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Office of the Secretary of State Internship Program
College Civics Intern
Direct Employment Opportunity


Recruitment #: 12 ELN ADM INT 1 1044
Classification:  Administrative Intern 1 (104H)
Status: Full-Time, Non-Permanent
Location: Olympia, WA
Salary: $1885 - $2212 per month (Range 21E)
Posting Date: June 12, 2012
Closing Date:  Open until filled – First review of applications will begin on June 20, 2012.

Agency Profile
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Legacy Project and the Combined Fund Drive.  Visit our website at:  www.sos.wa.gov. 

College Civics Intern 
The Office of the Secretary of State, Elections Division is hiring a College Civics Intern as part of the Voter Education and Outreach (VEO) team. This position works at the Office of the Secretary of State, Election Division located in Olympia, Washington. This recruitment is open to college students currently enrolled at a Washington State college or university. Interns may work on a number of projects, daily office operations and conduct outreach to various constituent groups. Intern is responsible for finding their own housing for the duration of their employment.  

Responsibilities 
The College Civics Intern responsibilities include, but are not limited to:

· Doing significant outreach to colleges across Washington. This means using existing College Civics contacts and making new on-campus contacts, with the goal of establishing College Civics Ambassadors for the 2012-13 school year – will use a state motor pool vehicle for travel.
· Leading voter registration drive trainings for student leadership and assisting student leadership in the planning and implementation of civic education events to help students participate in the November election. 
· Managing the College Civics, Washington Facebook page. 
· Preparing for the “back to school blitz” by contacting college housing offices, registrars and new student services to offer voter registration as an option for students when they register for class, attend orientation, move in to campus housing, etc.
· 
· Contact college and university Presidents and request that they send a campus-wide email with voter registration information. 
· Some interaction and work with other Elections work groups and other OSOS divisions and Executive staff. 

The ideal candidate will demonstrate strong skills in communication, organization and writing. Innovative thinking, being proactive and taking initiative are also valued traits. The candidate must be able to assist with outreach projects and identify ways to support voter education on college campuses statewide. 

Required Qualifications
· Must be currently enrolled at a Washington State college or university.
· Demonstrated ability to express ideas and information verbally and in writing using language that is appropriate to both the complexity of the topic and the knowledge and understanding of the audience.
· Possession of a valid Washington State Driver’s License.

Desirable Qualifications
· Program planning or event coordination to include tasks such as room reservations, publicity, food service, filling staff positions, and identifying and facilitating communication between stakeholders.
· Leadership experience to include tasks such as leading meetings or training sessions, developing curriculums or agendas, filling volunteer positions, identifying and recruiting peers and staff, managing competing interests and resolving conflicts.
· Knowledge of Washington State election laws and processes.

As part of the application process, leading applicants will be asked to furnish a writing sample prior to being scheduled for an interview. 

Supervisors and Academic Credit
The College Civics Intern will work with the Intern Coordinator for assignments, direction and guidance. The Intern is responsible for working with their school to ensure all academic requisites are met if they wish to earn college credit. 

Timeline 
This internship is scheduled to last from July, 2012 through November, 2012. Exact length is flexible based on student’s academic schedule (if applicable). Scheduled work hours are from 8 a.m. to 5 p.m. Monday through Friday, with time off for lunch and breaks.  There may be some additional work-related events on evenings and weekends. Work-time variations must be approved by the Intern Coordinator.

Compensation
$1885 - $2212 per month, depending on qualifications.

Note:  The salary listed above includes a legislatively mandated 3% reduction thru June 29, 2013.



Application Process
This recruitment is open until filled.  For first consideration, please submit your application packet with the follow information no later than 5:00 pm June 20, 2012:

1. A letter of interest describing how your education, work or volunteer experience, and other qualifications relate to the required and desirable qualifications listed above
2. A completed employment application form, available at: http://www.sos.wa.gov/office/docs/OSOSEmploymentApplication.doc 
3. A current resume and three faculty or professional references with contact information, including a statement from you granting permission to contact your references
4. Voluntary completion of the applicant profile data form is appreciated.  This form is available at: http://www.sos.wa.gov/office/docs/ApplicantProfileDataForm.doc 

Submit all application materials electronically to: recruitment@sos.wa.gov, indicating Recruitment #12 ELN ADM INT 1 1044 in the subject line.  Electronic submission (e-mail) is preferred & original signatures are not required.  Alternatively, you may submit your materials via US Mail to: Office of the Secretary of State, Recruitment, PO Box 40227, Olympia, WA 98504, or fax to: (360) 236-5075.  For questions about the application process, contact the recruiter by phone at (360) 236-5073, or by email at recruitment@sos.wa.gov.  For questions about the position, contact JulieAnn Behar by phone or email at (360) 725-5795, or julieanne.behar@sos.wa.gov   

The act of submitting application materials is considered affirmation that the information provided is complete and truthful.  You understand that the state may verify information and that untruthful or misleading information is cause for removal from applicant pool or dismissal if employed.

The Office of the Secretary of State is an equal opportunity employer (EOE).  We do not discriminate on the basis of race, color, national origin, creed, sex, sexual orientation, disability, familial status, marital status, and age.  All interested candidates are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 236-5073.
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