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STUDENT INTERNSHIP
COOPERATIVE EDUCATION or MUNICIPAL GOVERNMENT INTERNSHIP

JOB # 52-2008
POSITION: Corporate Communications Intern
As a member of the Communications team at Seattle Public Utilities (SPU), the intern will have the opportunity to work closely with professionals who have years of experience in the field.  Since the focus of this internship is on internal communications, this intern will be an essential link between SPU administration and the SPU workforce through a broad variety of experiences working with the Communications team in the Director's office, including:
· Performing a significant amount of work on SPUweb, the organization's intranet.
· Sending broadcast announcements from the SPU Director and Assistant Director, and occasionally from employees at a variety of levels in the organization.

· Monitoring internal communication strategies.

· Collecting feedback from employees regarding the quality and content of the communications they receive.

· Sharing employee feedback to content providers and the Communications team as well as offering the team suggestions to improve two-way communications.

· Having opportunities to participate in external communications projects, such as writing press releases or representing SPU at community meetings.

· Developing marketing materials for community meetings and employee recognition events, and performing other additional duties as required.

This intern will play an integral part in the Communications link for all SPU employees as you edit and post content to the SPUweb intranet, the primary internal communications resource for SPU. Collaboration with those SPUweb team will be essential as you ensure SPUweb is updated in a timely manner and that content is new and compelling. 

This intern’s role includes developing intriguing content that recognizes, acknowledges and articulates the work of SPU employees. By making SPUweb a dynamic resource, this intern will add value to the employee experience by enhancing SPUweb to meet the needs and interests of employees. In addition, the intern will develop marketing strategies to improve employee usage of SPUweb and encourage employees to provide SPUweb content that is compelling and pertinent to employees’ jobs.  
DUTIES 
· Learning Objective 1:   Maintain and improve SPUweb (SPU’s intranet)
· Learning Objective 2:   Support SPU Communications team 
· Learning Objective 3:   Develop business writing skills 

· Learning Objective 4:   Create marketing strategies to improve internal communications
REQUIREMENTS 

Enrollment: Applicants must be junior, senior or graduate-level students pursuing a degree and /or certificate in Communications, Public Administration, Business, Political Science, English, Marketing or closely related field.  Undergraduate students must be enrolled full-time for 12 credit hours, graduate-level students must be enrolled full-time for nine credits hours, at a college or university for the duration of the internship. Verification of enrollment is required.   Enrollment over the summer is not necessary as long as the student is pre-registered for the fall term. 

Minimum Qualifications: Familiarity with marketing strategies as well as formal plans and written procedures, ability to juggle multiple tasks, excellent written and verbal communications skills, ability to document procedures and clearly convey steps in a complex process, ability to meet deadlines. Must be familiar with Microsoft Office software.
Desired Qualifications: Experience in leadership positions, website maintenance, journalism or project management. Proficiency in Adobe software applications is a plus. 

License or Other Requirements: Applicants must be eligible to work in the US.  Applicants must have a current and valid Washington State Driver’s License.  

POSITION BEGINS
SPU expects to fill the position in August/September 2008 with the internship scheduled to begin in September.  This internship lasts a minimum of 12 months, however it may continue for up to 18 months or until the intern graduates, whichever occurs first.

WAGE AND HOURS
$16.62 per hour for undergraduate students/$24.16 per hour for graduate students.  The intern position is part-time for 15-20 hours per week during the school year and 20-40 hours per week during the summer (flexible).  Work is scheduled between the hours of 8:00 am and 5:00 pm, Monday through Friday, and will be arranged to accommodate the intern's class schedule.
HOW TO APPLY
Intern candidates are required to provide the following:

· An intern application form, 
· Cover letter, and a resume outlining experiences and qualifications
· An official current class schedule
· A writing sample 
· An unofficial transcript of completed courses is acceptable for application; an official transcript will be required upon hire,  and
· An abstract of complete driving record upon hire.
Intern application forms are available at the following website: http://www.seattle.gov/personnel/employment/pubs/intern_application.pdf.  Incomplete application materials will not be accepted.  Send completed materials to: Linda Rogers, Sr.  Personnel Specialist; Seattle Public Utilities, Seattle Municipal Tower, Ste. 4900, PO Box 34018, Seattle, WA 98124-4018.   

FILING CLOSES:   Open Until Filled
Seattle Public Utilities – Human Resources

Seattle Municipal Tower - PO Box 34018, Seattle, WA 98124-4018  206/233-7221
Linda.Rogers@seattle.Gov
