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OVERVIEW:

The Management Intern performs confidential administrative work of an introductory yet sensitive nature in prepa-
ration for career advancement to more responsible and specialized management positions in such areas as
business administration, finance, employee relations, human resources, facilities management, student services,
or education research. Work assignments are well defined and subject to continuous review of progress and
results.

The Management Intern assists management with administrative matters that are highly sensitive and confidential
in nature, requiring access to a variety of sources of information, including information which directly relates to
official collective bargaining negotiations or strategies, executive personnel matters, and confidential and/or sensi-
tive progress reports of campus programs and projects.

Position assigned to this classification are usually temporary and/or part-time. There is no probationary period
associated with this classification and incumbents do not obtain permanent status.

ENTRY QUALIFICATIONS:

To enter this classification, a basic foundation of knowledge of the theory and principles of organization and
management, research methodology, principles of grammar and composition, elementary statistics, and the prin-
ciples and practices of the field of study associated with the position is a prerequisite. The foundation normally
would be obtained through a bachelor’s degree, participation in a formal training or internship program as part of
a college degree requirement, or equivalent training and applicable experience. In addition, the incumbent should
have the ability to learn the principles and practices of public administration, write clearly and concisely, conduct
supervised research, follow formulas in computing statistical measures and work effectively with others.
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