[bookmark: _GoBack]JOB DESCRIPTION

POSITION:	Management Intern	APPROVED:    DATE   DEPARTMENT/DIVISION: City Manager

OBJECTIVE:

Under general direction of the Assistant to the City Manager, performs a wide variety of complex and diverse professional and technical administrative duties in support of all areas of municipal management.

RELATIONSHIPS:

Reports to:	Assistant to the City Manager

Based on project assignments, the Management Intern can expect to have meaningful interactions with the City Council; City Manager; Department and Division heads; City staff; community stakeholders; and other governmental officials. This position will also have direct contact with the general public.

ESSENTIAL DUTIES:

1. Assists in the implementation of the City’s strategic plan and development of a performance management system.

2. Provides project management on cross-departmental and/or citywide projects; including planning, coordinating, implementing, and evaluating a particular problem.

3. Researches and prepares reports and grant applications.

4. Obtains and analyzes data on comparable municipalities.

5. Prepares and responds to City Council, staff, or citizen questions and/or inquiries.

6. Provides general administrative assistance, prepares letters, and memorandums.

7. Prepares  budget  support  materials  and  provides  general  assistance  during budget preparation.

8. Completes other duties as assigned – If the individual is interested in a particular topic or department function, efforts will be made to provide such experiences.
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REQUIREMENTS:

1. Work towards a Bachelor’s Degree in Public Administration, Public Policy, Political Science, or similar program is required. Enrollment in a MPA program is highly desirable.

2. Knowledge of the principles and practices of public administration and municipal management.

3. Ability to establish and maintain effective working relationships with appointed and elected City officials; community stakeholders; and other governmental officials.

4. Ability to communicate effectively in verbal and written form.

5. Ability to organize, plan and research projects and programs, make recommendations, and write reports.

6. Ability to effectively and timely respond to inquiries and complaints of the general public.

7. Ability to perform duties with considerable judgment, resourcefulness, and initiative.

8. Ability to operate a personal computer, with proficiency in Microsoft Office, including Word, Excel, and PowerPoint, as well as Adobe Acrobat.

EQUIPMENT, INSTRUMENTS OR MACHINES:
Personal computer and telephone.

PHYSICAL FACTORS:
Normal conditions of office environment.
