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    Sam Reed
The Office of Secretary of State

2011 Internship Program 
A message Secretary from State Sam Reed
"Internships are an integral part of the academic experience, Students are provided a rare chance to experience state government first-hand and see how it works."

Many of our future leaders will come from internships within the Office of Secretary of State. If you have an interest in a career in the analysis and management of public policy programs and constituent outreach, if you are academically prepared, and if you are highly motivated and seek opportunities for innovation, I am interested in you. Serving an internship provides you with a unique opportunity to view state government firsthand.  Several of my staff members got their start as interns at the state government.

You have all heard the old saying: “how can I get a job without experience and how can I get experience without a job?” Well, an internship is the best way to solve this dilemma.  

As a student, you are provided the hands on experience that only a few people can hope for.  Working for a governmental, business or non-profit organization as an intern you will be able to focus your career goals, develop long-lasting professional and personal friendships and be part of a team that will steer you on a path to personal success.

The Secretary of State oversees the state’s elections process, archives, library and corporate licensing. An internship with my office will provide you with a close-up view of the inner workings of this office. 

This information packet will provide you with the background information on internships offered by this office.  Carefully read the requirements and discuss them with your internship advisor.  My office will work with your school to insure that you meet all the requirements necessary to obtain academic credit for your work. 
Internships for 2011 are unpaid and located at the Capitol in Olympia. They are awarded based on a student's application, extra-curricular activities, and letters of recommendation.

Thank you for considering the Secretary of State’s internship program.  I wish you the best of luck in your search and for your future.
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Sincerely

SAM REED
Secretary of State
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Executive Internship – Office of the Secretary of State – Olympia, Washington

Executive interns for the Office of the Secretary of State work on a number of projects including assisting the Legislative Liaison, office outreach to various constituent groups, and assisting the executive staff in daily office operations. Interns must be completing a degree in Political Science or a related field.  
Place of Employment


The intern will work in the main office of the Secretary of State at the Legislative Building in Olympia, Washington.  An intern is assigned an office cubicle, computer, and other equipment to complete allotted tasks.  
Supervisors and Academic Credit

The Executive Intern works with the Intern Coordinator for assignments, direction and guidance.  The Executive Intern is responsible for working with the school to insure all academic requisites are met to earn college credit.

Timeline 


The internship length depends on the student’s academic schedule.  An intern’s scheduled work hours are from 8:00 a.m. to 5:00 p.m. Monday through Friday with time off for lunch and breaks.  Work time variations must be coordinated with the intern coordinator.

Application Process

A completed application must be submitted two months prior to the quarter in which the student wishes to intern.  Applications must include a cover letter, current resume, and two faculty reference letters with contact information.

The ideal candidate will demonstrate skills in: communication, organization, research, analysis, and word processing.  The candidate must be able to identify various constituent groups and assist with outreach to stakeholders.  
Leading applicants will be asked to furnish a writing sample and will be scheduled for an interview a month prior to the start of the quarter.  
Interested individuals should send application materials to: Patrick McDonald, Internship Coordinator, Office of the Secretary of State, P.O. Box 40220, Olympia, WA  98504-0220 or e-mail: patrick.mcdonald@sos.wa.gov.    



Executive Internship in the 

Office of the Secretary of State 

The Office of the Secretary of State is seeking dynamic, self-motivated college students looking to expand their professional and academic experience.  Executive internships are offered throughout the year at the Olympia office, and they typically last for a quarter, depending on the student’s academic schedule.  Positions are unpaid, but you are able to get college credit.
Executive Interns for the Office of the Secretary of State perform research and analysis, assist the Legislative Liaison and executive staff with daily operations, and perform office outreach to various constituent groups.

Ideal candidates will demonstrate research and writing abilities, and a strong understanding of their academic field (political science, journalism, government). 
Application Process
Applications must include a cover letter, current resume, and two academic letters of recommendation. 
All application materials must be submitted to the Internship Coordinator two months prior to the start of a new quarter.  Leading applicants will be asked to furnish a writing sample and will be interviewed.  Interviewed applicants will be notified of the decision a month prior to the start of the new quarter.
Patrick McDonald, Internship Coordinator
Office of the Secretary of State
P.O. Box 40220

Olympia, WA 98504-0220

e-mail: patrick.mcdonald@sos.wa.gov  FAX (360) 586-5629
PO Box 40220


Olympia, WA  98504-0220


Tel: 360.902.4148


Fax 360.586.5629


www.secstate.wa.gov
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