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THE PURPOSE OF INTERNSHIPS

Effective internship programs provide an excellent
opportunity to make use of very talented people
and assess them as possible full-time employees.
These programs also provide an opportunity for
managers to demonstrate to interns the potential
of a career in local government administration.

The Internship Education

An internship that integrates the student as an
operating member of a management staff is

a critical component of the local government
management education of graduate MPA
students. One benefit of such a program is that

it provides students with a realistic exposure

to an organizational/bureaucratic environment.
This experience should enhance the student’s
awareness of the organization—its internal
dynamics and values as well as its employees’
attitudes toward both their clientele and their
administrative/political superiors. The internship
should help students under- stand their obligations
as professionals and as public servants. It may be
one of the few opportunities that students have
to test the knowledge and skills they developed in
their academic coursework.

A second benefit of internship programs,
particularly those of a year or more in duration, is
the opportunity it gives the organization to take
advantage of the knowledge and emerging skills
of the students. Graduate interns represent an
intellectual resource for the local government as it
addresses the needs of the community.

In a very real sense, interns—whether they are
part-time, temporary, or full-time—are employees
of the host organization and should be treated

as such. Their position should be integrated

into the organizational structure as any other
position would be, and their assignments and
responsibilities should reflect the needs and
priorities of the local government.

When the intern is treated like an employee, both
the student and the organization gain the most
from the work assignment.

Although the intern should handle real work
assignments, all supervisory personnel—both
professional and academic—should remember that
the major reason for the internship is to provide
the intern with an educational experience. Both
the faculty internship coordinator and the local
government internship supervisor must function
as educators in their dealings with the intern. In
particular, supervisors should assume responsibility
for mentoring the intern—that is, for showing

how to apply theoretical knowledge from the
classroom to real-world situations; demonstrating
how knowledge affects problem solving; and
providing guidance in interpersonal interactions,
communications, and task achievement.

Key Principles

The following is adapted from a description of
the city of Phoenix’s Management Internship
Program. This post degree program has been in
existence for more than fifty years. The principles
and perspectives expressed here are applicable
to virtually any intern- ship program; thus, they
can serve as the basis for judging the quality of an
internship program.

Practical Experience: Interns serve in an entry-
level professional capacity and are responsible for
completing a mix of key projects and assignments
related to major issues facing the city. Interns
observe and participate in the decision- and
policy-making processes, learn the fundamentals
of the budget cycle, and recommend changes to
existing policies and procedures after engaging

in thorough research analysis. Interns benefit
from the same performance evaluation system as
permanent employees and receive constructive
feedback on their work.

Mentoring Process: Informal mentoring takes
place during and beyond the intern program

year with the budget and research director, city
manager, and other management and supervisory
staff. Interns are encouraged to arrange
informational sessions with department staff and
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other city officials to obtain first-hand knowledge
of specific operations.

Networking Opportunities: Interns are to be fully
integrated into the network of local government
professionals through participation in various
professional association activities. These activities
occur on a local and regional basis and provide
interns with extensive exposure to a variety of key
issues affecting other jurisdictions.

Exposure to Council-Manager Form of
Government: Interns are afforded the opportunity
to obtain a working knowledge of how policies are
developed and implemented within the council-
manager form of government. Theories pertaining

to the policy/administration dichotomy are further
expanded as interns realize that developing

and administering effective policies requires a
coordinated effort between elected officials and
management staff.

Successful implementation of an internship
depends on standards, expectations, and structured
communication. The government entity, the
academic representative, and the intern must
collectively and periodically evaluate the intern’s
response to the program to provide ongoing
guidance and support outstanding achievement
while helping the intern to develop the strong sense
of ethics he or she will need as a professional.
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THE BASICS OF INTERNSHIPS

Whether a local government can offer an
internship will depend upon a local government’s
available resources. A prospective host agency
should consider the following issues when making
this decision:

e Ability to compensate an intern

e Types of suitable projects

e Proximity to student populations
e Access to available transportation
e Availability of office space

e Undergraduate level or graduate level.

If the decision is made to proceed, it is important
to ensure that the internship is carefully integrated
into the student’s overall academic program. This
requires attention to the basic issues of duration,
timing, preparation, and placement.

Duration and Timing

One difficulty in establishing internships is
coordinating them with the academic calendars of
the institutions from which interns will be drawn.
Schools usually have a great deal of flexibility in
allowing students to continue in internships before
and after the official start or end of a term, but
student interest and availability are often tied

to the school terms. Thus, internship sponsors
should be aware of the starting and ending dates
of the school terms and, to the extent possible,
synchronize the period of the internship with the
school calendar

Most internships that occur as part of a student’s
course of study are part-time (typically twenty
hours per week). They may last from three months
(a summer internship) to the nine months of

the academic year, or even for a full year. While
many internship programs are available only in
the summer, a long- term experience—preferably
at least six months full- time or one year part-
time—is better. Shorter programs provide too
little time for the student to adequately grasp the
organizational and political cultures of the host
local government and may not give the student

a sufficient range of experience observing and
participating in diverse activities.

MPA programs are now using a variation on
longer part-time internships to establish a

formal link between the MPA program and a
local government. In this structure, students

are hired as interns and work part-time for

the local government, but they are placed on
graduate research assistantship contracts and are
treated like research assistants, gaining tuition
reimbursement and other academic benefits as
full-time students. Under such an arrangement,
the intern is available approximately twenty hours
a week during the two semesters of an academic
year. Often such an arrangement can last for the
two years of a typical MPA program.

For its part, an academic institution that offers an
internship program should be aware of the local
government’s board meeting nights and try to
avoid scheduling evening classes on those nights.
This will enable the intern to experience working
with elected officials.

Preparation

A locality that seeks to establish a useful
internship program should prepare by taking the
following steps:

e Create effective outreach materials and
advertising strategies

o |dentify the types of internship available
(generalist or specific focus)

o Arrange to conduct the internship as
a summer school course to maintain
communication links between the school,
internship site, and intern

e Consider summer placement to an area that
could benefit from having interns even if it is
not close to the school, almost like an MPA
intern summer “Peace Corps”

e Develop mutual selection criteria as part of
the intern application process

e Ensure that strong program supervision and
evaluation mechanisms are in place.
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Intern Placement

One of the most important components of
internships is the nature of the assignment given
to the student. The primary responsibility for
evaluating the adequacy of an intern’s placement
should rest with the academic coordinator,
working in conjunction with the local government.

The intern placement process should take into
account any experience or skill sets that the
candidate may possess that might make him or

her particularly well suited to a specific internship
post. The process should mimic a job application
process and include an interview with the local
administrator and the intern supervisor (if different
from the administrator). Both the student and the
local government should have the right to refuse a
placement.

When a student is placed, there should be a formal
understanding between the local government,

the academic coordinator, and the student of

the obligations and responsibilities of all parties.
Evaluation and oversight responsibilities of the
academic unit and the local government agency

should be described with a periodic feedback
mechanism for the intern. While not necessary, we
recommend that a brief, formal “agreement” or job
description be developed as a guide for all parties.
e Exposed to a broad range of management
problems
¢ Given diverse work assignments
e Expected to perform daily management tasks
e Required to conduct long-term research and
report preparation
e Required to interact with other professionals
inside and outside the local government
e Required to interact with constituents
e Exposed to elected and appointed officials
e Exposed to boards, commissions, and various
groups associated with policy advisement/
development
e Provided with opportunities for interaction in
professional association activities.

Intern assignments should also allow for the use
of various communication skills, including written
memos and reports as well as oral presentations to
groups of various sizes and compositions.
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CHOOSING THE TYPE OF INTERNSHIP

Internships can be full-time or part-time,
undergraduate or graduate. Whatever option is
chosen can be a positive experience as long as the
goals and projects meet the needs and expectations
of both the government and the student.

Part-time/Undergraduate

An undergraduate internship in local government
works best for filling a certain need in a
department or for completing a particular project.
The position should allow for flexibility, enabling
the student to maintain an ongoing relationship
with his or her school.

Undergraduates typically obtain degree credit for
their job-related work, so they are less dependent
on outside income as their room and board is
covered by school tuition. Various alternatives to
paying interns are discussed in the “Compensation
and Financial Considerations” section. While
undergraduates usually bring a less-developed skill
set with them, students with specific educational
preparation can be targeted to work on projects
that use their experience and knowledge.

Office space enhances productivity and
demonstrates that the intern is part of the staff.

If space is limited, however, an undergraduate or
part-time intern might be appropriate since he

or she will need what- ever space is available for
only brief periods of time, and other interns or
employees can then use the space when the intern
is not present.

Graduate Level

Often referred to as “management internships,”
positions established for graduate students
usually run for the duration of the students’ MPA
coursework. Graduate interns typically work
approximately twenty hours per week in their
internship positions.

Graduate students bring a more mature and
focused skill set to the internship. Thus, employing
a graduate student requires more preparation time

than employing a part-time undergraduate intern.
For example, a graduate intern will need office
space. This should be taken into consideration
before the intern arrives.

Interns who are hired as part of a graduate MPA
program are best served by rotating through a
variety of departments and job assignments,
working on substantial projects, experiencing
the realities of local government management,
and interacting with elected and appointed
officials. These rotations, which should be of
two to four months’ duration, should include the
local government manager’s office, the finance/
budget department, and two or three operating
departments. The rotations can be chosen on
the basis of project proposals submitted by each
department or agency.

Project proposals should include

1. What the intern can learn from a rotation in
the department

2. Who will serve as the intern’s immediate
supervisor (preferably a department head)

3. What specific projects and work assignments
the intern will perform

4. How long the rotation will last

5. What enhanced experiences and activities
will be provided for the intern.

Proposals should also include any additional
information on the department’s ability to provide
a meaningful experience and on what the intern’s
assistance will mean to the department.

Finally, graduate interns expect compensation.
Similarly, many MPA programs require that
their students be compensated, even though
the students are required to participate in the
internship. Compensation can range from a
nonpaid internship to entry-level pay with or
without benefits.

Summer Graduate

A program with summer graduate students is
recommended as a way to save money, complete
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short-term projects, work with student schedules,
and accom- modate students from schools that
require a summer internship. It is recommended
that the format of a graduate student internship
include résumé-building tasks, open access to

upper-level management, and frontline experience.

Other Internship
Considerations

The local government hosting an intern should
con- sider this an opportunity to accomplish a task
that no one on staff has the time to research and/
or complete. The employer should make sure that
the project has clear criteria and expectations
outlined before the intern begins. Because the
intern may be getting course credit for this work,
the intern, the school adviser, and the employer
might want to enter into a “learning contract.”
Such a contract can include the following
measures to ensure a quality experience:

e Specific start and end dates

e Designated supervisor for the intern and
project
Course credit hours to be earned
Description of duties

Hours to be worked

Measures for evaluation.

The employer should develop a work project
before the intern is selected. Every effort should
be made to ensure that the following guidelines
are met for the intern’s project or position:

e The supervisor can provide guidance and
mentoring, learning opportunities, and access
to upper- level management.

e The project should be achievable within the
time frame.

e Time should be allowed for the intern to
participate in other government functions.

e [f the position entails working on many small
tasks, those tasks should provide tangible
learning experiences and, when possible,
result in a concrete product.

Allowing an intern to participate in other aspects
of local government management will enhance
the intern’s experience, and the value of this
experience can be used to attract interns to
unpaid positions. An employer should consider
allowing the intern to:

e Sit in on upper-level management meetings

e Shadow the local government manager for

a day

e Take part in frontline service delivery

e Attend council and neighborhood meetings

e Experience collective bargaining activities.
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ATTRACTING THE BEST TALENT

There are interested and qualified students out
there, and it is in the local government’s best
interests to attract and hire the best talent available.

Recruitment

Local government managers have a number of
options for publicizing internship openings and
attracting excellent talent. Possible marketing
techniques include

e Posting on the community website
e Advertising in the community newsletter
Using social media (blog, e-newsletter, etc.)

Posting on association websites, such as
ICMA (icma.org/job-center) and NASPAA
(www.naspaa.org)

e Contacting state associations

e Consulting with academic coordinators at
educational institutions, and with professors
and program directors in the field of public
administration

e Participating in university job fairs and
leveraging ICMA's brand. (To arrange
participation at a job fair under the ICMA
umbrella, contact careers@icma.org or visit
icma.org/careerfairs for more information.)

Local government managers should use several of
these marketing techniques to find the method
that produces the best results. They should also be
sure to find out how applicants heard about the
particular opportunity being offered.

It is important to sell the employing local government
to prospective interns. The job description should
be easily accessible online and upon request.
Photos and an outline of past projects will help to
tell the story of what the internship experience is
like in that particular community.

To attract the best candidates, local governments
should offer potential interns

e The opportunity to participate in leadership
meetings or council meetings

e Meaningful project work
o A flexible schedule

e Compensation
e Course credit
e Mentoring and assistance with job placement.

The Application Process

Since staff time is often limited, a straightforward
and efficient process can be used to determine
which applicants will provide the best fit for an
organization.

The following are items frequently requested from
applicants:

e Cover letter

e Résumé

o References

Employment application (if applicable)
Writing sample.

The Interview Process

After reviewing the materials submitted, a host
agency should be able to reduce the number of
applicants before interviewing. While it can conduct
the initial interview by telephone, it should conduct
an in-person interview prior to the final selection

to ensure that the candidate meets its criteria for
professionalism. Even though interns are part-time
employees, a local government should not cut
corners during the selection process.

Qualities to look for during the interview process
include

e Strong communication skills
e Applicable experience
Applicable coursework
Interpersonal skills

Interest in local government

e Self-motivation.

The interview process also provides the
prospective candidate with an opportunity to
interview the community during his or her visit.
The applicant should have the chance to attend
a brief tour of a public facility and/or to meet
members of the management team.
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COMPENSATION AND FINANCIAL

CONSIDERATIONS

Internships are, in many cases, one of the methods
that students use to finance their education. While
it is not always feasible, every effort should be made
to create funded internships. The old adage “you
get what you pay for” is true for many internships.

Compensation

Local governments that contribute financially to
the support of the internship are more likely to
make meaningful use of the intern, to provide

the intern with good supervision, and to demand
more from the intern in terms of professional
productivity. The more the intern is treated like an
employee, the more valuable the internship will

be to both the student and the local government.
Providing financial support to the internship is also
likely to increase the pool of potential interns from
which the local government can choose.

Municipalities who opt for the nonpaid intern
should, at a minimum, pay the expenses for the
intern to attend related regional and national
conferences as well as to take advantage of local
opportunities typically offered through local ICMA
or councils of government organizations. In the
event of an unpaid internship, some universities
may waive the intern- ship credit required for
graduation so that the student is not paying tuition
money to work for free. A local government should
be sure to discuss compensation options with area
universities before publicizing a job announcement.

Financial Considerations

A part-time graduate internship allows flexibility
in the resources required to support a program.
There are several ways to ensure that the
internship is cost- effective, depending on what
monies are available:

e Program Materials: Whenever possible, the
local government should partner with a local
college or university and work with the public

administration department through websites
and online applications.

e Recruitment Process: The cost of personnel
time to recruit, interview, and manage
the intern is the most significant expense.
Initial costs include the development and
distribution of an ad outlining the internship
opportunity. Staff will be needed to review
the applications, check references, and con-
duct the interview process. Phone interviews
are a way to minimize costs if the intern is not
available for a personal interview.

e Compensating Interns: If the resources
are avail- able, financial compensation can
certainly increase an intern’s accountability
and provide supervisors with leverage on
deadlines and performance evaluations. If
financial compensation is not an option, there
are several alternative compensation options
to consider:

Course credit from the school

A stipend for the overall period of time
Paid travel expenses or free lunches

Mentoring and career development
assistance through staff connections.

e Supervision: Staff resources will need to
be devoted to managing and mentoring the
intern to ensure a valuable experience for
both the intern and the local government.
A current employee can be assigned to
oversee and coordinate the implementation
of an internship program. Since this will be
an additional duty, the employee should be
compensated accordingly with a pay increase,
a bonus, or some other benefit. Once the
program becomes established, interns can
maintain it and recruit applicants for the
following year.

While not always feasible, every effort should be
made to create funded internships.
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SUPERVISING AND EVALUATING INTERNS

Before and during an internship assighment,
wherever practical, there should be a series of
sessions attended by the student, the academic
coordinator, and the government representative
(in most cases this should be the intern supervisor)
to discuss their mutual expectations of the
internship program.

Supervision

Interns should not be left unsupervised. Both the
local government and the academic coordinator
should undertake the supervision. The local
government should designate an intern supervisor
who maintains regular contact with an academic
internship coordinator.

The local government supervisor should spell out
work assignments for the intern, follow up to see
that these assignments have been completed
satisfactorily, and feel free to discuss assignments
with the academic coordinator. The supervisor
should be regarded as a partner in the learning
experience of the student.

Evaluation

Evaluation should be a continuous, ongoing aspect
of the internship program. Some suggestions for
the local government to get the most out of the
evaluation process are as follows:

e Maintain contact with supervisors and stay
informed of intern participation. Look for
ways to incorporate interns into various
agencies and departments.

e Use the evaluation process to provide
feedback not only to the intern but also to the
sponsoring juris- diction and to the academic
coordinator to ensure that the internship is
meeting the expectations of all concerned.

e Conduct evaluations in light of goals set
forth in advance by the program supervisor
and the intern. If goals are continually
unmet, perhaps they are set too high or not
applicable to the situation.

e Ensure that intern supervisors use the same
performance evaluation system that is used
for other employees and provide the intern
with a copy of the evaluation that is sent to
the academic coordinator. Occasionally, the
academic coordinator will provide the intern
supervisor with a specific evaluation form
that can be used instead of or in addition to
the form used for other employees. Should
that happen, the academic coordinator
should make clear to the intern supervisor
just how the academic institution will use the
evaluation in determining the student’s grade.

e Require interns to submit self-evaluations
of their experiences. Both supervisors’ and
interns’ statements should include evaluations
of the program'’s effectiveness. This should
aid the academic coordinator in determining
which local governments have provided
(or not provided) desirable supervision and
learning experiences. Written statements
by the students should be submitted in
addition to any academic paper prepared in
conjunction with the internship.

e |f desirable, require that students submit an
additional evaluation six months or a year
after their internships have ended. This will
provide a means of assessing the long-term
impact of the internships.

Continued success

e Maintain a relationship with school faculty to
ensure that both the needs of the government
and the student’s degree requirements are
being met. Offer to guest lecture for a local
government- related course.

e Use interns to keep the internship program
running. Have them place ads and take
responsibility for communicating with future
applicants and collecting applications.
Former interns are also a great resource
for suggestions regarding how to make the
internship experience stronger.
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INTERNS ARE NOT ALL THE SAME
(But They Have the Same Potential)

What Projects Should | Create?!

One challenge in working with interns is matching
the type of projects you want them to do with
their skill or experience level, and ensuring it’s a
growth experience for them as well. Should they
be productive, or rewarding and skill-building for
the intern? Yes! There is always some work in

a position that may be considered repetitive or
specialty-skill, but essential and often requiring a
keen eye for detail and certain technical skills (e.g.,
crunching spreadsheets). But be sure to add higher
quality growth work, and help them understand
how their work supports the strategy, mission, or
long-range community plan.

Coaching Your Team on Working with
An Intern

Just as the interns may not be office-experienced,
some of your team may also be inexperienced in
dealing with interns or college students in a work
environment. Some intern behaviors may need

to be checked or some coaching scheduled, but if
everyone is earnest and interested in completing
the experience, it can be rewarding for everyone.
Supervising and mentoring is a great way to help
one of your team grow their soft skills, and starting
someone in supervision may be easier with an
intern than someone directly junior to their level.

Some ideas for supporting your Intern-manager
include:

1. Support your intern supervisor: dedicate
some time in your check-ins to see how that
experience is going, and what challenges
they are having - ensure they’re also offering
growth opportunities for the intern;

2. If you have more than one intern, schedule
group check-ins so they can share experiences
and compare notes, and you can find any cross-
over issues or challenges where projects may
be too complicated, or not engaging enough;

3. Connect with the intern’s school, if they're
still in school; their academic advisor or

professor should be connected to their work
experience, and may be able to support you
as you support them;

4. Plan a short goal-setting retreat with your
intern-management group, or even with the
interns as well, to find out what their growth
or project goals are and how you can support
them. This can be done at some level as part of
the interview stage, but consider doing it about
a third or half-way through their experience,
once they've gotten to learn more about the
organization, the community, and the work.

Matching Their Experience with
the Work

Not all interns are created equal, but they are in
potential. You could be working with high school
students, undergraduates, or graduate students.
Even with interns with a higher level of education,
don't assume they have more work experience

in an office setting. That should come out in an
interview, but it doesn’t always. And even if they do
have some office experience, your work culture is
likely different by small or larger degrees than what
they’ve experienced so far in their short careers.

Some tips to make things easier for everyone with
projects and culture:

1. Consider their experience even at the
onboarding stage: imagine the process and
steps of onboarding as if you've never worked
in an office before;

2. Try matching your projects with their level of
experience, and with their level of education;

3. Connect them with a staff-buddy who can
help them with roadblocks, even if it's how
to use certain software, how to process
paperwork, or who the client of the project is;

4. Work together with them to create the project
scope, or take the current scope and rework
it with them, so you can better understand
where they are and how to help them grow;

10
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Break the project into stages based on their
experience, with milestones where you or an
internal coach will help them move to the next
step, or hand the work off to someone else;

If you have multiple interns, consider having
the senior interns manage and coach the
junior interns; even from the design and
recruiting stages;

Office culture is complicated, even when it
runs well. Office politics, jockeying, gossip,
how late you should stay, is hallway talk
permitted...this is all a whole new world for
most interns. Be ready to brief them in their
orientation or early coaching sessions on what
the culture is like and how to navigate it;

Don't forget to engage, especially in a
remote internship, even between scheduled

check-ins. Solo work can be isolating, and
we're all people who need different levels of
connection and engagement during the day/
week. With interns, the office environment
may be even more challenging given a
lifetime of group work and social connections
provided in academic settings;

9. Be patient! Your organization may be
their first office and/or local government
experience. They will form impressions about
this work and how to supervise and work in a
team environment from you and your culture.

By taking on an intern, you're doing courageous
work in preparing, mentoring, and training a future
professional. Make sure you leave a great impression
and experience they will remember, that they will
carry with them and likely pass on to others.

ICMA MANAGEMENT INTERNSHIP GUIDEBOOK

11



TOP TEN BEST PRACTICES

1. Access. Allow the intern access to staff and the
chief administrative official, and encourage the
intern to attend meetings and events, including

a. Department director meetings
One-on-one mentoring sessions
Board/council meetings
Nonpublic/executive sessions
Regional manager meetings

s 0 a0 T

State association conferences.

2. Variety and meaningful work. Provide various
projects and participatory experiences in a number
of different departments. For example,

a. Set the council agenda

Put together a RFP/RFQ

Develop a budget for a specific cost center
Update a section of the strategic plan
Conduct a citizen survey

Update the emergency plan

Update the hazard mitigation plan

h. Prepare a fixed-asset report.

© o o0 T

Tasks that are important to the goals of the
organization will attract quality interns. Résumé-
building experiences often are more valuable than
a paycheck.

3. Individuality. Each intern will have his or her
own set of career goals. Help meet the intern’s
needs and interests by eliciting input from various
departments and agencies for potential work
projects. Discuss the intern’s career goals and
provide an opportunity for the intern to work
with departments in the organization to meet
those goals.

4. Education. Educate people in the community
about careers in local government and seek out
opportunities to promote the internship program.
In particular, target nearby colleges or universities
to ensure a sustainable internship program.

5. Frontline Experience. Provide an opportunity
for the intern to learn to appreciate and respect
the work of frontline service providers who exhibit

good management practices. Such opportunities
could include

e Providing customer service/answering phones

e Responding to resident inquiries via e-mail or
postal mail

e Responding to a Freedom of Information
request

e Providing time in the intern’s schedule for
ridealongs with public safety or other service
providers, as well as for the possibility of
actually helping to do the work in the field.

6. Mentoring. Provide the intern with a stable
mentor to offer guidance and encouragement
throughout the internship experience. Remember,
today’s interns are tomorrow’s leaders. Avoid
putting interns in basements, back rooms, or
conference rooms. Instead, provide them with
workspaces near as many people as possible so
they can engage with other staff.

7. Supervision. Avoid having the intern report to
a supervisor who may lack the experience and
authority to provide the intern with tools for
learning. Have supervisors supervise.

8. Flexibility. Remember that interns may have
difficult academic schedules. Discuss projects and
deadlines with interns and their academic counselors
to ensure that everyone’s needs are being met. If
necessary, allow for flexible work hours.

9. Evaluate. Give interns feedback throughout
their tenure and have them evaluate their own
experiences before leaving. Remember that this

is a growth experience for them. Help them work
through their learning mistakes, and offer guidance
and/or help when needed.

10. Assimilate. Make the program a routine part of
the organization. Train regular staff to expect and
appreciate the value added by interns. Continue

to seek out qualified candidates and to share
enthusiasm for local government. Budget funds each
year for internships and, if possible, spread the funds
out among several cost centers so that the financial
impact extends throughout the organization.

12
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FAIR LABOR STANDARDS ACT

The Fair Labor Standards Act (FLSA) stipulates is protected by all terms of the FLSA, including
that interns must be fully aware of and agree to minimum wage standards, overtime compensation,
the terms of employment set out by the employer, and sick leave.

whether or not the intern is to receive pay or other Consult the Department of Labor at (866) 4-USA-
forms of compensation (i.e., school credit, stipend, DOL, or dol.gov/, with further questions.
or tuition assistance).

If the intern is to receive an hourly wage or
salary, the intern is classified as an employee and

ICMA MANAGEMENT INTERNSHIP GUIDEBOOK 13
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CREATING A REMOTE INTERNSHIP

OPPORTUNITY

The public health crisis of 2019-2021 introduced
many professional settings to the reality of a remote
work environment. As many professional sectors
continue to evaluate the relationship between
remote workspaces and organizational, staff, and
community needs, organizations must remain
committed to developing a future workforce of
individuals attuned to the rapidly changing work
environments. This section offers some options for
attracting, onboarding, and engaging remote staff.

Recruiting and Placing
Remote Staff

The remote recruitment process is not too
different from an on-site recruitment, but there
are a few considerations when beginning. The
first is to the job description and responsibilities:
what projects require on-site observation or
interactions? Can they be done remotely, or

with video conferencing on a smartphone? Will
those technological adoptions add time or cost
to the project? How do you want to promote the
supervisory relationship in the job description,
so candidates know up front what to expect?
Are there increased opportunities for interns

to virtually observe higher-level management
meetings where in-person attendance would not
have been possible? Consider these opportunities
when crafting your job description.

Advertising the opportunity is another
consideration. If this is a fully remote internship
or Fellowship, you have the opportunity to seek
talent beyond your local school network. Offering
remote internships provides several benefits to
employers and students alike; with the removal of
geographic limitations, the talent pool is greatly
broadened; students have greater access to
opportunities. This could be especially beneficial
for a small community that may not have nearby
schools, or otherwise struggle to attract talent if
not near a larger hub or metropolitan area. Seek
out your state association of local government
managers to post your notice or use ICMA’s

Job Center; internship postings are free for
ICMA members as well as University Career
Service offices

Interviewing the candidates is where the
experience shifts beyond what has been traditional.
As technological resources have become more
widespread and integrated, interviewing by

means of videoconferencing has grown in use and
acceptability. Irrespective of the interview format,
regular interview protocols still apply - paying
attention to how the candidates present themselves
and prepare for the screening processes. If you use
more robust measures of hiring like assessment
centers or inbox exercises, those can also be
converted to a remote format, though some might
be more challenging. But many platforms now come
with breakout rooms or similar ways to create group
engagement activities; it will just be different than
what many are accustomed to.

Selecting your remote intern or interns is the
last stage of a new beginning. Like an in-person
selection process, your scorecard or rubric

will remain similar to that used in the past,
thus bringing us to the next steps - orienting,
onboarding, and engaging, supervising, and
mentoring your new intern!

The Remote Orientation

Welcoming an intern into your organization can

be taxing, especially for those whose primary
responsibilities do not include oversight of
internship programs. A few best practices which can
help your intern acclimate into your organization.
Whether in-person or in a written document,
share your organizations story; a brief historical
overview of the events leading to the organization’s
formation, its current mission, strategic plan,

and insight on current key initiatives; historic
background will help a new hire quickly gain
contextual understanding of your organization.

At a minimum, identify a member of your team
who will serve as the intern’s primary supervisor.

ICMA MANAGEMENT INTERNSHIP GUIDEBOOK
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The supervisor and intern should explore the
relationship between the intern’s role and current
organization initiatives. The supervisor should

set clear expectations for the intern — What is
your dress code policy? Even in remote work
environments, business or corporate attire can
serve to connect one to their work. What hours
do you expect the intern to work? What are
preferred mediums for communication? Review
the responsibilities and duties of the position with
your new hire. We encourage you to welcome the
intern to feel a part of the conversation, provide
the intern with space to share insight on personal
and professional goals and how they envision they
can best support your organization’s need. These
small steps can help an intern feel confident and
empowered to take ownership of their new role;
self-advocacy is critical when working in remote
environments. Together, create a work plan for
the internship engagement; this can be useful

in ensuring that there is mutual understanding

of responsibilities and duties. Finally, be sure to
keep an open line of communication with your
intern: open channels of communication are key
to successful working relationship; scheduling
recurring meetings can help establish those
channels consistently.

Onboarding A Remote Employee

While the thought of recruiting for a remote
intern may seem unrealistic, internships are
critical to the development of a future workforce
poised to confront and manage societal needs.
As society has grown comfortable working in
virtual spaces, so to have students. Students
have successfully completed coursework on
virtual platforms and are accustomed to engaging
with others through virtual modalities, making
students poised to effectively serve as a remote
intern. Engaging a remote intern positions your
organization as forward-thinking, and able to
adapt to evolving challenges. If you show you
can adapt in this way, you demonstrate your
organizational culture’s ability to adapt to other
challenges as well.

Best practices shared by past-supervisors who
successfully on-boarded and oversaw remote
interns:

An introductory social-distanced meeting at
one’s principal place of business - A mask-
to-mask meeting can be useful in helping

a new employee develop awareness of an
organizations culture and the personality of a
team and its members. If an in-person meeting
is not feasible, be sure to set aside ample
time for your new intern to be introduced

to administrative processes and resources,
introductions to team members, and time

to causally connect with new colleagues.
Additionally, consult with your IT Division to
explore whether a virtual tour of the building
can be offered.

Establish personal connections - Weekly
check-ins with your new employee can
support the development of a relationship
with your new hire; there need not be an
agenda, the face-to-face check-in is invaluable.
Social platforms such as Slack, Microsoft
Teams, and Google Chat can be useful in
replicable unscheduled conversations, and text
and phone can offer some reprieve from the
monotony of screen-time interactions.

Mimic water cooler conversations - Create
online channels, blogs, etc. where staff can
securely engage in conversations with one
another. Be sure to include your intern to help
them feel a part of the team.

Create a meet-and-greet road map - Facilitate
the scheduling of virtual meetings with
colleagues and identify meetings and projects
that your new hire can complete within the
first month.

Remain flexible and encourage self-advocacy -
Partner with your new hire to gain awareness
of what the intern needs from you to thrive,
and what degree of interactions is preferred.

Spread the word - Circulate a new hire
welcome to members of cross-functional
teams, sharing two professional and one
personal fact about your new intern.

Welcome event - Encourage staff to facilitate
a virtual welcome event to help your intern
feel a part of the team. You might also consider
sending a welcome package to your intern.

16
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8. Clear expectations - Flexible work schedules
are becoming the norm - to avoid conflict,
establish clear expectations for work hours,
dress, and modes of communications.

9. Be Inclusive - Include your new hire in office
meetings, empowering them to share updates
on their own work and experiences.

10. Dual-perspectives - Include another team
member in the intern’s on-board events -
having the perspective of both an administrator
and team member can help your new hire
making independent and informed decisions.

Tackling Bandwidth and
Technological Challenges

As society has pivoted to virtual professional
engagements, access to technological resources
and reliable bandwidth has become even more
essential for any employee to perform meaningful
work. Many communities, however, face
bandwidth-related challenges as well as concerns
of exposing one’s office to cyber vulnerability.
While not ideal, a unique approach observed

was to provide the intern with a USB containing
pertinent materials related to projects on which
the intern would contribute over the course of
the work engagement; a schedule and process
for providing updated materials was arranged
between the supervisor and intern. Employers are
also encouraged to work with University partners

to explore specific challenge and University
resources that may be able to be provided to the
student for the duration of the internship; even
if the University is not in your community but
connected to your intern.

Creating Community Virtually

An online environment can make it difficult for
anyone, let alone an intern, to feel connected to
others. While there is still a lot to be learned, we
encourage you to not strictly limit interactions
with your intern to work related matters. A

few effective approaches shared from local
governments include:

The Town of Cary employs a variety of online
opportunities for keeping employees connected,
including The Joy Channel (for spreading
positivity), #CaryStrong to give shoutouts to
various projects, and the Weekly Virtual Article
Club, where a facilitator leads an article discussion
over important topics, whether masks, mental
health, or inequality.’

The City of Lexington is using Zoom to foster
candid discussions about working from home, the
challenges, and opportunities, considering different
workstyles, coupled with periodic in-person socially
distanced team meetings outside in parks. Some
resources they find valuable:

e Primer on Managing Remote Employees

e Motivating Remote Employees

i Dehart-Davis, Leisha, “Pro Bono Employee Survey, Addressing COVID Stress, Innovation Lab,” Sept. 28, 2020.
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APPENDIX A
NATIONAL INTERNSHIP AND
FELLOWSHIP PROGRAMS

Below is a list of some established programs that could serve as a model for your own program, or that

offer assistance with getting a program established. Or, like the Local Government Management Fellowship

(LGMF) Program, actually help broker the screening process to make getting a top-notch Fellow easier.
1. Local Government Management Fellowship (LGMF):
icma.org/lgmf

2. City of Phoenix, Arizona Management Intern Program:
phoenix.gov/budget/management-intern

3. City of Kansas City, Missouri Cookingham-Noll Fellowship:
https://cookinghamnoll.wixsite.com/cookinghamnoll

4. City of Long Beach, California Management Assistant Program:
http:/www.longbeach.gov/hr/jobs/internship/

Find more internships or Fellowships at https://icma.org/find-internships-and-fellowships

or by searching ICMA’s job board at https:/icma.org/job-center

Would you like to see your internship or Fellowship listed in this guide or on our website?
Email careers@icma.org to get listed.

ICMA MANAGEMENT INTERNSHIP GUIDEBOOK
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APPENDIX B

TESTIMONIAL FROM LOCAL
GOVERNMENT MANAGEMENT FELLOWS

Most Fellows continue in local government and are
thriving because of their Fellowship experience.
Fellows have said that their experience helps them
put practice into policy, and that local government
is the ideal place for this to happen. The program
is a great opportunity to gain diverse experience
in multiple departments, work at the top levels of
local government alongside some of the leading
professionals in the field, and demonstrate to
citizens that government can be responsive, that
it can provide them exceptional service, and

that they really have a voice in the community.
The mentorship, experience, challenges, and
opportunities are simply extraordinary.

Read what a few have to say about the LGMF
program:

Jonathan Radermacher
City Administrator, City of Little Falls, MN
2008 Fellow, Sarasota County, FL

“My Fellowship experience has allowed
me to have an excellent preview into
the world of city management, and
currently as the city manager of a
small rural Minnesota community it
has been very helpful despite the obvious difference
of size and location from Madison, MN, to Sarasota
County, FL.”

Nathan Thiel
Village Administrator, Village of Pleasant Prairie, WI
2007 Fellow, Riverside, IL

“I can’t say enough about the
Fellowship program. The local
government management profession is
a bit intimidating to enter, and the
Fellowship didn’t just get my foot in the
door, it opened it. By the end of the Fellowship, | was
serving as an interim director of public works, and two

years later | am now a city administrator. This program
not only helps identify future management issues; it
also helps develop future managers.”

Tanisha Briley
City Manager, City of Gaithersburg, MD
2006 Fellow, Davenport, IA

“Shaping the future of a dynamic city
like Davenport is an immensely
humbling and worthwhile experience.
Each day affords a new opportunity to
move the community forward and |
can’t imagine a better way to start my day.”

Mary Furtado
Deputy County Manager, Catawba County, NC
2004 Fellow, Sarasota County, FL

“Every day is so different in my job—
I'm challenged and invigorated by the
variety. | have been put into positions
that stretch my competencies and

: force me to grow as a professional, and
I recognize the value of that. My participation in the
Fellowship laid a solid foundation of experience for
me, and | have been building on it ever since.”

Robert Bechtold

Interim Deputy County Administrator, Beaufort
County, South Carolina

2020 VLGMF, Beauford County, SC

“l explored a number of post-service
paths in the time leading up to my
retirement. The inherent need to be of
service continued to surface and |

- believe that is what pulled me toward
local government leadership. Beaufort County
Administrator Ashley Jacobs ensured | had exposure
to all aspects of municipal leadership during my
fellowship. | cannot envision a better path from the
military to working in local government.”

20
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Jalatama “Jolly” Omar
2020 Fellow, City of Davenport, IA

“Throughout my time with the City of
Davenport, and serving as a
management analyst for the Fire

' Department, | have gained a

WA significant understanding of public
service, and the daily impact that our profession has
on the lives of residents. Furthermore, the fellowship
allows me to build on learned skills and experiences,
and also examine different techniques and best
practices from colleagues within the City.”

&

Kimberly Winarski
2020 Fellow, City of Anna, TX

“This Fellowship has been a great
opportunity to do everything. | thought
| was passionate about public service
and a career in local gov before - but
now that passion is mine to foster,
develop, and grow on a daily basis. | find habitual joy
during my fellowship in being able to solve evolving
complex technical and human-centered challenges, to
have variety in my learning experiences, and to work
with skill and authority on projects that matter to my
community.”

Jessica Wilkus
2020 Fellow, City of Fort Lauderdale, FL

“As a Fellow, | am blessed to | have
been given the opportunity to develop
my skills in a challenging environment
and gain valuable career insight from
local government leaders. | am
fortunate to have found a career that focuses on
creating a community of neighbors and building a
prosperous city for future generations.”

Risi Karim

2020 Fellow, City of Edina, Minnesota

“A fellowship allows you to immerse
yourself into a local government in the
best way possible. | entered my
fellowship with the mindset of self-
discovery, using my time in Edina to
figure out my strength and weaknesses to better

improve my management skills; while also having the
opportunity to stay engaged with the community and
work on meaningful projects that would alleviate
some of the issues currently facing the community.”

Aaron Sather
2019 Fellow, Dakota County, MN

“The LGMF Program affirmed that |
made the right choice in pursuing a
career in Public Service. It has allowed
me to leverage my education, interests,
and skills while gaining valuable
experience in a high demand field. Without the
Fellowship | would not have made many valuable
connections to other professionals or had the
opportunity to work on numerous projects.”

Kirstin Hinds

Community Development Director,
City of Freeport, IL

2019 Fellow, City of Freeport, IL

“The Fellowship has challenged me to
grow personally and professionally
more than | thought possible, moving
from Fellow to Department Head in 12

: months. | am beyond thankful for the
opportunity to be an ICMA LGMF, and for all of the
people I've met along the way! This program solidified
my love for public service as a career.”

Katharine Labrecque
2019 Fellow, Town of Lexington, MA

B “After graduating with my MPA, the

I LGMF was the clear and best next step
for me and provided me with an
incredible opportunity to enter the local
government profession. As a Fellow, I've
developed the necessary management and leadership
skills to confidently step into a management role in an
organization. | gained these skills by working closely
with our senior management team on a variety of
projects, which gave me the opportunity to be a part
of critical policy discussions and decision-making
processes. The Fellowship is an immersive experience,
and | highly recommend it to anyone who’s eager to
dive into the local government profession.”
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Jeffrey Sedlacek
2020 Fellow, Cleveland County, NC

“Being a part of the LGMF program
allows for aspiring young professionals
to enter an organization and learn
from a mentor on ways to be
successful in local government
management. As a fellow, | have been able to work
with management at all levels of the organization,
lead projects, and have the support of both the host
organization and ICMA.”

Maddison Powers
2020 Fellow, City of Covington, GA

“ enjoy being a Fellow as it has given
me the opportunity to manage projects
in each department. | get to work
alongside front-line staff to tackle

- cross-cutting issues in our community.
My position, working in a full service small city that has
all utilities and public safety, including a 911 center,
has given me the opportunity to see each department
working to better the lives of our residents.”

If you are interested in becoming a Fellow or hosting a Fellow, please contact ICMA at

Igmfprogram@icma.org.
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APPENDIX C

INTERNSHIP CASE STUDIES:

Contributed by ICMA’s Breaking into Local Government Task Force

Points to Consider When
Using an Intern

Below you will find suggestions to consider when
hiring an intern. These suggestions are based

on the collective experience of ICMA members
working with multiple interns over the years.

In general, interns can provide a great way to
research and implement time- consuming projects
or handle day-to-day administrative issues. They
provide a new perspective and offer mentoring
opportunities to managers and department
directors to pass along their legacy.

In order for interns to provide the optimal benefits
to your office and community, it is important

that you spend time with them upfront to assess
their skills and to explain office expectations.

This is important because each intern’s skills vary
significantly depending on the intern’s educational
level (from high school to postgraduate level). Many
of them have limited professional work experience
and may not go through typical employee
orientation programs that explain baseline
expectations. Whether their internships are paid

or unpaid typically confers different levels of
expectations and responsibilities as well. Therefore,
it is important to outline the expectations with the
intern early on to avoid confusion.

The following is a list of issues and suggestions for
your consideration as you develop an internship
position and hire an intern. Not all items will be
relevant, but they are provided as a sample for you
to consider upfront. Look for the items that are
most relevant to your community and implement
strategies to ensure a positive experience for both
you and the intern.

Position development or pre-offer

e Set job expectations. What type of work will
be done? Develop sample assignments and
skills to be learned. Think of lingering projects
that need attention.

e Organize the position in a way that will
require little direct supervision. Larger
research projects often offer this opportunity.

e |dentify time expectations. Develop the
internship length and hours per week.

o Offer flexible hours/options for working
from home.

e Note whether the job could turn into a
permanent position. If such a possibility is
limited or nonexistent, state this upfront
so the intern does not have unrealistic
expectations of where the job can lead.

e |dentify professional development opportunities.
Will the intern attend professional conferences,
trainings, meetings, etc.?

Starting work:

e Use of social media. Is it okay to use
government computers or personal own
devices to update personal Facebook/social
media accounts on the job?

e Policies on the use of personal devices on
the job.

e Confidentiality expectations. Staff meetings
or one- on-one meetings may cover items
that are expected to remain confidential.

e Notice of planned absences and sick time.

e [fitis a paid position, limitations on the hours
that can be worked and approvals for work
outside of that time frames. Some interns are
very motivated and may put in a lot of extra
time outside of work that may conflict with
state labor law regulations or your budget for
the position.

e Protocols/expectations. For example, come
to the supervisor with suggestions; if asked
by others to do assignments, all materials go
through the supervisor or project manager.

e Restrictions, including on cell phone usage,

when driving government vehicles or using a
personal vehicle for work.
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e Public perception (fishbowl effect). Explanation
that when the intern is driving a government
car, wearing the agency insignia or otherwise
identifying as part of the government, the
public is watching, and that even legal
behaviors may reflect poorly on the agency.

e Job interviews. Consider interviewing the
intern beforehand. Allow for flexibility
in scheduling inter- views to account for
interviewees’ varied schedules.

e Task flexibility. Allow the intern to have fun
and explore. Let their creativity flow to the
benefit the community.

e Mentoring. Will you serve as a mentor to
the intern? If so, what does that entail? Keep
in mind that this looks different for every
individual mentor.
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INTERNS MAKING A DIFFERENCE IN

GOVERNMENT: CASE STUDIES
THE SUPERVISOR PERSPECTIVE

CASE STUDY 1:

CITY OF CHARLOTTESVILLE, VA

Human Resource Department

Q&A with internship mentor Leslie Beauregard, Director of Budget and

Performance Management

Q: Did the intern provide value to the county
and how? In the big picture, did the intern save
the county money (i.e., how would the work
otherwise get done)?

A: Yes, the intern did certainly provide significant
value to the city. Ryan worked on various special
projects and detailed work that our small staff

of two would have to find the time to do, taking
away from larger more strategic issues. A really
good intern becomes part of the staff and is able
to do more com- plex projects in an efficient
manner. The intern wants meaningful experience
and making sure they get that is always high value
and will result in a great work product.

Q: How did you organize projects for your intern?

A: We would try to come up with a meaningful
large project that has a research component and
could be completed within the time frame of his/
her internship. As their mentor, | would explain
the problem/situation and what we needed to
find out. As staff, we gave the interns as much
direction as possible on how to start the project
and then we would let them use their own
research skills. | also gave interns specific projects
like updating spreadsheets, inputting survey data,
and editing documents.

Internship Snapshot

City of Charlottesville, VA

Budget: $146m general fund
Staff: 923 full time equivalent employees

Major Projects:

e budget document preparation
¢ financial spreadsheet updates
e survey data analysis and input

Details:

e budget intern

e unpaid internship
one month tenure
15 hours/week

“Ryan was a tremendous help during one
of our busiest times of the budget planning
process”

— Leslie Beauregard
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Q: Some people are hesitant to use interns
because of the perception that the intern would
take too much time. How do you manage interns?

A: Early on, the expectation is set that the intern
needs to be able to think on their own so that they
can work independently, once direction is given.
But to also feel comfortable asking questions
when they don’t understand something. This has
worked well in my experience.

Q: Where do you do outreach to find your
interns? Was the internship paid or unpaid?

A: Our office usually works through the University
of Virginia Internship Program. Students receive
class credits to participate in an internship.

Q: Advice for someone considering using an
intern?

A: Don't hesitate! It's worth the effort and time.
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CASE STUDY 2:

WASHTENAW COUNTY, Mi

Office of Economic and Community Development
Q&A with Washtenaw County internship supervisors

Q: Did the intern provide value to the county
and how? In the big picture, did the intern save
the county money (i.e., how would the work
otherwise get done)?

A: It depends on the intern; good ones, absolutely.
Bad ones: no. A good intern is enthusiastic about
whatever the project happens to be, cares about
learning the subject matter, has good organization
and research skills, and can work independently. A
bad intern does not listen to directions, complains
about the work, or is not very skilled. Good interns
do save money and/or get work done that would
otherwise not get done, because those projects
are lower on the priority list, i.e., updating reports
or doing a research project that adds value to the
organization but would otherwise not get done
during the regular workday.

Q: How did you organize projects for your intern?

A: Our staff would try to come up with a
meaningful large project that has a research
component. As their supervisor, | would explain
the problem/situation and what we needed to
find out. As staff, we gave the interns as much
direction as possible on how to start the project
and then we would let them use their own
research skills. | have also given interns specific
projects like compiling information, updating
reports, etc.

Q: Where do you do outreach to find interns?
Was the internship paid or unpaid?
A: We usually found interns through university

professors’ referrals and work study.

Q: Advice for someone considering using an
intern?

Internship Snapshot

Washtenaw County, Ml

Population: 344,791
Staff: 923 full time equivalent employees

Major Projects:

e program evaluation

e maintaining CDBG program files
® surveys

updating Website

liaison to community group

Details:

internship program

paid internship

Averaged 10-20 hours week (depending
on funding and the intern’s time)
supervised by OECD staff

“As staff, we gave the interns as much
direction as possible on how to start the
project and then we would let them use their
own research skills.”

— Jennifer Hall, Washtenaw County

A: Interns need to be able to reason and think on
their own so that they can work independently
once direction is given. My advice is for your staff
to come up with bigger projects that the intern
can work on independently. Also, find space to fit
interns in your office. For our interns, wherever we
could find a space—it was used, even if we had to
beg and borrow.

ICMA MANAGEMENT INTERNSHIP GUIDEBOOK

27



CASE STUDY 3: YPSILANTI, Mi

City Manager’s Office

Q&A with internship supervisor Judi Smith, Human Resources Manager,

Ypsilanti, Mi

Q: Did the intern provide value to the county
and how? In the big picture, did the intern save
the county money (i.e., how would the work
otherwise get done)?

A: | have been very fortunate to have interns
willing to learn all aspects of Human Resources.
This in itself provides value to the city and
knowledge to the intern. | believe the reason
why so many of our interns have been successful
in obtaining such good jobs after graduation

is because of the training they received here.
We don’t have them doing “grunt” work; they
are doing hands-on projects, like updating our
website, revising job descriptions, participating in
negotiations, interviews and preparing new-hire
paperwork. Their value to us speaks volumes.

Q: How did you organize projects for your intern?

A: | started out with one main project for the
intern. My last intern scanned all our employee

5 x 7 cards with all their pertinent data. Now when
people call for reference checks, everything is on
the computer (e.g., their previous positions, raises,
date of hire and termination, etc.). Because HR
always has the unexpected come up, | have the
intern work on a lot of various projects such as
surveys, reports for insurance companies, Workers
Compensation reports, etc. | try to plan out their
work on a week-by-week basis. The next intern |
have is going to launch an employee Orientation
Program for the city.

Q: Some people are hesitant to use interns
because of the perception that the intern would
take too much time. How do you manage interns?

A: | follow-up with my interns on a weekly basis
to see how they are coming along and if they

are on track to complete their work on time. If
not, I'll ask if there is something | can do to assist
them. | like to give them a sense of ownership

to their assignments. Once | know that they are
responsible and dependable to get their tasks

Internship Snapshot

City of Ypsilanti, Ml

Population: 19,435
Home of the Eastern Michigan University

Budget: $14.3m general fund

Staff: 923 full time equivalent employees
Major Projects:

participating in negotiations

e revising Job descriptions

e preparing new hire paperwork

e conducting interviews

Details:

e graduate student internship program

e paid internship

e Averaged 10-20 hours per week during
the school year and maybe more during
the summer

“I believe the reason why so many of our
interns have been successful in obtaining
such good jobs after graduation is because of
the training they received here.”

— Judi Smith

done, | don’t do much follow-up. | let them know
from the beginning of their internship that I'm not
their babysitter, but | do hold them accountable.

| also let them know that I'm accessible for any
questions they may have.

| also feel that interns should have a voice in
expressing their ideas. With collaboration, we can
usually come up with the best possible results.
My advice is to listen to interns and enjoy them.
Once they learn the office protocol, they are truly
a valuable asset.
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CASE STUDY 4: YPSILANTI, Mi

City Manager’s Office

Q&A with internship mentors Edward Koryzno and Bob Bruner, Ypsilanti City

Manager’s office

Q: What made you want to start your internship
program? Did the interns provide value to the city
and how?

A: Necessity is the mother of invention. We had
more work to do than people to do it in Ypsilanti.
The city is a university community, and the
University of Michigan isn't far away either, so it
seemed like a natural fit to get good people into
the office to help.

Each intern performed very well and provided
valuable service. One of our first interns prepared
and presented at a council meeting the data
justifying the city income tax election. Our next
intern assembled the first online complaint system
among other projects. The following intern led

the historic Freight House renovation project and
establishing the Administrative Hearings Bureau
and her successor assumed the Freight House
project, website redesign, and other projects.

Q: How did you organize projects for your intern?

A: Our assistant city manager initiated and
maintained the internship program in the city
manager’s office.

We usually picked a project on which we needed
work done that we felt would be challenging for
an intern.

We had a specific set of duties and projects for
interns to perform. Some were ongoing duties and
others were one-time projects. The ongoing projects
were easy. You just create and document processes
the intern can follow. One-time projects are more
specific and require more time and attention.

Q: Some people are hesitant to use interns
because of the perception that the intern would
take too much time. How do you manage interns?

A: | understand the hesitation, but the right intern
can be invaluable. | was there for support as

Internship Snapshot

City of Ypsilanti, Ml

Population: 19,435
Home of the Eastern Michigan University

Budget: $14.3m general fund
Staff: 923 full time equivalent employees

Major Projects:

grant management

disc golf course creation

Administrative hearings bureau creation
Website redesign

e new program Analysis

Details:

e paid internship

interns averaged 10-20 hours/week
during the school year and 20-40 during
the summer.

supervised by Assistant city manager
interns mentored by city manager

“l understand the hesitation [to have an
intern], but the right intern can be invaluable”

— Edward Koryzno

“If you match the right intern with the right
projects, then supervision takes less time
than doing the project yourself!”

— Bob Bruner

Bob Bruner primarily supervised the interns. The
supervision required depends greatly upon the intern’s
level of experience and the duties and projects
assigned. Supervision is easy if you match the right
intern with the right projects. Then supervision
takes less time than doing the project yourself.
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INTERNS MAKING A DIFFERENCE IN

GOVERNMENT: CASE STUDIES
THE INTERN PERSPECTIVE

Q&A with intern Ryan Henderson, City of Charlottesville, VA

Q: How did you find your internship?

A: | was seeking an internship over the winter
break of school that would allow me to work

in a municipality and start gaining meaningful
experience working in local government. Currently
concentrating my MPA in financial management
and local government administration, | was
interested in finding an internship that would
allow me to apply what | had learned in my

first semester of graduate school to real-work
situations. That opportunity presented itself when
| began interning in the Office of Budget and
Performance Management, in Charlottesville, VA.

Q: Did your interest in local government increase
during your internship? Why?

A: Yes. During my four-week internship | was
always busy and always felt that | was lending a
valuable and helpful hand to the office. It gave me
a great taste of not only what it's like to work in a
budget office, but also what it’s like to work in local
government. For an MPA student who is solely
interested in pursuing a career in local government,
it was an amazing chance to get a glimpse of the
environment in which | want to work.

Q: What do you think was the single most
important benefit you received through your work
in internship? How did the organization benefit?

A: During the weeks that | interned with the
Office of Budget and Performance Management,
and under the guidance of the director of
Budget and Performance Management, Leslie
Beauregard, | was assigned various projects

using Microsoft Excel. | spent weeks updating
and adjusting budget spreadsheets as well as
inputting 2010 actuals. As someone whose
previous experience using Microsoft Excel was
limited, | found my work to be satisfying and
extremely beneficial. Along with the work | was
doing with budget spreadsheets, | was also asked
to review the budget-in-brief from the previous
year and make suggestions on improving the
context and content of the document. For my
final project | reviewed and processed over
300 budget surveys, information that would be
analyzed by both the city man- ager’s office and
city council.

Q: How are the internships helping you in your
actual job search?

A: My internship was the first one | ever had
working within a municipality. My previous
internships varied widely, from working at a local
radio station to working for a political campaign.
This had a more important meaning to me because
it related directly to what | was studying and to
what | want to pursue in terms of a career.

Q: Did your internships inspire you to have an
intern of your own in future local government
work?

A: The commitment | felt toward the organization
and the personal benefit | received were the

two things that made my internship incredibly
meaningful. | can only hope that future internships
in local government prove to be as meaningful as
this one was.
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Q&A with intern Dan Hogan, Office of Budget and Performance
Management, City of Charlottesville, VA

Q: How did you find your internship?

A: During the summer of 2011 | worked as an
intern in the city of Charlottesville’s Office of
Budget and Performance Management as part of
the University of Virginia’s University Internship
Program (UIP). As a candidate for a major in
economics and a minor in mathematics, | saw

the internship position available at city hall as a
worthwhile opportunity to investigate the careers
open to college graduates in my area of study and
to experience working in an administrative setting.

Q: Did your interest in local government increase
during your internship? Why?

A: Absolutely! After completing this internship and
meeting with one of the assistant city attorneys,

| decided that | wanted to pursue a career in law
that includes some time in local government.

Q: What do you think was the single most
important benefit you received through your work
in internship? How did the organization benefit?

A: The single most important benefit | received
through the internship was the direction |

received from my sponsor, Leslie Beauregard. At
each stage of my internship, she made me feel
comfortable and involved. | found her direction

to be the key force in making my internship a
positive experience. She consistently took time

to introduce me to co-workers, expose me to the
inner workings of government, and entertain any
questions | had. The organization benefited by the
daily tasks | was able to complete.

| was assigned a number of tasks over the

course of my internship. Chief among these

were the update of the budget history record

for the city and assistance in developing the

Plan, Perform, Perfect Program (P3). The former
task predominantly involved data entry and
organization while the latter included revision of
online performance scorecards, attendance at
project meetings, and coordination with P3 team
members to perform various project assignments.
In both cases | worked with the satisfaction of
knowing that my efforts, however marginal, would
ultimately help facilitate efficient government
operation in Charlottesville.
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Q&A with intern Brittany Mollica, Office of Budget and
Performance Management, City of Charlottesville, VA

Q: How did you find your internship?

A: As the summer following my freshman year at
UNC Chapel Hill approached, | began searching
for an internship in a field related to mathematics.
My father, who has worked for the public works
department for the city of Charlottesville,
forwarded information regarding the internship
opportunity with the Office of Budget and
Performance Management. After reading more
about the internship, | decided it would be a great
opportunity and applied.

Q: Did your interest in local government increase
during your internship? Why?

A: Coming into this internship, | knew very little
about Charlottesville's local government. One of
the first projects | worked on involved reading
over the budget document for FY 2013-14.
Simply becoming more knowledgeable about how
Charlottesville’s government worked increased my
interest in local government. The knowledge that

| gained from this internship has encouraged me
to want to learn more by taking government- and
political science-related classes; | now know that |
find this area of study interesting and that | would
love to further pursue this interest when back in
Chapel Hill.

Q: What do you think was the single most
important benefit you received through your work
in internship? How did the organization benefit?

A: Overall, this internship was a great experience,
and | am lucky to have had the opportunity to
spend my time here this summer. The single most

important benefit | received from interning in
this office is the wide variety of people | had the
opportunity to meet and work with. | worked on
various projects with people from many different
departments, and | gained a much broader view
of how the different departments work and
collaborate. The city benefited from having me

as an intern in that | brought a completely fresh
and neutral perspective because | knew very little
about Charlottesville's government beforehand.
For example, this summer was the first time | had
ever read the budget document, which allowed me
to quickly notice any errors or items that needed
to be changed.

Q: How are the internships helping you in your
actual job search?

A: This internship has helped me to focus my ideas
for my career search; while | know | want a job
that involves mathematics, | now can also be sure
that | would enjoy working in a larger organization.
| also know that | would enjoy working in local
government. | like the idea that | could find a job
where my voice can really be heard and | can have
a direct impact on my community.

Q: Did your internships inspire you to have an
intern of your own in future local government
work?

A: | would absolutely want to have an intern if |
were to work in local government in the future.

I was lucky to have the opportunity to learn so
much by working in local government this summer
and would definitely want to provide someone
else with an experience similar to the one | had!
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Q&A with intern Rebecca Lurie, City Manager’s Office,
Cities of College Park and Bowie, MD

Q: How did you find your internship?

A: The city of College Park position as the liaison
to the city council was advertised in an op-ed

in the University of Maryland (UMD) student
newspaper, The Diamondback. My internship with
the city of Bowie, Maryland, was a partnership
between Maryland Municipal League (MML) and
the UMD School of Public Policy. The school
Career Council told me about the application.

Q: Did your interest in local government increase
during your internship? Why?

A: Yes. | found that unlike my federal internships,
the timeline for getting major policy changes in
local government was reasonable, the issues being
dealt with were close to people’s lives, and | was
interacting directly with the constituents. | am
very likely to work in local government now; | am
currently searching for a position with a strong
preference for the local level.

Q: What do you think was the single most
important benefit you received through your work
in internship? How did the organization benefit?

A: The most important benefit | received from
these opportunities, though the benefits were
numerous, was the feeling that | was making

a difference in these communities, not just
answering phones and making copies. It was that

feeling that made me seek out other opportunities
in local government. | think College Park benefited
because they had someone who understood not
only the realities they were facing but also the
student community. | was able to help the council
to see the issues from the students’ perspective
and also educated the student body about council
policies and reasoning. Bowie was launching a
new program, the part of the process that takes
the most staff time, and | was able to help get
part of the program set up and partially executed,
allowing their staff to concentrate on bigger parts
of the program that were having larger start-up
problems.

Q: How are the internships helping you in your
job search?

A: In all of the interviews that | have done so

far, the people | have spoken with have been
impressed that | have so much experience, and it
has given me a base of knowledge to be able to
discuss the issues that cities face.

Q: Did your internships inspire you to have an
intern of your own in future local government
work?

A: Knowing what a great experience it was for me;
| would absolutely love to host an intern if | am
ever in the position to offer a quality opportunity.

ICMA MANAGEMENT INTERNSHIP GUIDEBOOK

33



Q&A with intern Robert Riker, City Manager's Office,
Cities of College Park and Bowie, MD

Q: How did you find your internship?

A: | was contacted by the previous intern (who
was still in the position) following a column | wrote
for the student newspaper. We talked about some
of the projects she was working on and my ideas
about economic development and supporting local
business. When she made the decision to move to
a new job, she reached out to me to see if | might
be interested in the intern position at the city.

Q: Did your interest in local government increase
during your internship? Why?

A: My interest in local government certainly
increased as a result of this internship. Initially

| did not have any intention of working in local
government long-term but now | am not so sure.
Having had experience with the public, private,
and nonprofit sectors, | feel it has really helped
me gain some perspective. | really enjoyed the
dynamic of local government; there is camaraderie
in working together for constituents and council,
and you really feel like you are part of a team. It is
also nice that you are doing something important
and making some improvement at the local level.
That is a feeling | had here at the city and interning
at a nonprofit, but not something | experienced in
the private sector.

Q: What do you think was the single most
important benefit you received through your work
in internship? How did the organization benefit?

A: The most important skill I learned through
working at the city was flexibility. You never know
what issue might arise or what you will need to
work on next. It means you have to be prepared
to learn new things, be ready for change, and

not be upset when your ideas get changed or
scrapped. In terms of personal benefits, | would
say that getting to work in an office with such

warm and caring people and building relationships
with them has been my biggest personal benefit.

| really feel like | belong here. In terms of benefits
to the city, | would like to think that the city as a
whole benefited from my work, particularly as a
bridge between the old economic development
coordinator and the new one.

During the transition period | took over some
projects to help ease the transition. Once the new
coordinator started, | brought him up to speed on
College Park and his job. Over my 17 months here,
| was involved in a lot of projects, from hosting
events, to helping create business organizations,
to doing business inventories, to running websites
and social media; so hopefully the city benefited
from all of those efforts.

Q: How are the internships helping you in your
job search?

A: It has given me experience doing a lot of
different things and interacting with a lot of
different people, which is invaluable in the job
market. | am confident that my experience working
for the city and my recommendations will help me
in future job searches.

Q: Did your internships inspire you to have an
intern of your own in future local government
work?

A: | would definitely be interested in having an
intern sometime in the future. Aside from doing
various useful tasks, interns bring new perspective
and fresh ideas and may possess unique skill sets
that can be really valuable. The value an intern
adds to an office or project is a combination of
the intern, his or her project, and the supervisor;
these things create a lot of potential for a positive
impact. It is also a great way to introduce someone
to a field.
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Q&A with intern Nijah Fudge, City of El Dorado, KS,
Office of Budget and Performance Measurement

Q: How did you find your internship?

A: | found my internship through my current
master’s program, the KU Master of Administration
program. Several employers notify KU advisors,
who then notify students of job opportunities.

Q: Did your interest in local government increase
during your internship? Why?

A: My interest in local government was motivated
by my master’s program, which emphasizes local
government. My internship experiences reinforced
my inter- est. Successful project completion

that includes tasks like grant writing, project
management, promoting economic development,
and collaborating with schools and nonprofits have
motivated my passion for the field. My experiences
have taught me that | can make a valuable
difference in the community in which | work.

Q: What do you think was the single most
important benefit you received through your work
in internship? How did the organization benefit?

A: The most important benefits | received

were practical experience and application.

The organizations | interned with have greatly
benefited through the results of the projects

I've completed. | was given tasks that no other
department head had time to complete. Each
project | successfully completed helped further the
progression of the body.

Q: How are the internships helping you in your
actual job search?

A: My internship experiences are helping me build
my career. | have begun interviewing with other
organizations for project management and analyst
positions. Without my internship experiences

| would not be qualified enough to further
advance my career despite my education. Without
internship opportunities, | would be forced to seek
work outside of the field.

| have a passion for this field, which is why | have
invested my time, money, and cognitive energy
toward the obtainment of a Master of Public
Administration degree. Working outside of the public
administration field is the last thing | want to do.

Q: Did your internships inspire you to have an
intern of your own in future local government
work?

A: Internships are necessary for any professional
organization that wishes to stay viable. Internships
provide the opportunity to educate the next
generation, and at a low cost in most cases. Overall,
the opportunities yield great gains. When given the
chance | will create an internship to help continue
to inspire others to continue the work that | have
become so passionate about. The internship
opportunity provides a safe environment in which
people can learn how organizations function and
how to make a career out of their experiences
before they take on more responsibility.
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Q&A with intern ljun Lai, Office of Economic and Community
Development, Washtenaw County, Ml

Q: How did you find your internship?

A: It was posted through the University of
Michigan Gerald R. Ford School of Public Policy’s
website for job and internship listings. | responded
to the post and applied for the internship.

Q: Did your interest in local government increase
during your internship? Why?

A: Yes, it increased. | saw the immediate impact
that policy decisions can have, and the great
sense of com- munity that can come from simple
involvement.

Q: What do you think was the single most
important benefit you received through your work
in internship? How did the organization benefit?

A: It was very helpful to attend many different
com- munity meetings with my supervisor and

see how the community development office team
works in terms of providing good housing and
support services to so many people in Washtenaw
County.

Q: How are the internships helping you in your
actual job search?

A: Employers were impressed with my knowledge
of local housing policies and implementation, and
| ended up working as a research analyst for a
program evaluation of a housing project.

Q: Did your internships inspire you to have an
intern of your own in future local government
work?

A: I'm actually back in school to get a PhD. In the
future, if | work in local government, of course I'd
love to have an intern.
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Q&A with intern Greg Modd, City Manager’s Office,

City of Ypsilanti, Ml

Q: How did you find your internship?

A: | went to a Greater Ann Arbor Society for
Human Resource Management (GAASHRM)
meeting and met a chair member who knew the
Ypsilanti HR manager (my supervisor) and asked
me if | would be interested in the position. |
forwarded my résumé to the chair member who
sent it to the HR manager. | interviewed and
landed the position.

Q: What do you think was the single most
important benefit you received through your work
in internship? How did the organization benefit?

A: The single most important benefit | received
during my internship was the HR manager’s
ability to help me transition my skills from military
human resources to civilian human resources.

| believe | had an impact on the city because |
single-handedly obliterated a cumbersome and
redundant paper-based system. | took over 40
years of records and uploaded them into an

e-system that helped streamline organizational
efficiency. Additionally, | was able to provide
logical resolutions to grievances that satisfied both
management and the Union.

Q: How did the internship help you in your actual
job search?

A: As Bo Schembechler wrote, “Do the best at the
job you have and people will take notice and come
after you.” Our HR manager always spoke very
highly of me to her associates. My reputation as

a hard worker who is intelligent and meticulously
organized preceded me, and | received a call from
PMA Consultants when a position opened up,
because they heard good things about me.

Q: Did your internships inspire you to have an
intern of your own in future local government
work?

A: If | was ever to work in local government again,
I would definitely love to have an intern.
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Q&A with intern Jason Wicha, City Manager’s Office,

City of Ypsilanti, Ml

Q: How did you find your internship?

A: As one of Ypsilanti’s first interns, | actually
reached out to Ypsilanti and some other
communities asking for opportunities to intern.

| heard back from Ypsilanti’s assistant city manager
saying that they could bring me on board but

that they didn’t have any money, so it would

be an unpaid internship. | was told that interns
are allowed to do real work and it will be a very
valuable experience for me. | started as a part-
time summer intern and was able to shadow the
manager and assistant city manager, which allowed
me to watch and learn. | stayed beyond the summer
into the fall and received more hours after that
when | was offered a full-time paid position.

Q: Did your interest in local government increase
during your internship? Why?

A: Yes indeed! It was my first taste of local
government and it opened my eyes to the fact that
| wanted to be in this profession.

Q: What do you think was the single most
important benefit you received through your work
in internship? How did the organization benefit?

A: During my internship, the city manager had to
take time off for medical reasons, and the assistant
city manager was not in the office at the time,

so | served as acting city manager. In the long

run, that time spent as acting city manager was
the most beneficial. In the short term, the deep

experience and trust that | built up in the first
8-9 months was the most beneficial. | am most
appreciative of the fact that the city manager and
assistant city manager really allowed their intern
to jump into city government and even sit in on
the meetings as a non-speaking attendee. The
organization benefited because they were able

to continue projects even while the actual city
manager was sick. That provided a super great
opportunity for both me and the city. The only way
you will learn is through experience and watching
others. | acquired a level of comfort through this
experience, especially for political dynamics.

Q: Did your internships inspire you to have an
intern of your own in future local government
work?

A: | always view my time in Ypsilanti as a template
of how managers should help nurture and mentor
entry- level people. | can’t say “younger people”
because I'm pretty young myself. As town manager,
| have offered unpaid internships to people in

my current community of Thornton, IL. | feel that
unpaid interns are really dedicated and motivated
to work, not just make a paycheck. | really pull
students into the positions and nurture them.

| receive my interns through the interns reaching
out to me. The Northern lllinois MPA program
communicates with me if students are interested
in paid or unpaid internships. | take what | can get
and do a very informal interview with the students
and then get them on board.
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Q&A with Fellow Aaron Sather, City Manager’s Office,

Dakota County MN

Q: Why did you seek out a fellowship
post-graduation?

A: The original reason | pursued an MPA was

to qualify for a LGMF Fellowship. While job
searching near the end of my undergrad study,

| saw a job posting from Dakota County for the
Fellowship and it seemed like a great way to start
a career in Public Service so | made it a goal to
get in the future. | have my Bachelor of Arts in
History, which gave me a wide skill set but didn’t
specialize me for any specific job or field outside
of history. The duties of the Fellowship intrigued
me, and after working in the private sector all
through undergrad | was interested in switching
over into the Public Sector. | applied for an MPA
program as that was the main qualification Human
Resources told me | lacked when | inquired about
the Fellowship and after researching Public
Sectors jobs for after the Fellowship it was a
recommendation from many of those positions
too. In the course of the two years it took to get
my Masters, | served as a part-time Administrative
Fellow at a smaller County in Minnesota, a Fulltime
Intern for a mid-sized suburban City of St. Paul, as
well as a seasonal Parks and Recreation worker in
my hometown. All of that eventually culminated in
being offered the Fellowship | originally set out to
get with Dakota County.

Q: Has your interest in local government increase
during your Fellowship? Why?

A: My interest in local government has increased
and changed in focus. When | first applied for

my MPA program, | was intending to be a City
Administrator as my ultimate career goal. After
working for Counties, both in my Fellowship

and for the bulk of my Public Sector career, I'm

no longer sure a City is where I'm called to be.
While | enjoyed my time in my City Internship, the
Fellowship with the County has shown me what
else Local Government can do for people and |
feel as though I'm a part of something bigger when

working at the County. | wouldn’t count serving
at a City out of my career aspirations, but | think
what Counties do better suits my interests.

Q: What do you think is the single most important
benefit you received through your work in the
Fellowship? How did the host benefit?

A: The most important benefit is the experience
I've gotten in multiple skillsets. As a Fellow, I've
been tasked with numerous projects, everything
from assisting with the development of an
Operations and Capital Budget to writing and
reviewing policies. Not only are these specific
skillsets that are important for my future career,
but they're a part of the larger skill of project and
time management. There are no moments where
| only have one single thing that | need to work
on, so knowing what to work on and when is
important. Another skillset I've greatly developed
in my time in the fellowship is interpersonal skills.
Getting people to do things for you, that aren’t
necessarily part of their everyday job tasks, done
in a timely manner so you can meet your own
deadlines is a skill of its own that takes experience
to develop and is even more difficult to do when
working entirely remote and you can'’t pop into
someone’s office to talk to them or remind them
about something.

The host organization has benefited a number

of ways. Some of the projects I've been able to
complete or assist with would not have been able to
get done or even started without my presence. An
example of this is a Policy our Parks, Facilities and
Fleet Department would like implemented around
Memorials in our Parks, Trails, and Grounds. With
the Pandemic, I've helped to complete essential
functions, such as budget and CIP development,
which are normally done by a fulltime permanent
staff who resigned a few weeks into the Pandemic.
With budget constraints the County was unable to
rehire that position and | was able to plug some of
the gaps left by that vacancy.
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Q: What are your career aspirations for
post-Fellowship?

A: In the short term of 1-5 years, I'd like to stay

at the County level, but with the current market
job market | wouldn't hesitate to go to a City
either. I've been applying for all sorts of positions,
from Assistant City Administrator/Economic
Development Director of small Cities to Assistant
to the Manager and Management Analyst
positions with larger organizations. Eventually I'd
like to be a Department Head/Deputy Department
Head of a department that provides direct services
to the Public.

Beyond 5 years, I'm not as sure about City
Administrator as my ultimate career goal like | was
back when | first started applying for my MPA and
Public Sector Jobs. With my County interest and
experience that may have shifted to be a County
Manager or even just an executive leadership role
somewhere.

Q: Did your Fellowship inspire you to have
an intern/fellow of your own in future local
government work?

A: My Fellowship, along with all of my internships
and mentors in general, have played a role in
inspiring me to want to give back to future
generations of the profession. | would not be
where | am today without the mentorship and
guidance of my past Supervisors and Managers.
My Fellowship would not have been anywhere

as successful or valuable without the support of
my Supervisor or her interest in mentoring. Not
everything you learn from the fellowship will
come from an assignment you're given, nor will it
all come from a single person. The opportunity to
learn from and grow because of the many projects
you'll work on it one thing. The people you meet,
both within your organization, the community the
organization serves, and the other Fellows within
the LGMF program, will stay with you throughout
your career. I'd like to be able to provide that to
people interested in our profession in the future.
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APPENDIX D
FURTHER READING: ARTICLES FROM
PM MAGAZINE AND ICMA

Local Government Management Fellows: Where Are They Now

Profiles of 28 local government professionals who participated in ICMA’s Local Government Management
Fellowship program.

ICMA.org - Local Government Management Fellows Thrive in Their Careers

A Day in the Life of a Local Government Management Fellow

Days for local government professionals can be very different depending on the community served. While
one day could be filled with committee meetings and handling residents’ issues, another day could be spent
diving into long-term projects. The ICMA Local Government Management Fellows are upcoming leaders in
the field who receive a firsthand look at how local government staff spend their workdays in and outside
the office.

By Kirstin Hinds, Katharine Labreque, Candice Rankin, and Ashley Wooten
PM-June 2020-Volume 102-Number 6

How I Spent My Summer Vacation...
You guessed it—at city hall—and yes, it was incredible!
By Corey Schmidt

PM-November 2011-Volume 93-Number 10

Volunteer Internships Benefit Local Governments and Students

Internships have been around for more than a decade, and numerous local governments have toyed with
the idea of offering them but not as part of the community’s volunteer program. Could it be that some
volunteer managers just aren’t sure how to sell the idea to local leaders, or maybe staff just aren’t buying
the concept?

By Robin Popik
PM-January/February 2009-Volume 91-Number 1

From the Frying Pan to the Fryer: Practical Tips on Career Advancement from a Recent Graduate

Recent grad reflects on those difficult job-searching months and is grateful that they stuck with the public
sector. Although every individual’s path will be different, the journey is worth it!

By J. Scott Sellers
PM-March 2010-Volume 92-Number 2
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APPENDIX E

INTERN/FELLOW JOB DESCRIPTIONS

Graduate Management Intern

Graduate Local Government Management
Internship

The graduate local government intern will

work under the direction of his or her assigned
department super- visor as well as of the city
manager and assistant to the city manager. The
intern will play a leading role in coordinating,
facilitating, and managing city projects that
require the involvement of multiple city
departments. He or she will be given the
opportunity to interact with department

heads and attend high-level meetings, and

to be exposed to the responsibilities of each
department and current local government issues.
The intern will meet with the city manager and
assistant to the city manager on a monthly basis
to review monthly progress and discuss potential
new projects and will be given an opportunity to
provide feedback on the value of the experience
he or she is receiving. The intern will also perform
tasks and daily activities in support of his or her
assigned department and the office of the city
manager. The intern’s interests and goals will be
taken into account for special projects.

Typical Examples of Work

The graduate local government management intern
may be called upon to do any or all of the following
(although these examples do not include all the
tasks that the intern may be expected to perform):

e Develop and enhance department operations
performance data systems

e Provide research and analysis in support of
the city’s Managed Competition initiative

e Conduct performance audits

e Research departmental and/or organizational
issues

e Draft reports detailing research

¢ Make recommendations to assigned
supervisor and/or city management

e Manage special projects

e Support assigned department with daily
activities

e Attend meetings

o Communicate with community organizations
and the public

e Assist in the budgeting process.

Quualifications for Internship

The intern must be currently enrolled in, or
recently graduated from, an MPA or similar
master’s degree program. The intern must be
willing to commit up to 35 hours per week for an
11-month obligation. Positions will remain open
until filled. Several positions are available for hire.

Management Internship

e Make a difference.
e Develop management skills.
e Gain exposure to village operations.

e Be part of a village thriving on innovation,
service, integrity, and solutions.

About the Program

The village of Bayside's Management Intern
Program is a recognized program that has been
training future municipal leaders since 2005. If
you are interested in a rewarding and challenging
public service career, this is an excellent
opportunity to apply to work in an award-
winning, high-performing municipal operation in
the Milwaukee metropolitan area.

The program is designed to attract and develop
talented individuals with an interest in a local
government management career. This program
gives selected participants the opportunity

to observe firsthand the efforts of municipal
government working on a wide array of areas and
issues. Successful participants have completed
the program and accelerated into senior-level
management positions as city managers/
administrators.
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Our program is paid, and the current recruitment
is open to talented individuals holding a master’s
degree or those who will satisfactorily complete all
coursework for a master's degree or have previous
experience in municipal government operations.

A Wide Range of Experiences

If selected, you will learn about every facet of a
municipal operation from the ground up. During
this exciting, fast-paced year, you will:

e Work on a variety of assignments and
projects that affect our organization and
community.

e Gain exposure to innovative best practices in
our award-winning organization that provides
direct service to the community.

e Use research and writing skills by studying an
issue, recommending solutions, and drafting
a management report.

e Work directly with residents and village staff
on service delivery to the public.

e Some of the projects completed by past
participants include:

e Coordinating village special events
e Compiling performance measurement data

e Assisting in development of the village’s
Sustain- ability Action Plan

e Researching and applying for grant funding

e Assisting with the continued development of
the village’s GIS system

e Learning and working in the village’s
Administrative Services Department,
developing skills in municipal finance and
human resources

e Assisting with the administration of elections
e Completing special projects as assigned by
the village manager.

Graduate City Management
Internship

The graduate city management intern will work
under the direction of the city manager and
assistant to the city manager. The intern will
play a leading role in coordinating, facilitating,
and managing city projects that require the
involvement of multiple city departments. He or

she will be given the opportunity to interact with
department heads and attend high-level meetings,
and to be exposed to the responsibilities of

each department and current local government
issues. The intern will also perform tasks and daily
activities in support of the city manager’s office.
The intern’s interests and goals will be taken into
account for special projects.

Typical Examples of Work

The graduate city management intern may be
called upon to do any or all of the following
(although these examples do not include all the
tasks that the intern may be expected to perform):

e Research issues facing the city of Royal Oak
Draft reports detailing research
Make recommendations to the city manager

Manage special projects

Support the city manager’s office with daily
activities

e Attend meetings

e Participate in strategic planning exercises

e Communicate with community organizations
and public.

Qualifications for Internship

The intern must be currently enrolled in, or
recently graduated from, an MPA or similar
master’s degree program. The intern must be
willing to commit up to 20 hours per week for a
16-week obligation.

Management Assistant
(Internship)

The city of Fort Collins Management Assistant
Program allows current Master of Public
Administration students and recent graduates
the opportunity to gain valuable career-related
experience in a wide variety of areas of municipal
operations. This position pro- vides future
municipal leaders with the opportunity to learn
from seasoned professionals in a community
consistently rated as one of the best places to live
in the country. In this stand-alone municipality
of over 140,000 residents, interns have the
opportunity to learn about the inner workings of
a full-service city.
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The intern will be provided with the opportunity
to work on projects in a variety of city
departments while maintaining a “home base”

in the city manager’s office. The intern will

be involved in research, analytical work,

and managing special projects. This position
represents a one-year internship.

Essential Duties and Responsibilities

e Assist the city manager’s office in researching

high-level issues of concern as they arise.

e Perform entry-level program analysis,
organizational and administrative field
studies, and statistical analysis of
research data.

e Report findings of research or study to the
city manager or other executive staff and
elected officials in writing and in person.

e Plan and coordinate various meetings and
internal training opportunities.

e Participate in the City Budget and Capital
Improvement Program process.

Education and Experience

Graduation from an accredited four-year college
or university with major course work in public or
business administration, political science, urban
planning, or closely related field.

Catawba County, North
Carolina

LGMF Demonstration of
Mentorship Ability

What are some of the attainable goals that you will
establish for the Fellow?

e To obtain a better understanding of
the structure and operations of county
government in Catawba County specifically
and in North Carolina generally.

e To provide practical work experience as it
relates to various county operations.

e To impress upon the Fellow the importance
of establishing excellent interpersonal
relationships to be successful as a
professional local government manager.

e To add value to Catawba County by asking
questions and sharing new ideas on how to
accomplish the work we perform.

e To prepare and develop the Fellow to
progress into a position as a professional
local government manager.

e To expose the Fellow to ICMA and the North
Carolina City/County Manager’s Association
and the resources that they offer.

How do you plan to structure the Fellow’s
experience in general?

The Fellow’s experience will be structured in
four parts:

1. Orientation and tour of county facilities

2. Educational component including attending
related in-house professional development
courses, seminars, conferences, and meetings
with community leaders

3. Practical component including working on
various projects in multiple departments

4. Community service component including
work on a community service project.

How will you ensure that the Fellow gains expo-
sure to at least one of the following areas: human
resource management, intergenerationally, or
diversity, however that issue is represented in
your community?

The Fellow will be exposed to two of the above-
noted areas. Human resource management and
diversity will be addressed as part of the practical
component through the completion of related
projects and attendance at community leadership
meetings such as the NAACP.

What do you hope the Fellow will understand about
local government and public management by the
end of the program?

Catawba County would like the Fellow to
understand the value and rewards associated
with a career as a professional local government
manager. In addition, we would like to expose
the Fellow to the tools needed to succeed

as a manager and provide an overview in the
operations associated with a county government
in North Carolina.
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What role do you see the Fellow fulfilling?

The Fellow would be participating in the
administration and service delivery of Catawba
County government.

It is expected that the Fellow will commit to a year
of learning about Catawba County government.

In addition, the Fellow will be able to apply

skills acquired through advanced study while
completing work for the county. After attending
the orientation and facilities tour of the program,
the Fellow will begin to work on management
projects in several departments, including the
county manager’s office. During the rotation of
the departments, the Fellow will observe as well
as be assigned projects on both an individual

and group basis. Many of these projects will be
molded to the interests of the Fellow. Throughout
the year, the Fellow will be asked to attend
meetings with local community leaders as well

as attend related local government seminars and
conferences as part of the educational component
of the program. Finally, the Fellow will participate
actively in a community-based project, such as
the construction of a Habitat Home.

With which specific department/initiatives/
projects would the Fellow be involved?

The Fellow would be involved with the following
departments:

e County manager, including budget and
personnel

e Human Resources

e Public Safety

e Public Health

e Planning

o Emergency Services

e Tax

e Budget

e Finance

e Technology

e Cooperative Extension.

Possible initiatives or projects could be as follows:

Small Business Assistance Program development:
In cooperation with the Chamber of Commerce,
perform best practice research and analysis on a

range of small business assistance programs in
existence. Propose a program (with an associated
budget) tailored to the needs of Catawba

County businesses and, potentially, draft an
implementation plan.

Public Safety staffing analysis: Perform
comparative research with surrounding counties
and compile cost-benefit analysis of hiring
additional employees versus continuing to pay
overtime, holiday pay, and part-time wages to
existing employees within the Emergency Services
department.

Libraries staffing analysis: Work with Libraries
and Budget to hone staffing projections for a new
branch library.

Reinventing Departments analysis: Gather
information from North Carolina counties on how
“reinventing programs” have been structured and
evaluate Catawba County’s approach within this
context. Perform quantitative analysis of year-end
spending patterns to determine whether existing
non-reinventing departments would be good
candidates to shift to reinventing.

Facilities Condition assessment: Work with
Facilities department to develop comprehensive
building condition assessment tool and to
evaluate existing buildings using this tool. Deliver
a prioritized work plan for facility renovation,
retrofit, and repair.

Farm & Food Sustainability Plan: Assist with
implementation of a plan aimed at ensuring
successful transition of local agricultural economy
and enhancing local food self-reliance through
Farm-to-Fork initiatives and other activities
identified through the community planning process.

1. Performance Dashboard update: Work with
Budget to gather the most recent statistics
for use in updating the existing performance
dashboard.

2. Budget management/analyst
responsibilities: Assume responsibility for
budget development and monitoring for one
or more county department operating and
capital budgets.

3. Cooperative Extension Cattlemen’s
Association Marketing Committee: Work
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with Cooperative Extension as project
manager/event coordinator for cattle sales/
agent source verification program that allows
local farmers to export their live animals

for sale.

4. Participate in the County’s Book Club that
reads and discusses management-related
books on a quarterly basis.

5. Participate in department head meetings and
the department head retreat.

Which staff would the Fellow work with and what
would be their relationship?

The Fellow would be working with department
heads and other senior administrative staff
throughout the program. The assistant county
manager will be assigned as the Fellow’s mentor
to provide career guidance and insight into
management and leader- ship styles. The Fellow
will also be working with the county manager on
several projects.

What sort of rotation would you provide to the
Fellow and what added value would it offer to the
Fellow’s experience?

The Fellow would have the opportunity to
work with various county departments during
the orientation phase and then by working on
different projects with various departments.

What other resources/opportunities would you
provide that would maximize the Fellow’s exposure
to local government and your time with the Fellow?

Catawba County has been active in the ICMA
Resource City/County program. The Fellow
would be exposed to the work associated with
the program. Attendance at state and regional
manager meetings would be permitted and
encouraged. In addition, Catawba County

also offers Lunch and Learn programs for its
employees. The Fellow would be permitted to
attend these programs and any other programs the
county offers on behalf of its employees. Finally,
the Fellow would be asked to attend some of the
meetings of the Catawba County commissioners.

Attendance at these meetings would expose the
Fellow to the governance model used in Catawba
County.

The Fellow will also be expected to attend all
Board of Commissioners meetings as well as
department head meetings and Catawba county
managers’ meetings.

City of Fort Lauderdale
ICMA Fellow Work Plan

The City of Fort Lauderdale is seeking three
Management Fellows for the city manager’s office.
The Management Fellows would be located within
the divisions of Structural Innovation, Budget/
Community Investment Plan and Grants, and
Neighborhood Support.

Structural Innovation Division

The city of Fort Lauderdale is developing a
strategic plan and implementing a performance
management system. The strategic plan is under
development by five strategic area teams referred
to as Cylinders of Excellence: Infrastructure, Public
Places, Neighbor- hood Enhancement, Business
Development, and Public Safety. The teams are
led by the Division of Structural Innovation and
department directors. The strategic plan will have
a five-year timeline and will be presented to the
commission for formal adoption in 2012. At least
one member of every department is included

in this process. The teams are defining goals,
objectives, performance indicators, bench- marks,
and annual action plans. After the development
of the strategic plan, each department will create
scorecards containing objectives, performance
indicators, measures, and initiatives that further
deploy the strategic plan.

The Management Fellow for Structural
Innovation would assist with the development,
implementation, and monitoring of the

city’s strategic plan and annual action plans.
Responsibilities may include:

Researching and identifying performance
indicators, targets, and benchmarks for the city’s
strategic plan and FL?Stat, the Performance Stat
meetings.

e Assisting departments in selecting and
analyzing performance measures, ensuring
the connection to benchmarking associations
when appropriate. Guiding departments
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through this process of self- evaluation
and performance improvement. Ensuring
implementation of clear performance
measure methodology and target setting.

e Assisting in development of the agenda and
background work to prepare for FL*Stat
meetings.

e Researching and proposing best practice
solutions and innovative service delivery
models with the purpose of implementing
initiative(s) to result in improvement, such
as approaches to address the homeless
population, organizational communications,
succession planning, and employee training,
for example.

e Researching and evaluating sustainability
goals, approaches, and measures.

e Assisting in conducting customer survey
analysis and links to the strategic plan.
Working with departments to refine or
improve processes to improve results.

e Assisting in identifying, managing, and
improving key processes. Working with
department staff to map processes, identify
improvements, develop action plans, and
monitor progress through achievement of the
action plan and performance metrics.

Budget/CIP and Grants Division

The division provides budgetary support services
to all city departments, including assisting with
development of the annual budget, preparing
revenue and expenditure projections, updating
the Budget Preparation Guide and Revenue
Manual, implementing budget monitoring and
controls for long-range forecasting, developing
the Community Investment Plan (CIP), preparing
a monthly department trend analysis and financial
report, and ensuring strategic alignment of the
annual budget and CIP to the goals of the city.

In addition to the budget and CIP, the division is
also responsible for audit compliance, grants, and
legislative affairs.

The Management Fellow for the Budget/CIP and
Grants Division would assist with the each of the
major functional areas. Responsibilities may include:

o Assisting with overall budget development,
including revenue and expenditure forecasts,

financial, statistical, and programmatic
research

e Assisting in analyzing departmental budget
requests; participating in each department’s
budget review; creating and analyzing
spreadsheets and financial data for the
purpose of making a recommendation for the
efficient use of funds and to facilitate short-
and long-range planning

e Assisting with the development of the
Community Investment Plan, including
evaluation of project applications,
development of informational
spreadsheets, analysis of information to
make recommendations on funding, and
preparation of reports as needed

e Assisting with conducting grants
management, including collecting program
and project data and evaluation information
to determine effectiveness of each program;
establishing and maintaining resource
library of grants and grant files; distributing
information regarding training, workshops,
and relevant publications

e Researching grant-funding needs and
identifying potential grants and matching
resources to share with grants personnel

e Attending various organizational meetings to
gain an understanding of the decision-making
process

e Performing related work and drafting written
correspondence as required.

Neighbor Services Division

Under the leadership of the city manager, the
Neighbor Services Division provides quality
outreach and enhanced services to our neighbors,
visitors, and partnering agencies. The division

is responsible for coordinating city services,
responding to neighbor-initiated requests,

and reaching out to civic, neighborhood, and
homeowners associations.

The division administers the Neighborhood and
Business Capital Improvement Programs. To
enhance the quality of life in our neighborhoods,
the Fort Lauderdale City Commission established
the Neighborhood Capital Improvement Program
(NCIP) and the Business Capital Improvement
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Program (BCIP). The goal of these programs is to
provide matching grant funds for the construction
of capital improvements that beautify
neighborhoods and businesses and enhance
quality of life for those who live, work, and visit
the city of Fort Lauderdale.

The Management Fellow for Neighbor Service
Division would assist with monitoring, executing,
and enhancing the services provided to our
neighbors.

Responsibilities may include:
e Assisting in neighbor inquiries
e Assisting in commission inquiries

e Assisting in developing a Complaint
Management System to synthesize and
analyze information

e Assisting in enhancing a Neighbor Services
web page

e Researching and proposing a system to
update/ archive projects electronically

e Assisting in coordination of the NCIP and
BCIP program and projects

e Attending HOA and community meetings/
events as appropriate

e Attending/assisting with the Utility Advisory
Committee (UAC), Education Advisory Board
(EAB), and the Council of Fort Lauderdale
Civic Associations.

e Attending city commission meetings as needed.
For further examples of job descriptions, please

go to the ICMA Job Center (icma.org/job-center)
and search for internships and fellowships.
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APPENDIX F
BACKGROUND

This internship resource was revised and updated in 2012 by combining and amending two existing ICMA
resources, the Model Internship Guidelines (Guidelines) and the Internship Toolkit (Toolkit). Special thanks
to the 2011-2012 ICMA Task Force on Internships that reviewed these two resources by streamlining
existing content and added new sections where necessary.

The original Guidelines were adopted by ICMA’s Advisory Board on Graduate Education and the NAS-PAA
Urban Management Education Committee in October 2003, stating a mutual interest in ensuring that high-
quality internships are available for MPA students.

The original Toolkit was prepared by ICMA intern Jessica Jordan, MPP student at George Washington
University, with support from with support from the following ICMA members and staff: David Ammons,
Chris Bradbury, Charles Cristello, Doug Elliott, Dan Fitzpatrick, Bill Fraser, Colin Haller, Rick Herbek,
Cornell Knight, Christal Kliewer, Joe LaFortune, Tina Leon, Mark Levin, Rocco Longo, Cecile Pettle, Cynthia
Seelhammer, Todd Selig, Paul Sharon, Louise Snyder, and Gerald Young.

Keeping with the goals of both original documents, this new resource is intended to help local government
managers and MPA programs work together to develop meaningful internship opportunities that benefit
both the student and the local government.

The work of this task force has been augmented in 2021 with content from ICMA staff and university
partners.
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Internship Task Force

Edwin L. Worsley Jr.
Chair
Deputy County Manager, County of Durham, NC

Gabriel Aponte
Human Resources Technician, County of San Mateo, CA

William R. Beith
Assistant to the Administrator, Village of Gilberts, IL

Alfred Davis
City Manager, Tuskegee, AL

James A. Hough
City Manager, Banks, OR

Anne Lewis
Assistant City Manager, Harrisonburg, VA

Andrew J. Nelson
Student, Brigham Young University, Provo, UT

Aaron O. Oppenheimer
Village Administrator, Bellevue, WI

Steven P. Schneider
Town Manager, Enfield, NH

Timothy K. Sweezey
Director of Parks and Recreation, Pell City, AL

Justin Weiss
Student, Brigham Young University, Provo, UT

Peter J. Witschen
Executive Director of Facilities Management, Nova Southeastern University, Fort Lauderdale, FL
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Foot-in-the-Door Subcommittee

(Contributing the internship case studies)

Dawn Peters
Chair
Executive Director, lllinois City/County Management Association

John Brooks
Subcommittee Chair
Senior Environmental Analyst, City of Thousand Oaks, CA

Nijah Fudge
Student, University of Kansas, KS

Kimberly L. Greer
Assistant to the City Manager, City of Dunwoody, GA

Opal D. Mauldin-Robertson
City Manager, City of Lancaster, TX

Albert Lee Tripp
City Manager, City of Airway Heights, WA

Leslie Beauregard
Director of Budget & Performance Management, City of Charlottesville, VA

Chantal R. Cotton, MPP, MUP
Assistant to the City Manager, City of College Park, MD

Jo Ella Hoye
Management & Budget Analyst, County of Johnson, KS

Other Contributors

Kristin Pawlowski
MPA Associate Director for Alumni & Employer Relations - UNC Chapel Hill, School of Government
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ICMA CAREER GUIDES

ICMA's Career Guides are local government professional toolkits to help you thrive, from
finding a position to succeeding as a first-time manager, or how to break into the profession
from another field, and preparing the next generation through internships

and Fellowships. Find all these guides at icma.org/careerguides.

ICMA

Resources for the

Interim or Acting Manager

CAREER COMPASS
ANTHOLOGY
.

THE FIRST-TIME
ADMINISTRATOR'’S
HANDBOOK

SEPTEMBER 2020

MAKING IT WORK:

THE ESSENTIAL OF
COUNCIL-MANAGER RELATIONS

IEMA | membership

Acting Manager’s IEMA
Handbook is a
guidebook to help the
acting manager make

the most of a sometimes-
unexpected opportunity.
(Member Resource)

icma.org/actingmgr

Breaking into

Local Government
A Guidebook for Career Changers

Career Compass is a
monthly column from
ICMA focused on career
issues for local government
professional staff that
appears in the ICMA
Newsletter and online.

icma.org/careercompass

Careers in

Local Government Management

First-Time Administrator’s ICMA
Handbook covers items that
should be considered before
an interview, during an
interview, before accepting
a position, and before
starting a new position.
(Member Resource)

icma.org/newmanager

Job Hunting Handbook

Making It Work: The
Essentials of Council-
Manager Relations provides
the competencies needed
to build a relationship that

is based on mutual respect,
understanding of roles, and
open communication.

icma.org/councilrelations

Management Internships
A Guidebook for Local Governments

Breaking into Local
Government will help
career-changers enter the
local government sector.
Cases include private
sector, military, and other
government sectors.

icma.org/breakingintolg

Careers in Local
Government Management
is an introduction to local
government as a career,
what city/town/county
management is, what
managers do, and tips on
education, skills, and job
opportunities related to
the profession.

icma.org/careersinlg

Job Hunting Handbook
is a resource that covers
topics ranging from
mapping out your job
search to negotiating
compensation.

(Member Resource)

icma.org/jobhandbook

Management Internships:
A Guidebook for Local
Governments helps local
government managers
and MPA programs

work together to create
meaningful internship
experiences.

icma.org/internships
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https://icma.org/node/66449
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http://icma.org/internships
https://icma.org/career-resource-guides

IEMA

Manager Evaluations
Handbook
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PREPARING FOR AN INTERVIEW

IEMA

Recruitment Guidelines

for Selecting a Local Government Administrator

Manager Evaluations
Handbook is a template for
new or tenured managers
to help

elected officials

design an effective
evaluation tool.

(Member Resource)

icma.org/evaluation

Preparing for an
Interview offers helpful
hints once you've passed
the resume screening and
have been called in for a
discussion.

icma.org/interviewguide

Recruitment Guidelines
for Selecting a Local
Government Administrator
presents guidelines to

help local governments

and executive search

firms conduct a successful
recruitment for a local
government administrator/
chief administrative officer.

icma.org/
recruitmentguidelines

MODEL
EMPLOYMENT
AGREEMENT

January 2021 IEMA | membershir

ICMA
Perparing the .
Next Generation

A Guide for Current and Future Local Government Managers

Veterans Guide to Finding a Job
in Local Government

Model Employment
Agreement is a template
for municipal government
administrators to use in
crafting terms of hiring and
employment.

(Member Resource)

icma.org/
employmentagreement

Preparing the Next
Generation Case

Studies highlights programs
being used by local
governments that believe

it is their responsibility to
mentor young and mid-
career professionals.
(Member Resource)

icma.org/nextgencases

Veterans Guide to

Finding a Job in Local
Government offers tips
and tactics to help veterans
get the job they want in
local government.

icma.org/veterans-
jobs-guide

Explore more career resources at icma.org/careerguides

IGMA‘ membership
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https://icma.org/node/68386
https://icma.org/node/68386
http://icma.org/evaluation
https://icma.org/node/64980
https://icma.org/node/64980
https://icma.org/node/64980
http://icma.org/nextgencases
https://icma.org/node/67923
https://icma.org/node/67923
https://icma.org/node/67923
http://icma.org/recruitmentguidelines
http://icma.org/recruitmentguidelines
https://icma.org/node/66421
https://icma.org/node/66421
http://icma.org/employmentagreement
http://icma.org/employmentagreement
https://icma.org/node/66355
https://icma.org/node/66355
http://icma.org/interviewguide
https://icma.org/documents/veterans-guide-finding-job-local-government
https://icma.org/career-resource-guides

FIND ALL YOUR CAREER RESOURCES NEEDS
AT ICMA.ORG!

ICMA Code of Ethics Support: icma.org/ethics

Find a Job at ICMA’s Job Center: icma.org/job-center

Find a Coach at ICMA's Coaching Program: icma.org/coaching

Search for Internships and Fellowships: icma.org/find-internships-fellowships
Explore hosting an ICMA Management Fellow: icma.org/host-fellow

Consider teaching or lecturing to inform students about the profession:

icma.org/teach

Visit an ICMA student chapter: icma.org/student-chapters

Learn about the ICMA Credentialed Manager Program: icma.org/credentialing
Grow in your career through professional development: icma.org/university

ICMA Veterans programs: icma.org/veterans

Contact our team with questions!

e To post a job ad: advertising@icma.org
e Questions about the ICMA Management Fellowship: Igmfprogram@icma.org
o Questions about ICMA Coaching: coaching@icma.org

ICMA MANAGEMENT INTERNSHIP GUIDEBOOK


http://icma.org/ethics
http://icma.org/job-center
https://icma.org/icma-coaching-program
https://icma.org/find-internships-and-fellowships
https://icma.org/host-fellow
https://icma.org/welcome-teachers
https://icma.org/student-chapters
https://icma.org/voluntary-credentialing-program
https://icma.org/thrive-your-career-icma-university
https://icma.org/veterans/resources
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