Apprentice
Unterns will be teamed yppwifds¥lsegsdimnieadned Ap;

techs that are expected 68 me Inltol'SetP§§ﬁonS|ble £
students and teach themlg&ﬁtpﬁgcgﬁa sdhihs§ H§5|gn
a great introduction tosﬁ"é’éikélnge\'/é‘nltg,e ééé‘ldéloing
and prodaictttiiomg up the $0BRKGFHHSEYr events incl
makes you see the physigahsCPONEGh{ @RS, distribu
being made, rat her thanpl’é‘ﬁérisﬁﬁ'f‘lgeatheateurp for
software program whetde béngvp5|ksug1|ggéﬁaéha maint e
also gives them opportuphlifesrtOwEXPrAyCOGENT s
di Ferent microphone plaggﬁnglnitﬁggnﬁloételaﬁ&, et c
troubleshooting skills that can transfer into
studios. Program ABAs$Sitamcel ass ac
supervise meal and play p
Ski |l |l s Meeldietdy: t o rktr)nglﬂnzi/ai fot:)eramniﬁz Zﬁ]relnﬁtea::r]
environment, adapt to C8988b89i89§d{? stsbund,
and situations, and to m&‘?l?éf’ll'chgﬁ'&'dﬁlnérin@fﬂé%s
I n woelkated matters. u teneer}laqyu%ckreke'pngand maint e
outdoor s. [ Thi s |nterns?||118afaé§o has great
ment orship and professional devel opment
opportunities not I'Stegtlller respofesrivbe last ineesnt o

new apprentices, serAve on
Community Advisory Counci
presentations to the Boar
Board committees as neede
journal /|l og of experience

Ski |l I's NKemmwndcation, ti
management, professional

P a gled RETURN TO TABLE dDCONT



Bus

ness

Management &

Job THRt lUatern Job TAutdli €:4Y9Yntern
Job DescRrAspdn HR: UnterdJnolyoDewidivowitwidh: work or
help to greet and directokempwioygejgsob duti es:
applicants, and visitors., Answers . i ncom .
phone | ines. Provi des i?]fqomrpn%aotvleont,h dlusablglty of
calls, takes messages; A@adUsnpgtosyv ec PIPIMG Sihmar e Poi nt
reso!V|ng problemls when; pAOuSd|'tb|perOJSe t} q'uelpeosrt ar t
appointments. Explains Vaprr'o ect N, s ft 0. (new o i,
empl oyees.
A Audit projects in SN to
Admini strative duties i ndlewcke svaoryd i nfo (e.g. not
processing, correspondence,e memose,ntf,orfms matted |
et c. LI_n addition _to theAanDo,WGe”pe n[qrnagl support
reception and administrative dut|es, perfor ms
specipnc functions unique PtO® stithd Vd esppanet e etan up
such as processing of emplidymdndtng from PPM to SI
veripcations, scanning Arshdaodcowevrhtr%ouosr Plriog ect 1
elecftaonl_c ]Eeam m_ember leee’ hdoawt"’b elch On{eetlngs
provider information an npa%ragecd'patt'r‘sgee Modv acti
paperl ess squtSB:mnanqbrocers kfsordeCISIons et c
tuition reimbursement. managed
Part of your job will ah sPostsd bdsysihsetlipn g Uitn ithh e at
sorting and distributing mofr e rpdomiercdg smai | and
fax communications. Hel p the HR assistant in
orderin |l es and maintainin empl oye
records.g I S\(l I IgS KI;%@ tegk:ustomer S €
strong written and verbal
nexi ble when working on m
Ski Il s Maeaethtry, working with
Mi crosoft Occe, prefer :
Onbase Solutions and La
Systems experience
P a gle5
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Busi ness Management &

Job THRt lAeal yst Job TMatill eCl er k

Job DescmThipg ir@emhe willl dhle OplsiaCl @rtiicah : respons:
bet ween the HR Service Ceaotedeand HR

Reporting & Analytics tga&mM oy ms keyboarding ta:
) _ include the preparation
When working with the HRc%erpresp'onngdeghce and/ or. tl

Ana!yti'cs team, the r0|epv\§'rsonhaa\v nﬂoeuteorllow'ancg(
duties: software appllcatlons; I

A'run routine and ad hoc aegootdewolfy records.
empl oryeleat ed data for Au%’perl?%r%g %rll%rical functi

other | ines of businessOlata entry mai | handl ir
A wor k Wi.th customers to Aﬁg\%éles tel ephones and |
appropriate reports to Lyp, ol Pﬁ Quéoﬁﬁteous é
systems manner .
Aparticipate in reportimng angd; 208l Yh{&FobEE™ ub:
meetings sorts incoming and out g«
A-conduct data and query mabéyisalssatso the correct
requested or mai l cart i n a timel.
and collects and deliver
When working with the HRa§er\/p| etadenm[aer, to all :
the role wildl have the A& dSlulpoowirng dutei eascit 1 vi ti es
A Ful nl |l requests for HR ta}a?nlﬂ?%"fl ta[p?%tn as reqgul

i ncluding imaging of pleEsenaiesepl @ashigher | evel
compl etion of employmenpewvkeoimcagioauiinne task:
a timely and accurate ;mgnner. . o

clear, conti nt
A -Manage incoming documenwist iosupervisor, | ead,
processing such as tUitAQD; LELMPUIREMEDG| ng do
forms,ddcument ati on
. ) A Wor pecial proj ect
A Perform basic data entrgngfoﬁxllmg UV e¥he foll
data and |l ogging of empé8|y|mgtn|ng, inserting, bt
document s sorting, |l abeling, and j
A Assist with projects asgpgeded (ies as assigne
Skill s Me earmetd on to deStI@ii'isabl‘ﬂéélHéédoroblem s ol

to work without direct SHPETV 'Sf8nmulct0|mtfz9§l£
with computers

P a gle6 RETURN TO TABLE dDCONT



Bus

ness Management &

Job TGQuishk emer Service Uhnalr AHutmaea : Capital Unterr
Job DesciAs pd iICuBt omer JSebh viDees c Humdn CCapital Ur
Untern, you wil/ hel p oworkepar mmlenit plwetpbr ohect s
foll owing projects and €Capiktal (HR) team. Proje
A - Maintain knowl edd@e of AoBenepmpamlyi ng
core values demonstratwgg Ic8|m|mljt||meﬁ1(]5
to our customers making ¥| averl
experience as smooth a“nﬁio%)lfe%§%'ntt @Microsoft B>
possible. A HR retention room organi
A Work closely with the a®®WRl Wwamgeteam in
meeting objectives. A Timecard data entry
A - Support team in conduct Ne@ RuUdétsepdr KedNg for ¢
measures and other ad hoc, requests.  as ,
Data entry into company
needed. .
system for recruiting te
A - Support the Service ReACI(_)vgrly Care. whil e
waiting and care upon ar?l%alcﬁ%?kli%?ive
A - Support Service Recovergr%)vli?%.t%.a(rg;elt%ted to recst
: . cqul si1 t ns
Claim i mprovement .
A Maintain accurate data 9vtirt1%r prOJech as_aSS|gr
. . |nc|u%e \Q/orklng with ourt
Unaccompanied Minor progrg;‘n ooked
n or real estate grouyj
and actual
A Verify aircraft search sheets completed
and maintained accor diSnkgi t 6 sFARe efdeescs:ii onal i s m,
procedure. Conpdentiality, punctual.
A Assi st the Minneapolis Leadership team
with assignments as needed.
A -Practice safety conscious behavior in al/|l
operational processes and procedures.
Skil |l s Néemeenmanagement,
accuracy
P a gle7 RETURN TO TABLE dDCONT



Busi ness Management &

Job TAdimi @i strative AssliacglbandHuitlae eRasources Unt ¢

Job DesciAs pd iA@dmini strJaabhve@escription:

Assistant Untern, you Wi\'R'es'b%ln%i%qre deha rpiymeamt R
with the foll owing projecgtesnearnaq LSk Sn'i strative ]

A Provide general adminisgpmpl §€eapndpCheEEECRPt I o
support (i.e., mailing,jgspgapes@@ipf@EhNPBor matti

items to empl oyees and 8u3||nets _ b d Dot
partners) A ompl ete jo escriptiol

with HR Generali st to ci

A -Organize and maintain adnestecprioshs. and

hard copy nling systen& Compl Ot er@gani zati on and

A-Provide professional cuftdrmen eseni niateé omts and c

the occdesSkoby welcomingmplogees) .

.gues.ts., answering phonAeﬁlorI?ngndMé(?FéélngbiII|ng

Il nqul ries to t he appr0p6|||a|t|en8,arlt|¥0|udlng or gart

A - Manage and update the camplaanyi s.

calendar: track time availpbi! HkYcEREralist wit

individual employees, teaperi @Rfe preparation

programs (i .e., vqunteering) ,
Act as back up receptior

A -Schedul e and coordinate,,ﬁn@@ly,h #96alls and direct

appoint ment s, and travesepvireeaggmesdtsons.

for managers

A Prepare, edit, and/or o.d doc t

i ncluding reports, remlnl(ndll-:-is e?ntlﬁ /S_\é%rdb_al

marketing content communicati on skllls,.bas
organizational and npling

A Additional projects available (e.g., web

page design, holi day event planning,

project research, blog submission, etc.

A Attend team meetings and volunteer

event s

Skil |l s Neeweldand written

communication, organization, attention to

detail, problem solving, Outl ook Occe 365
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Busi ness Management &

Job TOcgicleeAssistant Job TRuitnldeDevel opment Unt

Job DescWephHavena very GslmaDlescBempdnptesnof Fund
ocgce environment that oRbevekppmementinternship:

shares with another depgantamemhty| W& phaow & uthity t o
small staF of 7 that assifsatg[toh,\,e,sneg’cIdiyrhiac;miiacnsnoinrlor
C

aring for their 3500 patlents. ,
Gai n hoanndwor k experience

As an Occe Assistant, ybduawiel lanb e dtgaes kend tvhiet H ob
the following work: A Networking opportunities:s
A Assisting with eIectroAnA5||f|atx ”Qooépply cl assr
encounter notes to Geriatric FaC|I|ties
A Possi blugp padok e coveragesponsibilities:
A Compiling Assisted LiviAagsipsdd diCUhfohdespsgani z:
for distribution in Gerppémoci §acodbi i du€Scompany
A Assistance with cleaniingpegakpatientehdsoéstreact
within Epic events
A-Assembling Unjection KiResponsible for some | e\
A Billing for home care étaglgdlra%t%clérﬁi)wgedgemer
into Epic) rec ma i pi eceés
A Envel ope stueng for mon§%r|1§(r|Mlél|1_|toe|te?t%?mmun!cat

o : or nizational “—acti viti e
and facility/family satisfactlion surveys

and brainstorming, surve
A Verifying info on the fgcolupsy directory for
accuracy A Assi st with coordkinmd i ol
A -Contacting facilities toogathemsemiant!| udi ng sol
i nformation for Directopro¢umNemsemnnhg and
Administrators A Assist with other miscel
A Labeling and preparing esa@miingl (addihg succes:
MRN to al l pages) nonpront. The projects
A A _ ) hod i mited to: | ight develc
a SSIS.ta!‘lCG Wit .octor fa‘ggkguurﬂsgéma)lwlslphone C a
practitioner faxing inquiries, |l ogistical a:s
orientations and tours

Skil |l s MKegdocakdi ng, data entry,
ability to follow instrggtilons, [$akelagegtl Gvri tten ar
communicate clearly on ¢tHRmPRCE&ti on, detail ori

skills
P a gled RETURN TO TABLE dDCONT



Busi ness Management &

Job Tdotmmenity Rel ati onMe amwheirlne at the partner.i
. : . U4ntern will work closely

Job Descimh@tciommunity greeg adoinf?uSni cati on s Donor
intern will splhit theirahymgopPghiveen 5BPvices De
community relations fjepia_ﬁffnﬁ'ﬁfé,aBerﬁi?éngnd e x
and a nonpropt organizapjg8Bd drive. Time will be
ocgce at various community

Responsibilities at thegpagpKoWh! btri 08LUAEB: Minnea

A Attending and contri bustuirnrgo utnod i cnodmn$uunbjutryb s .

relations meetings,; may include meetings

with partner or potentGoammupnarttyn eRe Inaotn pornospt s,
e

internal business |linesTRE QhPEFNSWAFI communi c
me mber s vari ety of media their ¢
i

A Participating in the plandihpeapdogxesgstpPbnthei
of scheduled community and empl oyee
engagement events. Donor Recruitment
A Engagement wBtldevbeob@me®iie untern will work in
and volunteer counci l (PeMelepmgng, anize, recr
Net wor k) ; duties may ingIHpgoacappygipg occur ¢
rooms, directing/assisthpgoyol yntgrerendt ki Phei
attendance, writing bleslli posts, etc.
A he Untern will staF t he
A Preparing fAorantmhial bank i g community blood dri ve
campaign; duties may include scheduling
meetings, preparing materials, researching
best practices, et c. Administrative
A-The ®BWardlundati on grantsThHatdretserars wi |l | serve ac
assigned, including pregepangnigenadmn A nc haercekass i nc
for delivery staeng the reception des
producti on
Ski |l I's Némaleithess, ent ht
conpdence and willingness
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Busi ness Management &

Job TGoirlperate AFairs Uhnalr nBExtelcati ve Assistant/
Job DesciSempvel @aB: St ep JUupb i DteesranMhips ip@Bsi ti on wi
| eader Executive Assistant to th
A Let the other interns 'K lvV dteh is is your role
A -Answer gquestions and foﬁ%%qh% %fb%phgnehcglls f
I nterns and their superv?g%ggr rom ot Pntert
A . sources; takes messages
Schedule and implement (hé&h RelEE§YALE. Places
projects for the interngecessary.
A -Take photos of internsy A9di §€H§1 R Eh event det ai
A Write an article for oumMaimtaiamieRgadveant cal enc
ST EWPP A Types routine correspon
Work as a contributing CPrth®Ermrat & daesitresd document
team member (Ongo|ng) Administration, Mar ket i
) _ _ _ Human Resour ces Mai | s/
A Exh!b|F profe33|()nal WOE%pFé?!Sf f%%;fggggﬁments
reliability, competence and discretion daily
A A 4 c _ Re | A LAssists with maintaining
: tten _ ommunlty € at'gygtem; nl es correspond e
Communications and Gove(gpgpasAFalrs
staF meetings '
A A _ _ h . A - Opens and sor i ncomi n
A ssist wit move to 5t angr ogc e Sgggemall di
AAssTst owithoa Var'“y;\on(/lm?"é(?ﬁ’&&ét AE&LEFcn an
projects statistical reports for
A-Assists with desktop pul
Skill s Meedamrtdon to detantd, developing present at
willingness to | earn and ashede kC ognptute®msgwe rass stigst Wi
guestions, team wor k. duti es when needed.

A Assists with VPAGeolkeall
arranges conference call

A - Assi st with ordering an:t
supplies for organizati c
equi pment maintenance.

Ski Il I's egamridzed, cari ng
responsible, trustworthy

Pa el RETURN TO TABLE QE>CONT



Constructi on

Job TOptelrations & Mai ntle PERAE e Suphiolritng, mail sor
Engineer Untern possibly some computer \
Job Descimhipg iicnan intirbalkewoal ! safety proto
to some of the trades which currently worKk

f [ ti . :

or o euroorgantzatlon Skil |l s Mékea etd: maint ain
Time will be shared betygern §OdRe&@reéenwe€rsing to

Plumbers, Electricians,qgRPaéntenhs. &OPgKket4ONectio
Mai ntenanceAEngnde€us#tddi ans.

Duties wil/l i ncl ude:

A Carpent efAsssShsaap Carpenter with
preventative maintenance and mechanical
operations on dwvwédheadrand bi

and assist carpenter with mechanical
repairs on pedestrian doors and | ocks.

A Pl umbi ngAsSshiopt pl umber s with
preventative maintenance work and ot her

daily plumbing work as needed.

A El ectr i cAxlc oSitpoapny an el ectrici an

during his daily work and assist, where
possible, in repairing lighting and other
el ectrical items in need of repair or

mai ntenance.

A -HVAC SWopk with Operations
Mai ntenanceAEwgt heer d¢(
preventative maintenance work and
repairs to HVAC equi pment.

A - Custodi aWorSkhowi th cust
providing daily cleani |
Mi nneapolis faciliti e JsEs
sweeping, noor scrubbi
cleaning, etc.

A-WarehagWese Kk with Trade:
Stores Coordinator to}
warehousing operationgd

P a ge2 RETURN TO TABLE dDCONT



Constructi on

Job TRrtelcenstruction Unltehbn TRrtolj ect Untern

Job DescMdhtpdrinowi | |  wadrokb wDer ctihiee tiinaern wi | |
solar energy estimatingr asnporfnighneefromgmai nt ai ni
department. Job will comsamsg¢miofti ng information
A Entering cost i nformatiofd "idfd P " Fur architects,
hi stori cal dat abase, _ ) )

They will assist with saf
A-Data mining historical;g;,95t3citfroramayt igwh eff0meet

trends and patterns,

A Assisting with communiAddtiind stirattivede uti es may
partners during biddiMfgpartmental mail and sca
: ho.t i n ocument s.

A -Quantity take oF for epstol n?a{:toepg,l <’;19anj :

A Gener al administrative duties around the

oGce. Skil I s MWekldesthboken, or ge
motivated, and respectful

Skil'l's NMWekEkldestpooken, organized,

motivated, and respectful
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Constructi on

ob THafcli eities Services Worker

J
Job Description:

A Sweeping sidewal ks, driveways, and ot her
concrete surfaces

A -Cutting grass, shrubs, etc. and adjusting
sprinkler heads as needed.

A -Assembling and delivering ocGce furniture
and maintaining storage areas for surplus.
A Assisting tradesperson or contractor in

| ocating equi pment and/ or setting it up.
A -May assist with ocece moves, hanging
pictures, etc.

A Assist setting up for performances on the
North and/or South Pl aza,

A-Job shadowing and assisting with heating,
ventilation, air conditioning/refrigeration
(HVAC/ R) systems.

A-Job shadowing in and/or troubleshooting
the building automation system and make
recommendations for maintenance and
repair to building control systems.

Skill s NMeéke ewbrking hands on,

has an interest in the Trades and can work

i ndependent!ly with instructions.
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Education and Training

Job TPriolgeam Untern Job TGalmpeAssistant

Job DescmThe@tStadent PrlJogh amesciLearinicnig: how t o
Unterns are responsi bletéadchasengits ngowyohwt dawhg
program initiatives, Lumahe Prlogriami e A¢$t Schoot o

Meeti ng, and wil | serve on a committee (ASM,
Cel ebration, and/or CulWerlkeavé &dntlhssgeoamecompo
Commi ttee). Program inteeadi wg)J I math, and | earni
demonstrate | eadership ahdooghet eampongaman tenni
el ecti ve -deceosuirgsnei,ngc oeventhsadamdci al justice i mpact
courses, and |l eading student activities. This
position reports to theG&iterdirec8obh.grade stud
academically focused summ
moving and excited about
This i s d efvien, peorstirtyi on jdne stiednngjds f or
those interested in working with youth in an
educational setting. Hel p with | esson planning

management .

Ski |l l's Masdend:interestyaiye teaChiitoh ki ds!
and curriculum design, a creative thinker and
youth worker at heart.
Skil |l s Iemfdeerdd:abl e wor ki
kids, teaching and | eadin
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Education and Training

Job Tviotult B :-Gamepr n Job TOptelrati ons Support ¢

Job DescisSummeiromduties Jimke!l Wees,cr i pti on:

A Pl an and-alpmadpageat e, eénWaargk ngl osely with our s
activities adaptedAfromdevel opgpnomat i omal mat e
curricul um us recruit more volunt ec

A - Create a safe environme%lf'ef-BY‘V'%pg'nt'a?m%l'
honest discussion whilAeWboktwriimgdasi gner to cr
positive group dynamic online promoti onal i ter

A - Support youth in buildlﬁ n%RNhgr.miﬂserlals bas
devel oping goals, and r'le %%WW?”?%% ? ?u?ﬁ ouT

. resear cher studyi
potenti al
attract and engage vol ur

A -Work alongside a Program Leader

. _ A-Match our current vol unt

A Prepare and implement ad®edAVpOfions more closel
management p!an and enspNdWorRrdsS SamPai §ns. You
CO”SlSten.t'twrbhghObepllﬁﬁs'EQ keywords from our
partner withrgguthtfon,sgld Google AdWords to i
autonomy an'maldielmg3$l0in||number of clicks t o our
devel opment vol unt elep fsdrgms. Use Vol

A Complete administrativel Fre@@pd3akepkFoi¢eeedprp In
track and report daily QYitedaahceoordippator to
and submit youth reglsttr%t'ﬂ%n%hr%%gn*bl%"ﬂb'n? we l
submit and follow meeti nNGPHOPRRAsOUK Ui at egi es |
all paperwork on time A Build your own ACT pract

A Develop and participateS¥RPRARI AN rMpkeringl s,
special events supportihgn@h9¢$oﬂ%e%¢%ﬁdm®$mﬂ55
awareness, health, comm dgthinks to explanatior
connections & fun additional practice prof

A Work at a site independ®nhteyto thGankaaxi ghayDev el

. ) Desi gn n}/ers for fundrai

APe_rf_orm family and Commﬁ’f}r‘ﬁyy(‘j’h‘ rﬁ‘fi‘&lhs into onl
|n|t|gte communlcatlon W?ﬁ@ Qa88Hé§i899 page.
caregivers directly and through phone
cal l s

Ski |l I s NKemplwtder skill s,

Skil |l s Mbébeka eto: problerr\{vrslotltveen communlcat|on_, ab

nd q | K i ndepende ntli communi cat

L n gpen ently, yvor .as o|t|98£1?u 5LhdV¥olunteers

attitude, organizational skil S
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Educat i

on and Tral ni

ng

Job TOrtglaeizing Udntern Job TSutmmer Youth StaF
Job Descmheotdrgani zi ngl dmt &ems c OupP toir@gani zati or
wi || report to the ManalgeagniDngeabout o$ciPehceyan
With the support of ouri Maoemgshign®j recgagi o§ and
Policy and our AdvocacyeXkilbiows amhe pmog@rams cre
wi | | |l earning experiences for
A Gather input from peermsI S\/S|Ion Sy rﬁeet'lnnsdos re the
surveys, and pOSSib|yIannCOuVSathrrOU’pS agbouters and
student s experiencesSonldveobservat|ons
about school di sciplinesition Summary: Our dep
A - Hel p research school tYr%¢ ntcr's Sltanchooalss'St s
di scipline disparitlesIorograms which take place
including summer day camp
A Help identify schools fwho glyeelse 5 to 12. This ca
accomplished a decreaspesiint jbhins cietltier® d on keep
di sparities engineering activities.
A Help create an acti on Rled®lokisti bfiqrittieeaschqqrcq ude,
and students to use in '&he_ir school t
address discipline disApa§?lt?tes.h'ée errdJusoeaJtnnrs as
campers throu-oh fuogjnbarl
A Help identify high schoedmpbsmwibs @amél udes hel pir
programs for our staF tacentarcs, a®e®§gaging camj
contributing to ongoingqweskKi aR®Utassisting wit
di scipline disparity A . .
A - Supervise campers duri ng
AWrite content for a polé¢gyageprPrehemnNi A4hgl aying ¢
topic of ending racial S g.ritlesin schoo
discipline 00 i nate checking c¢amj
camp
A Greet groups vVvisiting tl
Skill s MeeEkldiengness to rehem pDotekhibits and an:
peers to gather |nforma£\AnSISsttrfar}rglvyrlttlenn Desi
communication, grit, integfan& rIaqsseatrcdl*s, and order
Skil |l s Deeaield oriented,
positively with kids , cr
environment to all sel f

P a g2e7
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Education and Training

Job TSuitmmer Camp Assi stdJamb TJdutnli er Academic Coac
Job DesciiPripmarynj ob dultdles DwisildMhe tJiuminor Acade

be as a Children's Summ€oac€lhmpi PFrogemawe as the a
assistant. These dutielasé$it 6oelibn osit wiblee ngrso g rnam t
pl anning for arts and cmafhteri ngdpoograawh for urb
outdoor gym and peld gaimesr ghooapglceighty The i
supervision/participatiwinthaaod Aompemiec Casédch in
| eader ship. provide a structured, saf
progr am. Our summer prog
Additional/ Alternate duopepsrmaygi i nesuder student
outdoor supervision andacsaadémicouptsegrepo®rtsecei v
and peld set up/take doamd &utehdtperdomrisps wit
up/ take down, | ight deskeams$ yafgdncéadeagi onal ac
phone and in person custlemerntesnswiahlce3erve as
and |light cleaning of reomdemansl, kinakiheg sure to
before and after prograemsgagidngeanwal sonment in t
Ability to Iift 30 poundsgnior Academic Coach wil
working relationship with
Cl assroom¥ibé¢ adgpwhsor svi | | (Ol
Skil |l s oaetdiente:, cr eat iswiptpyo,r ta bfialciitlyi t ati on of a
to work with children amanédoémewt diagcweéloh a@$ va
Program Lead administrative duties. Tr
June.
Ski |l | s |Néaedaebd:l ittays kt 0 mt
eFectively, displays good
and can work well with a

P a g2e8 RETURN TO TABLE QE>CONT



Education and Training

Job TArttlseEducation Untdeald TJuitnli er Servant Leade

Job DescOdntpdrinenwor k iJnolbubDescimThipd ip@Bition pr
preschoelc,hoaoflt aind summesruppor-8t hogkKade students

programs, and have a combmmat ilbintefacy program t
responsibilities in andreadisngetlofotdhle cul turall
classroom. This includewi hlelwonlg to dirEa@atent cl a

curriculum for art and edudani o nwisebsieading and
handse work with studentBherpwsgidti ingn aaltso support

i nfused tutoring, and asesgiistlhmeet watchi arti es ( ma
i nstruction. These indiwmodeh) sawdr&assil osel §s a c
with all of our staF angeteatchipg. arYostwill nee

understanding to help mot

their best and will act a
Skil |l s Ieerdnrgd communi cdetmoonnstrating respectful,
skill s, interest in eduglhltibnmasd t6Gema-weistahr el ot

always having fun!

Ski Il I's Neamwodk, detail e
communication, patience,
ability to |l earn to use a
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FIi nanci al Services

Job TAcicloenting intern Job TSutmmer Untern Teller

Job DesciAs pdan AR count iJnggh U DteesrcnBa mk iteht ers hol

you wi || be asked to askiaemntwinéd pobnignvarbaomk a
paper accounting journaémphoyees,thavoceetsomers
and purchase orders. Sonténgcpawierhshi . gt i s

from t he Acdnmpadnyl ounge iand experienced bank cash
al phabetical order and lkidghbadémaces ©él lséi psaccu
on a weekly basis as paptooésprapadarmecondofoutin
accounting journal entrlyank Asgssomacsoumeclsudi ng

payabl e department in revcewtiofngi deposiesstamad wi
have been paid by matchiogntpaymeéent $ hand money t
mont hly statements we rakseovpromdssesiandtaevi se o
accounts payable departmeaducihsrandessénygi ces.

our empdhoyebdssing card (credit card)

statements to make sure they are

appropriately using thePKidalrds|Cosearnieygt sieqr vi ce
various accounting projlesgter aaidi searchalfancing s

ways we can improve thedewpgndvabidoi thi ngegné¢hual
our area, such as turning a process that

l nvol ves paper to something that 1is
electronically processed, or automated.
Skil |l s Deetadaield oriented, critical

thinking, good with numbers or interested in

mat h/ accounting.
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FIi nanci al Services

Job TUntvioece Administraltmh TStirlaeegic Sourcing ¢
Job Description: Job DescmThetiinaetn rol e
A - Retrieving, opening, sScoaunrnCi'nnggb(Wi:f!I_have a ci)lmb
necessary) incoming md S POonst : Ptihes as we )
wi || |l ead or have a signi
A - Weekly check of Finance rGeypgartthregant s nternship.

Large Circuit spreadshesqte the opportunity to s

A CheckA SfLaAr manual i nvoWictehsi nsetnite thhpank, attend c
our vendor and partici-fpanetiona&lr otssa
A _ . projects in preparation f
A -Refund checks: |dent|n[ceacth|noor‘ oggfy qcmcpq enmtentation
number, bank/ cost center, vendor

number Specinpc Responsibilities
A -Vendor Missing Unvoice report

(researching invo?zcesAoBgi_rl Oprdgé{g?gilﬁig of reqt
are they closed, |ssuesoyvaé spgrﬁ(ﬁaiﬁ\?gices.
AGenera! updates in RMA(\%Slslf(‘r\iNipttﬁogtsrateégi'é Sour
AP Audit s: Any faII_ouﬁnahgé/O{geéngtmg a met hc
correctly, audit trall'calculate, track and rej
A Daily audit of Pending eebiatedriedithandtrat e
zero doll ar invoices) pergd&dimzati on or a si mil ¢

A Assist to get smaller aREBuWtEh i HhhgiREgrn’ s sl
n

accounts wunder controlA Woi ki wmutmhuStagategi c Sour
di sput es) a deal pipeline tool to

A -Assi st with testing newrg?/gritemq%§l sta_tus of dc
providing screenshot s, ﬁb%%%%%k%t?%%fc!ng or.gar
et c type project whickh gkisl I

set .

A-Work with various departments to, verify )
telecom information (d“o%tpg?rls%‘ﬁts'es as assignel
bet ween 2 or more systems)

Ski |l I's Nekeldiendgness t o | e

Skills Meedrtdon to dé&t®iM Pl@Yedyr Microsoft Oc

grammar/ proofreading, f?))éragrwglfl%%uwlth_lgr_ge _sca

distraction. i mpl ementation initiative
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FIi nanci al Services

Job TMoirlt gage Loan ProclaBorfGotmimer ci al Banking £

Job Descwepwoudm: providdebt®escri pti on
candidate with specinec LégﬂH'ngsg 598&Pﬂn9nion
the end to end process 8ét3r|li1| me § \Hﬁ(t)ywéol%gke |
or line of credit. Everything tha goes into the
review and approval of %H—eeadd‘nshtprﬁ"era Lreedddjtuni o
prople to the collection dfft ed du NPt amhioo wej pmake
order to lend funds to tHPWustomer .
A - Learn how we structure ¢
The candidate woul d mostILy be rbvolved iI Coat
the stage of the procesAs ehaerre we erbeaal Iv\yes ate,
: . ev)] ewi nag, t1 or k, |
verify the customer's employ ment th t€h €
employer. A |list of | oahsHewaqulwd tbie oglgvaenn degaloe
daily basis to call out tao etnhdea se mprieceyte rn gt oni ansukt eis
the customer currently wcarokmsmidtt eteh edilsocauastsiiooms .
Ilst_ed on t he app"Clat'R”LeaArfterr{antyhaftunStbapnkBregt
getting the customgr s i nsuyrarnc qr'qfeonrdm%tg',onand :
updated correctly is the W & Xt aset qpate% aond Reg ¢
steps are veriped, then tohG ec:ra,sndldate ‘'woul d
submit the ple for pnal approval.
A Experience what it is |Ii
The position requires basi®dUd AhPd tYe rd 9LKClY] Ludi t
and we will teach you the esayrsnt @MmSouwe thse€ .Patri ot
Organi zatti @aski mglamd bei ngecdgrocddy Act) by helping
oriented is necessary al congewist hansdt 'raumgd backgr our
customer service skills. thedn.eat opportunity to
| ear n gbout t he IendlngAHqces ’on%oaard Snew busi
benepcial for many future reers
: heck anners to proce:
for personal pnanci al resqon5|b . y .
nlcally.
A-Shadow a bank teller to
Ski I I's Iesetdenker servicejob duties.
oriented, good phone skills, good
organization skills, motivated to meet goal s
Skil |l s Neer,deout going, at

detail, strong desire to
banking industry.
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Government and Publ i1 c¢c

Job TYotult B: Services Assliaghban@otmmaeni cat iUPn sUns TeE M
Job DescmheotYoumh SerwWicles DRsS-CThe@ tUTPERInt ern w

sistant wi ||l assist YoumacheWIvectaslIstbwiannrsmpnen
mer youth programming aéoM& hi @étﬂ&n&egﬁaaﬁub||c
operation of the Teen Cent i nc

acting as peer mentor t'ﬁpl@"e@h'sr,nafr%‘v)/e%/l*ﬂu@u%\%dpef
planning programs &-proj etisS.stPthGkl @0 by qtic AFair :

up anddavark,e and acting aspaymd@sSy®dMdnager to res:«
for youth programming to csteggh eanthftolyd abthbi-cs, pol
l i c. The position may i meldu doen el ipbargaerrys col l ecti o
tasks such as shelving. ) )

A-Update and organize medi
A successful Youth Servi dfd 3aPAS€St ant will be
comfortable interactingAwiotnhd upceo paluediaf omamyepor t e
ages and backgrounds, e s pvH onineaelsloyt aotrheepror t i ng on ¢
teens, and will _need t o, W\?o 8 %VIStrqu]JgollndeAFalrS
pgndent wor k ethlc: A maeturegitnfagenre oM% medi a
|l i kely to succeed in th'sonpotsh'et'Ioarh'dsvgapeeXpeTCedaU(
great deal of communlcatlpreparawe nn pfror the camj
gram staF members as WeII Suv%cess I}elated t heme
brary staF as a whol e.

A -Wor k with Public AFairs
Our organization is a comfrormodtel d ewliasd et iwee scot
dress casually and directl eigdfsdramhaIl Sadthi Kietyi d s¢ 9d
well as scheduled programg.te ede (6pcus on stud.

possibly for Minnesota I
Skills ISeeideld ease, abl ¥W tbewBtrRg posts (appro
i ndependently, good commdmonczﬁh?%r?ee%?wesqeamtd' we)l
astic. A - Create and execute socCi

for State of Education ¢
scorecard

Continued on next page
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Government and Publ

Government relations andomolTSaklpeUp Untern

C ,

Approximately 9 hours pgppWerds c St @g iUpninterns
gain ex

A-Thank and recogni ze palni cprpm)arkteUrnsjtfyortO
their support

depart ment s shadowi ng

A Prepare for and foIIovxP?thleg![tgatlneﬁglsl m[g?tnlsng\,;s
and coalition meEEtlngambassador" duties for | a
A -Accompany staF on | egisslaatiiome Aambdassador s hel p
coalition meetings guickly and safely by pro
A Help Advocacy Manager MNgiltPH "B LPshePmers purchas
mailing for key/target TINEFi s""lnadt|p\/eerfcp|rs'ﬁ'1I idc (o0& h e
. interns wi l wor k togethe
A Hel p Advocacy Manager gWininer quolnsgl aptr'oveect. The
scorecard including, |\Anf|qrmaht||quhegadtaI}edr|Crbq|ect
and research,-cdqaetcd<||nng|%bhtd|ngasct The group proje
and writing and devel qRigh% SY4MRMR&EMit&%S i on of the
A - Conduct |l egislative research for potenti al
bills and advocacy campaigns
X , Skill s ?Sdle f |l earr
A - Wor k with Advocacy Mar&agerork as parcraff a4 team
two or three one IOagecommunlcatlon skills
A-Write and distribute monthly Research
Roundups
A - Wor k with Advocacy Manager to engage

Mi nnCAN | egi sfp@tt ocy i n a non
opportunity

Occe Management
Approxi mately 2 hours per week

and take notes at

A -Prepare materials fo
the Community

meetings, such as
Advi sory

Skil |l s IPasglieoth: for public policy
and ibsassueed advocacy, high quality
writing skills, work independently
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Government and Publ i1 c¢c

Job TGetnleeal -MWomaer Job TGotmmeni cations Unter

services Job Description:

Job Descimhipd ip@Bition AWhE L e WOT Kw ees and

with staF who manage variqus V\,pee%ley(:t|sntv\é'rtnha'lnele(
the human services area. T\Aﬁsletp[ (son I

able to |l earn about prOJect management,

| arge group facilitatioh,LagymPdtexter iedeccd roni c ne
working at our organizatitedmpP!l ateEb duties for
this position will inclgdg,jtheut eria notntleinMi tfed
to data entry, phone cal lyem&, thexst e ettaxki Mbhout var
attending meetings, and VifSitthieN Conh&ncGiiDSNhs Di v e 1
within the county to obt agiemnpl, nfcurnmatried ncofmiund c at
dat abase This person mypsthehe gqtbluepsto mul t i
task, communicate eFectively, be tg ng,

and willing to | earn. ﬁ’i‘ﬂronbosel tDI nerrf'?ayty and_tlr
require some travel to agaesnsc'lsets WIththevent logi st
community, so he/she shadulid imagve copying, scanni:
knowl edge of the public ttrasrksi.t system.

Ski Il I's MWMastdehdave compuSkir| $ ki IMBeldietdy: t o write
Mi crosoft OGcce: Word angdgr &mmeat principles; abil:i

fatdd ace with others
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Gover nment

Job
Job

Unt e

fall

Occe
thr e

Ad mi

Ma n a
Unt e

of

Cler

t

assi
hi st

P a g3e6

TGittlyecCl er k
DesciCity iCdrer k

and Publ i1 c¢c

SupportJdint dPutbll e¢c Health Gener e

Suplpoolr t Descri pti on:

rns wil |l focus on a”quhrt'eertny qu |prtoajkectsn ahcqt
gnde_r t he re_spon5|b|I|ntyacotf ptahre[|%'| pyatql rkOr
I n Mlnneapolls. The Cél ed ktos U%Gdcaete &Sheir Dat
e main areas of focusf El e tdedt® S mmuni zati on
ni stration, Recprds fgf’na nfionrcmaud'onemalllng an
gemen_t, an_d Leg|sIat|Ovreg(,i(%qezraa}||Oonnsf updat e
rns wil |l l i kel y havei%fcoi}%pactq Oto vy1od ksenndlahll
hese areas throu ghoutAgtrheeeln{enttlsme

k's Oecce. Typical projects and

gnments may includeAwWadrtieirmg Wid It e d@jtiey ras Pr ¢
oric archives to inveMttdr yapPdndd®Pdilittej Ae1f or me
os, maps, drawings arfd®tmdtaerej diSs accurate and
menting the City's hiwtldryoe AcSrSKiSHd N@i tOH T T ¢
el ections department PdmPVvdtedr oddtrrecas£chh and i1
engagement projects, icdr CWdrrkeindd Ywiithh devel opr

City Council
ects rel ated
me

Mi nneapol i s

b

ntation of

e deter mi ne

capacity duri

nw S

s Meedartd on
gness to tr
; Unt erest

t o
t h

d
ng

t

y
in

e

City

t

Commi t £ eyen t @y ohr diiinat 0alsSs &Nt regi

he mgpnahedmMepnts sawbd d Reset s
0GCigald PefmfaGge dinfed scohft act b

based agan akchhadethitnd ne&&EkSusi ng

o

t

he lirntsqrnshinP rRqraitd.nship

[

Counciflo.r maR & Ginh G nRell QidS chtgS a g
C

k

registry and participatd.i

deAtg{I;ern wi || contact a Vv

new tmlonsdos ,t aCgoooI Oy ‘5'tgsearuc|ohOlat el

g

roving accur a
over. nmenn}p
into the MYUUC Dat abase.

A -When setting up a-URew

I
Untern wil mai | MUU4C cc¢
the new |l ocations duri ng¢
A Untern wil/ have the opry
variety of project and t
participate in training:
clinical, school and/or
Ski Il I's Neasetdener service;
team player; accurately m

guestions when needed

RETURN TO TABLE CDCONT



Government and Publ i1 c¢c

Job TJutvleail e Outreach Untern

Job DescmThetiinaern will spend

time assisting and shadowing the Juvenile
Outreach Coordinator in outreach eForts
throughout the region on behalf of the Metro
Transit Police Department. Additionally, in-
terns wil |l pl an and execute a group project
that connects Metro Transit with the | ocal
hi gh school communi ty. Finally, interns wil/
al so have an opportunity to actively | earn
about the variety of career opportunities at
Metro Transit through rotating job shadow
experiences.

Skil |l s Maeaeidretckerest in | aw enforce-

ment and/ or communications/ outreach

eForts. Motivation to |l earn new task

P a g3e7 RETURN TO TABLE dDCONT



Heal th Services

Job TSetnlier Living Genelrahi dtCrtiltéa cal Care Unter
Job DesciAs pd iSemitor LilvilmgDescri ption:

Generalist, interns wi IL Pbr?ov_qodierbg eaFchatriiveet ycuosfto

. . . r
duties including but not iln'tné'rtaecqitnog' With other |
A Escorting senior residemémbéonsevpatisents, and j
A Meal serving cooperfatlop anq accurgte
i _ _ communication in a friert
A Assisting at Garden Clufnd ti mely manner at alll

b

Assisting art classes i Completes other require:d
Bingo companion/caller delegated in a timely ar

Assisting on outings A Demonstrates organizati

Assisting with fmatairtii nfigdlgdeRti @deng ssafe, clean ar

_ care areas
Adult Day Center assistant

A -Consistently demonstrat e

> > >

>

A Administrative duties with the oA gnainsisziagdn,onvi s
A -Assisting/coordinating vakeesaloeveingsity, I nt e
compassi on. Recogni zes
and behaviors in self ar
Skills reicednaddy, -Caringpetehbtrates respect for
Directed, Flexible, Depenthanluet sReleiljablien, cal m,
Assertive professional manner
A -Complies with all organi
depart ment al policies art

A - Demonstrates and has k
principles of growth a
necessary to successfu
r n
t

Q — 5 S
P~

requi ement s, I ncl udi
competencies where appr

p>)

Respects the conpdenti al
i nformation by sharing i
those who need to know

.
Q %g&ggig

Continued on next page

THANK YOU

| ;
| sepUp I
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Heal th Services

A-Understands and follow]soksaﬂ'd:tatbloer'atory Associat
procedures speC|ncaIIy Iate ob
duti es. Demonstrates fout?1 Pi€o Caqhqathlocsm[tal h_as
knowl edge of emergencyrad‘lgaenSOfarPQEd'atr'c spect a
utilizes proper infectCidgdf cPdtdr £l T nics to serv
techniques through ol der teens. Whil
i thousands of the region's
A-Us punctual and compllee Wltthn deopragratnnpeznattIon al
standards regarding atthelr]ddarrbcne wel |l and to prev
A -Uses time eFectively aTnnq saqta'b er'aytory associat e
participates in producpt |tt|y0nof quwpearptrrf‘%“atry r e
A -Ydenti pes and meets neegdsypPodwe Iu§58|m§tr§ry report
A-Continuously works toAi@@él‘?vleaﬁgliéférfi‘nrdeports
interpersonal relationsfipger
A - Organize scanned | abor at
Skills Geedlecedmmunicati €Rsure accurate document
takes initiative, nexi bl e,camanrithgworikitth®ee patient
A File | aboratory reports
A Other clerical duti es a:
Skil |l s Erecead@ént communi
focused, organized, extre
detail oriented

P a g3ed RETURN TO TABLE CDCONT



He al

th Services

t Untern Job TCltilngc Support Wor k.
witwidm: be wolrkbh npescThetplacmicipant

|l ongsi de our nursing agsienbedstanal suclgiemiyc al

Job TPRattli en
Job Descib
a

support st a
Pr-ep:

A -Room turn

sur faces,
rooms

F assisting wppoardani tyi esutonebBadow) :
assistant, nursing, provi
operations; billing, fron

over: wiping pfhawhy ecnfern®sS . outreach/ pat

pl acing new gpatyijents carts in

They will work primarily
A Stocking rooms (North Mpls) but may noat
A Stocking carts with rdd®maddPpisi dsh fNogrhheast Mi
sterile supply room and/ or assist with projec
. _ transportation.
A-Transporting 02 tanks

This individual may wor k
Po tp available to assist with
A-Room turnovers: wiping cdhauwmnd dcr dasn, evening or w
surfaces, making up camitld assist with front de
A Getting patient snackd2td€indgiddd fadnrﬂ'lnl'esstrat'v
back to postop r ooms assurance, business ch_e

mi scell aneous other proje
A Hel ping stock carts, paltieqdfelst 90 s&Nd | s. Dut i
patient refrigerator prep and pling; contactin
Surgery Support: for reminderusp ;a rpda tefil calmlteodw
A - Hel p make patient packfa;[?s Hlal(rjyoeV:f],[SIS_St:Ng?k\iNlnt

: g

recovery packets fair/ festival and/ or othe
A-Unventory patient edudatsiinre shsd raddonitns sanmdati on w
notify supervisor what(enegeds ctopybheng, scanning,
ordered and; helping to create ed
A Support for patient id&t Setildn GiURildinLdi-ve:
put together patient education folders

Skil |l s oegandded, intere
Ski |l |l s aerieldiay: to workhewailtthh asetrevalmces, and has
and take direction, positive can do attitude,

ust omer S e

P a g4e0

rvi ce
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Heal th Services

Job THotslpetal Service TlechniTdifalte Nurse Untern
Job Descmwepdrieomookingl dlor D& scidhnptthigninternst

Hospital Service Techniagsainsf owi bartlaesedordi nat
management program at aakeyprcoaseowmees for the nu
hospital site. This Iimpadmiasnsi on$e disscharging a
responsi ble for equipmentansackisbimgtbheders, asse
hospital, including: and ordering tests and ot
ADeIiveringaequpmehEsZASrfroo work _“”de_r tzelfjlrec
di sposables to patient, rootr’r('l)s,,aSSISt b € |v§ry
A _ _ _ including personal hygi en
A Delivering equipment tQq aslsdpodhYi ng patients and
locations, up and maintaining patien
A Picking up soiled equidpferstt ocking supplies.

A Cl eaning and processing equipment,

A Conducting equipment tSkaicki g Basifaesmat h skil | s
throughout the patientserrovdmse, caomdnuni cati on sKki
. : : . for_  others .

Recording each activity by "scanning

equi pment as it is completed.

Ski I I's cestdoem&r service,

professionalism, high energy
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Heal th Services

Job TPPIBl Rare Tumor Reglighry Adute: Rehab Center

Assl stant Job Description:

Job DesctPli eputrio@ml:monarx

[ h
blastoma (PPB) is a rare IGurneetclanngcepattlher{tSvfearl:y bhe
: answer /i nyg phones 0 t)(z)v(
young children get. PPB |shu uallly |ta Oseldd bby
years of age and sadly not "d prllw(?aapre ugnoseed C’
with PPB will survive. Ourgr(?regtdnnlgzavt'lsont(bre%a"ﬁnghg‘
Unternational PPB Registry&ld!'iNd¥88 to I earn more
about the diagnosis and g rsggtpraeant jonff tPPB.t médapy ¢
the genetic link it has t%nQ:Itrbecrcucpoa”td'ddaplnsthé_lhﬁp;
Registry now has more thanp,4%0 cthhlldrpeenCI direct
enrolled, S ome _of whom ar hrbonsadlu tdsI WEL he sess.i
chil dren of their own. Doctors f t he

worl d saynd(ixadi ol ogy) im/&ngsea(nmorlsg/Q)rfg@mﬂZIng t he
chest scans on digital cdﬁ)oldrowtihnegi rp aPtPiBe ptat ug@at of

to the Registry to have IrMe 3 anreeovulsewceld rbiycal (
Registry cancer doctors Z oIo st i e mb |
Regi stry then Ac ochatnaccetrs dtOth‘Q)(!I’HI Igd’ op g, asse

and gives At hoegpiFRe goins torny whhaPot é&erti ally surveying pz¢
scans show and what they wWaulvdkyr ecoengnerndi ng sati sf

for foll ow up. hospita| Stay

Over the years the Registry has collected sever al
hundreds of these c¢cds which are stored in nle
boxes.

A STUPPintern would be a Sgkleat sheCpmfdoadiadl e with
Registry by putting intot@anqkxsei oapraadsahdatont d
exactly what imaging we f@mpeod®habhe patients.

Registry staF will sit with the intern and show
hi m/ her where to |l oad the c¢cd in the computer

and nnd the exam indexes. The intern will then
enter the patient into the database and | ist the
dates and types of exams done. We will also ask
for a |ist of each exam to go inside each c¢cd case
because the Registry may have six or more cds

for one patient. Registry staF will also be near by
to answer any questions and assist if the intern
has problems with one of the cds.

Skill s Erxrceledpreadsheet of dat a;
record of contents, asking questions
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Human Services

Job TYduteh: Apprentice Job TSummer Youth Worker

Job DescWwWepvworknto ensluale Omastc As pdni dhtern yol

al | youth apprentices Wi\]OCooornaqnah[rOLﬂ/gor\JtOnurprograr
program gain the competence, conpdence

and community they needAtHoe|b_°e _Sstu_"‘cheOsrseprﬁlre for 'y«
| earners, strong |l eaders afdd Vddde®dgded citizens

in Twin Cities bike advgopnmsGk wdnee KdeaeBtE#d. sumn

yolNil gain extensive Ski||p5hdtnodoriiwhwepﬁrhoawriapnﬁs
and | earn how to support  a nonp .
community bike shop. Yo HV\?I||p| c10envneelcopWlth potent
| eadership skills |ike teDaacrhtlnegr

communication, and deci 5iCon Imaki mg dwhrialient ai n dat
hel ping |l ead bike mechanitchrolugshsoeust, tdhee proj ect
community outreach, andAsKuepepportrva(opof and maint :
programs. You wi ||l be empeOVYﬁrperrfjent devel op

as | eader s prloanbts aqi ayloucﬂhang

and sustainable transportation in your
communities. Community Engagement and

A Develop ideas for commuil

w
—

| ' s e mmietdnent t o lAeReseagch and connect wit
community partners

A - Use soci al media for col
engagement

A Wri tneewes| et ter articl es

Occe Tasks
A Coll ect and enter parti
A -Assi st with designing pt

Prepare program assessme
evaluation tool s

RN
‘;,,w\\\_}“\“

Ski Il s MEageredoo work, pé:
attention to detail s, fri
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Human Services

Job THduUmam: Services Untleorkn TVdllusmt eer Services

Job Descmhe@tHuaman Ser viaclesDes c As itsitobmiatrhd i onng
Untern will a4 aliasyt awittihvniéetWeevsdlaynt eer s:
with our center. DUt'eiAasnen{qu|Liq1efoafsmgat onngpa(
with customer s t our frq/notI uohetSke ovqr st
phone and in person, and aSS|st|ng jOb
seekers with using comphtPerePagre rgdijostmat i on pacl

a

r

[
apply for services, sear dpcfugnenicsrk and utilize
emai | . Additionally, thecallnt eron umitlele ra saspipsti cvintt
a large job fair and eduqaqtfioornnaqveomtSand Aschedul e
needed, the intern can also assist wi
behind the scenes Work,AsF)urc:eI‘P"jla{se oc;aterduatllsesfor e
i nvol ving nling, documen t° creenattaltonn desktop
publishing, data entry AarEdcotrHernew volunteers t
mi scell aneous duti es. T hoird einst ad@dn oenx o eololnme nt
opportunity for part|C|£)aTnatke O, quldeqrulnn[geea} phot
career in human services ‘badge documents

A -Respond to inquiries abc

Skills NKestdemer servicehospital volunteer

organization, multitaskjindg.sikGUi G ttho oltehderrN occe ¢

Skil |l s egamridation, tir
management, attention to
interpersonal interaction

P a gled RETURN TO TABLE CDCONT



Human Services

ob TPrtodgaam Untern Job TTHelrmapeutic Recreat

J
Job Description: Job DesciAs pd IThierapeut i c

A Assisting wi t-chutmocrfnimeeﬁielpcsa{cekat'OnS Gntern, you w

to be delivered to ourt 0cltiaelnkt So’net RiMs 0innec'luda‘esst
working with volunt eertshraonucp hsothatF tthoe malKEner. yo
sure meals are packedOclooororretcutnl'y_tyfotrO ela_ecahCI group
client. This part of tghaem_edsay droe'cpugi M e £ Sg¢ @
lifting and standin _re5|dents. There will al

J be asked to assist reside
Greeting delivery vol yunt qras easn & yashs iasst ITG ge't
them with loading food girntpg ctphyeisr veahei.cl &5 nal |
Assisting with volunt eérMmeéa @ M |njiesdtrative work,
hospitality, this incltidkdsh dgraddtieinfdgnce, interyv
I
e

>

>

V 0 nteers by name, mdOiCigneddr g, answers, maki
k e ing utensils and <cPMPiUrhedt:s ChieEKkd v e mai |
I n he volunteer area, wiping down

counters, gettingumeals for client pick _
et c . Skil |l s Iestdenter service,

. interpersonal skill s, | e a
Front of house cleaning including

sanitizing meal delivery cooler bags,
sweeping, mopping, vacuuming, gener al
tidying anup lartauwenrd phwikl di ng.

Ot her projects #&W®Pcording to STEP
I ntern interest Aornecewdr. organi zati on

> 0T < T —

>

>

Skil |l s IPesidteidvie, respectful

attitude and outgoing demeanor, strong
communication skills and outstanding human
relations skills to ensure success working with
a diverse base of volunteers and clients.
Ability to be part of a team and to maintain
eFective communication with other stakF

me mber s, must be able to |Iift 35 pounds and

be able to stand for | ong periods of ti me
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Human Services

Job TYduteh: Entrepreneurd ob TBitlll Eng and Enrol | me
Job Descivowtthh dmterns Jwh | DeasveelEXx @ittiitnig: oppor t

the opport-aumeatyeta® wviobranmeoam-1looking to get 1in
munity and serve in | eaderbkédapthoplean C&pereations
values that drive this mameemnshéempr alrle empawprodu
ering healthy communitytheéencpepasimngi racialinnuen
economic, and gender eqpetgepaandnteflcbumgcompany
Northside youth businessrwanacteadeysang ongoing
skill s. enroll ment and billing fu
The Youth Entrepreneur 9v§Iﬁh'a’%s'i'gt[errﬁsg'u'gtain-
Il ng and increasing sales at_ our organizatijon.
We will do this by: Required/ Desired Skills
A -Creating interest a-nd CWI lmlu'rl]g'}e?§ntk% I(eo\%_rlnlgn(
l i ne a-nhd afc®ge bet ween ourO c% O1oa|o-(r]|0CeSS W! b N
N supporters and partlrc‘?cpoarﬂr{]esn process 1 mpr o
A Promoting devel opment Abgl%)é'nlﬁ!elcltﬁ%gto performhe
| ocal organizations thr n_g:?lu%\'g%%ﬁe'&e?%'- fSUC t
terest in, and work wit B¢h togn?nh%i??tersyoﬁ mgm
| ower i ncome and peoplegato‘? %'Mro)/ 0 cas an F
A -Researching and promot|N§m%?ﬁ?c?@gmé939ness _to
sources, and events wit RY AP EH2 H%??l?g%lh recer v
Community, as well as tﬂ@e‘ﬁ/l %n%gé%?l)s
metropolitan area and Asfalingwidalhkeiemgness to t ak
among our soci al medi a di Fesent responsibilitie
A-Working within an opermM G@ompetr eaRk Smiell il ari ty with
|l earning environment whWoedi andgbBgcanhdr to i nte
staF coll ableat®e and coskil/l l evel
A - Sustaining sales at theCaocmiFeri ttatiromgowghtten |
management communi cati on

A-Team Pgwiylelri ngness to wo
Skil |l s MEespdareicence in co\r/nlm(ljljlr{?lltycontrlbUtOr and
outreach/ building preferred

Skil |l s [dekefdesttiarter, nebd

er skills, communication
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Unf ormation Technol ogy

Job TuUuTt lAssistant Job TSolflt ware Tester

Job Descmhetwook: assiglhanenDs sc Thipsg ijob: i nvol ve
wi || i nvolve assisting weqhi tamenmpl emmenmanti ®nt o
of Project Server withisothwaReaappPriopatritgn or f
Gr oulphi s wi | | i nvolve | safniwag eala@wtl itctae i on i s s
basics of project managmagntequdioi @agi sobeneacti on w
data entry, report geneAmali pysat, woh&i wgotwethhe re
spreadsheets, building ekaimatanigomodel a better
and planning templates,tldeiagpesomedwreéesiulhgs shou
creating documentation c¢nedbedscdepesoplhag descr
some process models in thaioyoandi akbksisltliog to t
i n the devel opmeidheof pappliduaatison. Each step de
i ntern may al so be askedotdoaasiwel wiash whatert he
projects doing similar $heklkd be.

When executing the steps
the out come of\ff tthhee ssatneep ai:
result that was expected,
Skil |l s ISe-mtteidviat ed, woirskssuewse.l IThese issues wil!.l
independently, ability devélbecpsr ohha exag¢ecsteps
f ol
afraid to ask for hel

and project wor k, |l owaduslérehei omexpadt ¢dnt € su
p then turned back over to
project so he or she can
devel oper has pxed the is
foll owing the same steps
been resol ved
After all Il ssues are corr
written describing what n
functionality i s being re
Training materials will a
or updated based on the s
functionality being relea

Il I's Meedamrtdon to det ¢
t process from begi

RETURN TO TABLE dDCONT



Unf ormation Technol ogy

Job TTletchaical Writing JoWwi dédt IE@dimmengdnt ern

Requirement Analysis Job Description:

Job_ De;cmspatnlon’ntern ViOHa Wil Ent s _

assist in all facets of video prodyuctlon and
post production. Assi st sERPh Dotcdidmemite Lont rol Sy
experts -pwidcuptrieon aspeatgewdr ¥l d€®mput er Repair
pl anning iIinbbaddnggstgraphi c

creation, and supporting PprlensteerhaRtepanlr/RepIaceme
Responsibilities may inixIHLadedvvmlrml nAngorUglnaI
yideo ConmemwuctP@mtact \é'otft?/vsar\@' LlcenS|ng Audi t
Il nclude video and audio editing. Xperience

with Camtasia Studio oerr°~tni'l\/e|rfUe'Sdldtelpn|goyment
software is a plus.

This position will assis€liiln swr{C@imytgend ¢qijtijong 4
mai ntaining routine techalilkaw Udosumeatia®@nsn,

i ncluding user manuals, technical

specipcations, and other technical

documentati on. The candidate will also assi st
i n presenting technical and engineering

i nformation including drawings, design and

test specipcations, and interviews with

experts on the technical team. May assist in

mai nt aining andAHornedehveelpopi ng on

screens for company product s.

Assists in documenting product requirements

and recording them in the requirements
management t ool Ensures requirements
traceability by mapping requirements to test
cases Wor ks with the test team to identify
areas requiring additional tests.

Candidate should have some experience with

Mi crosoft Word and Excel and be interested

i n a career in technical writing or

vi deography.

Skill s Neamwod k,

Communication, Dependability, Reliability

P a gle8 RETURN TO TABLE CDCONT



Unf ormation Technol ogy

Job TUTtIService Desk Unltelbn TSotflt ware Test Engi ne

Job DescRrAsgitsitomhe UT JSehb viDees cOump tciompany i s
Desk and Deskside Suppotrtanspamsenoyprocelldaborat.

customer service and tecakhécpdbusupgepadirtcati on to vy
related to computer syssemsouéflay davaderreali ze you
software. Perform compditegrt amai asdtlentances. We | ov
repairs, and system tese¢e¢aonlg;otbbei stawdtwe | ove w
Il nventory management and updating
i nformation in the T wBeknograefobywareen. Test Eng
Assi st department teamsbeipahrspefcitbhe team that
projects and other workwsucheaset eWhati cat it's a
documentation and oG6ce apmiincatiramj oar a mobil e
tasks, data entry, answaréngophesestocmplkengure
scanning, records managemenhavecheyumangr def ect
and preparing for meetiolgjseori veais®ihg npnd defec
sessions. May al so assost d@dtasbasewi amd report
community technology evAhot¢sg with testing, you w

to the test | ead, project

_ devel oper s.
Skil |l s S$eeamnrgd:interpersonal and
customer service skillsYounaeeested in and able
to | earn software/tech.A A good communicator (yoru
real well)

A-A quick | earner

A Se-mdbti vated

A-Looking for challenging

A Extr eme loyr ideenttaeid

A Ni ce

Skil I s Kemplietcter s, Commur

Basic Unternet Knowl edge,

P a g4ed RETURN TO TABLE QE>CONT



Unf ormation Technol ogy

Job TButslieess Analyst Uhnalr dADitgli eal Untern

Job DescOdhtpdrieesmed canlddabDess cAs pdaranof the
will gain valuable educat ¢ ami& aterxtpeerrn setmicpe T ena na,
professional setting assespomgi bhe 1Ecn|t]erprise

Transformation OGce W|t£1 \Apor}q(qlnngg W%qu with a grou

gForts governing a Iargevaor tWar & asks at a hi gh
I mpl ementation progr am. The selected

interns will assist with Derated Odor'd‘agnlsztaptrinJrP,ardS t
structuring web ples, basdomnumdlcYastieS.i namd profes:
process now creation. through presentations, e
Job Duties/ Tasks: face interactions

Dat a
exi st
ensur
been

We
or
s e
or
e X
on

Basi
nnan
anal
expe
anal
abil
dat a
c
n
[
e

>

>
o KQ T« T o
QD
S5 T SQ ST

>

O T O 9 n»
T T 0O

Pro
st a

>

bus
exp

= 5 Qo

Skills

to | ear
t as ks,

P a g5e0

OrgaBomducbinng auvidMeetppg deadlines-and p
ing project manage®médaki typoPk weork

e that all requiriedoguhgdeta®8SdARVRIi th cr e
met by project teaggergy, and a driquealtid yj

i | e -SUtprdiadti inrge and wor k
i zing existing webpgéegnitRgC@NHhIEMESs pl -
uidelines. Unternsgwi{yicémpfroyeuthe€hbosi ng
il zational capabilities and ain )
i ence using the I\ﬁS r&:ﬂ%?%b'orﬂ&ta business pl
e coll aboration to%rofesmonals
ABahydscshog ad A - Compl eting te_chnical tr e
i al and operatlona‘l)f'usHFI(\;{”ssCOd'ng_’ Photos
Si's request s. qnteW?lr E/)vri?fl;sga%“ﬁDes'gn' and
il ence working inAtAeteontiiengfeaants as dir e
st . Candidates wi ll i mprove their
ties to read into and "tell the story" of
by uti-Ex czdlngpltaitef dkSm!| | s Deeelleoh:i ng soft s
s s Flem/e\CeIecapiimmknOWIGdge of Adobe softwa
ard now diagr ams atnod obu"'tsl'lnneeS SondgeovleH ppment
ess practices and processes. Gain
il ence using MS Visio.

Paedcteuda:l ity and willingness

n, work independently and prioritize

well organized

RETURN TO TABLE CDCONT



Unf or mati on

Job TRTMCe Untern
Job DesciAs pd IRegi onal

contracti omuipllta)nsi n atso

Technol ogy

Job TUT IDevel oper ¢

Job DescrDupingn:mhe summ
Transportation Managemeinnt €emtwirl | REMCWor ki ng on
i ntern, you will assistiwiéhfacasni nfmohdexegmpa

diygpitteanls t o our new sSsystem

records, enter neld compomniemgstheatoummer i nterns

asset management systemg Acahsew 'nantrh%derstandl
preparation of constructhqan Hnatnesrffaocre tdheevelopmer

freeway management system, an bserve
freeway operations in the?rcecﬁ‘rit'r”cgl ind eh.f agceeys t hat
qgual ities to be successf dln jtfher mnew (Sysd.em.
Knowl edge of CADD, abil AtCQolticabWwarak i ng with the «
i ndependently and as a t eampanybearo, nh%k®d sure t he
verbal and written commumintatiinkno.r mati on i s capt.
for ms.
Skills metenadon to AtCOIIaRb F‘Ht{/‘g with a gl
: or when needed.
to work independently anda as team
member, good verbal andAvProlttetnetri ally completing :
communi cati on form from beginning st acf
the form in our current
. A Hosti meetings with ot
Ot her software ski I Ccpngpaqlgd
Knowl edge of CADD
A Attending weekly team me
A Attendwegk lbyonoame meeting
This role has the ability
technical but easy to | ea
interest in development a
Skil |l s meeidsidon Making,
Communication, Team Wor k

P a gbel
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Unf ormation Technol ogy

Job TuiDi saster Recovery Untern
Job DesciAs paidbmast er

Recovery Untern, you wil/| participate in the
pl anning, execution and closure for an annual
Di saster Recovery (DR).

The primary purpose of a Disaster Recovery

Exercise is to restore computer servers and
dat abases to make sure our plans are correct
and up to date for each application that 1is part

of the exercise.

Daily tasks and projects may include but are

not | imited to:

A-Assist in updating the participant |list for the
Exercise (managed by our internal DR

Anal ysts) .

A -Review and proofread the Exercise Plan with
our internal DR Anal ysts.

A -Review and update the Exercise Timeline for
mai nframe and Open Systems with our
internal DR Anal ysts.

A-Update the staeng plan for the DR Exercise
for Ja2y 18

A Participate in the DR Exercise to |l earn the
processes required to resolve issues that
arise during the exercise.

A - Weekly status updates on project tasks
assigned to intern.

A -Assistance in alll tasks wil/l be mentored by
an existing DR Analyst.

Skil |l s Meerdoesdft OGce pronpciency

including MS Outl ook/ Exchange for email
management

P a goe2 RETURN TO TABLE CDCONT



L aw,

Publ i

c Safety & S

Job TPRutbll e¢ Defender's JO®Ele TGelnle® aYout h Untern
dntern Job DescuOomtduames incl
Job DescmDupiteisowi I comosti dti noift ed t o:
assisting the Public Defender's T
gr ouMo.r k may consi st of Wooakdinngg ddirseccatvieyr ywi t h t he
i nto our case managementotioontreposspbblyic safety
processing some Bail Evalumbeproteakcolgolsomel at ed
Criminal Records Summariejsyrisesnebyeskeéeopi vely pa
support, andWes owiel Inltirnygstyestgegimvend community reso
our intern a wide varietlheo$peawoirhkc issues of rep
experi &Meces ||, based on time, | et our
i ntern shadow di Ferent §gheupst émantwirhleywork cl os
i nvestigators, paralegatsesced] spesginilbowlto monit
advisors) in order to gworla cudbselundershanhadwnegnf
of our oGce. court on a weekly basis t
intern wil|l al so have the
with other probation ocGce
Ski Il l's Mededaatidnt ed any of our partners in th
per stomgch savvy, and process oriented
Skil |l s IGeeated:di stening
probidsemving, patience and
P a g5e3
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