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CITY OF WEST LINN

JOB DESCRIPTION

Job Title: PUBLIC ADMINISTRATION INTERN
POSITION SUMMARY:

Under general supervision, this part time position will perform entry level professional work for a variety of departments to include: Administration, Human Resources, Communications and Economic Development. Participates in a range of projects contributing to the continued success of various organization-wide initiatives. Duties and responsibilities are designed to further prepare the intern for a successful career in local government.

Duties and Responsibilities: 

1.
Contribute to a positive work environment.
2.
Represent the City in a professional manner. 
3.
Perform entry level professional administrative work, research, and analysis.

4.
Assist with developing and implementing projects and/or programs impacting one or more 
City departments.

5.
Attend and participate in various organizational meetings as directed.

6.
All other duties as assigned.

SPECIFICATIONS:

1.
Supervision:

Received:  Works under the direction of the Assistant City Manager

Exercised:   None
2.
Communication:  

This position requires excellent oral and written communication skills. 
3.
Knowledge:
a.

General knowledge of municipal governments.


b.

Advanced knowledge of personal computer software programs that support this level of work, 
including, but not limited to word processing, spreadsheet, presentation graphics, and web page 
editing.

c.
Advanced knowledge of business English composition, proof reading, spelling, 






punctuation, grammar and usage.

d.
Techniques for providing a high level of customer service to the public and City staff, both in 


person and over the telephone. 
4.
Abilities: 

a.
Ability to handle multiple demands and competing priorities.

b.
Ability to use initiative and work independently after receiving initial guidance.


c.
Must exhibit the confidence to work with people at all levels of seniority and from different 



backgrounds.

5)
Working Conditions:

This position routinely works normal business hours, but may be required to attend night 



meetings.  Most work time is spent in an office environment.

Long periods of computer work and office work. Intermittent periods of standing and walking. 

