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________________________________________________________________________________

City of Seattle
STUDENT INTERNSHIP
________________________________________________________________________________________________________________________________________________MUNICIPAL GOVERNMENT INTERNSHIP (Graduate level)
        Seattle City Light – #6-2009
Created by the citizens of Seattle in 1902, Seattle City Light has served our customers with electricity and related services for more than a century. Over the years we have worked very hard to keep Seattle's electricity affordable, reliable, and environmentally sound. Today Seattle City Light is a recognized national leader in energy efficiency and environmental stewardship. We look forward to continuing this tradition in the 21st century and beyond. 

POSITION: Human Resources Training Development Intern
In this role, the graduate intern will work in partnership with unit members to define success measures and promote unit visibility.  Key functions would include designing a comparative study of employee training/services at the City and within the Utility to strengthen the Utility’s employee development strategy; outline current onboarding process for executives, managers and employees and make recommendations for improvement; partner with business clients and team members to identify new e-learning opportunities and ways to reinforce training; implement tracking and evaluation mechanisms that show direct business impact; and, assist in design and roll-out of new branding campaign to increase employee awareness on training programs / services; expose employees to educational / leadership topics (i.e. monthly ‘brown bag’ sessions on educational topics; quarterly newsletter; annual internal development fair; online toolkits). 

DUTIES:

· Research / Draft a Comparative Study on City & Utility Offerings
· Enhance Onboarding for New Employees / Process Improvement
· Identify E-learning opportunities / Design & Develop Programs
· Create Branding Strategy / Actively Promote Training & Dev. Unit
EDUCATIONAL BENEFITS:

Employee and leadership development (research/needs assessment, program design & implementation, assessment & evaluation); strategy development; and, process improvement.  Develop stronger skill set in the areas of: client relations, public, employee and team relations.
	REQUIREMENTS
Enrollment: Applicants must be full-time graduate students pursuing a degree in Business Administration, Human Relations, Organizational Development, Public Administration or other related degree program.  Graduate students must be enrolled full-time for the equivalent of 9 credits for the duration of the internship.  Enrollment over the summer is not necessary as long as the intern is pre-registered for Fall term.  Verification of enrollment is required.
Minimum Qualifications: Currently enrolled in a graduate level program in related course study.  Working familiarity with Microsoft Office, Internet and Email. Strong verbal and written communication, interpersonal, and organizational skills. Attention to detail and follow-through. Strong work ethic and willingness to learn.  Goal oriented, innovative and team-oriented, and ability to work independently.  Sense of business savvy with ability to take on leadership role and interface with every level of the organization.





Desired Qualifications: Experience leading or facilitating meetings/discussions. Experience conducting research, performing data analysis, and developing reports/presentations. 
License or Other Requirements: Applicants must be eligible to work in the US and have a current and valid Washington State Driver’s License.  Selected intern will be required to produce a complete Driving Record upon hire.  


POSITION BEGINS
It is anticipated the position will start February, 2009 and last 12 months with flexible hours during the school year and up to 40 hours per week during the summer.
WAGE AND HOURS
$25.25 per hour for graduate students.  The work week hours can be flexible (20-40 per week) and scheduled between the hours of 7:30 am and 4:30 pm, Monday through Friday.
HOW TO APPLY
Provide the following:

· An Intern Application Form available at: http://www.seattle.gov/personnel/employment/pubs/intern_application.pdf
· A Cover letter

· A Resume outlining experiences and qualifications 
· A Transcript of completed courses (Unofficial okay for application, Official transcript will be requested upon hire)
· List of winter quarter courses

· Writing sample (no more than 2 pages – examples include: memos, executive summary, or abstract)

· At least 3 references that can speak of your leadership ability and ability to perform internship duties
Incomplete and/or late application materials will not be accepted.  All application materials must be received by the date below.  Send materials to: Andrea Lowe, Employment Specialist; City of Seattle Personnel Department, Seattle Municipal Tower, PO Box 34028; Seattle, WA 98124-4028 or to andrea.lowe@seattle.gov   

APPLICATION DEADLINE:           Close of business, February 11, 2009 
                                        **Please Note: Applications will be viewed upon receipt so apply early.
________________________________________________________________________________
City of Seattle PERSONNEL DEPARTMENT

Seattle Municipal Tower - PO Box 34028, Seattle, WA 98124-4028, 206/684-7264
