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Internship Program Goals & Objectives

Projected Outcome(s):

e High School and College students will learn about local government and how to build
community

e Provide staffing support to fuel and energize committee planning and program
implementation

e Increase Council and Staff efficiency and productivity

Positively impact the Manor Community

Knowledge and Skills

Social media marketing strategies (planning, content creatic  scheduling, analytics)
Event planning logistics (budgeting, scheduling, vendor ¢ cu.  tion, on-site support)
Communication skills (written, verbal, interpersonal)

Project management and organizational skills

Teamwork and collaboration

Success Metrics

Completion of specific projects and tasks

Feedback surveys (Intern, Councilmember, City S.

Data Analytics on social mediaenc . -~=ntandeve, “ttendance
Long-term career outcomes for intei

Internship Structure & Lonistics

Duration:
e Fall or Spring Ser ster: 500 ' ,urs (Part-. e); 1000 Hours (Full-time)
o January - h.
o August - Dece.
e Summer € 250 ks (Part-time); 400 Hours (Full-time)

o .ne - Aug.
Location.

e TheInw. =hipis Hybr in nature
e Virtual/ren. ~oppor .iities are available with in-person planning sessions

Number of Interns.

e Start with a small number (4-14) and gradually increase based on program success.
Responsibilities:

e Research

o Baltimore Corps: Mayoral Internship - Mayor's Office of Neighborhoods -
Neighborhood Liaison | WayUp

o Mayor’s Select Internship Program
o https://mwpc.org/wp-content/uploads/2020/03/MWPC-Intern-Roles-and-Responsi

bilities.pdf



https://www.wayup.com/i-j-Baltimore-Corps-172827422355881/
https://www.wayup.com/i-j-Baltimore-Corps-172827422355881/
https://polisci.unm.edu/undergraduate/mayors-select-internship-program-spring-2020-application.pdf
https://mwpc.org/wp-content/uploads/2020/03/MWPC-Intern-Roles-and-Responsibilities.pdf
https://mwpc.org/wp-content/uploads/2020/03/MWPC-Intern-Roles-and-Responsibilities.pdf

Intern Roles and Responsibilities

Intern roles are provided to guide the course of the internship program and tether intern
responsibilities to our core mission. These responsibilities and outcomes may vary and overlap
depending on circumstances and are not meant to limit the scope of City of Manor's internships
in any way. Interns should be prepared to take on duties and may receive outcomes from each
role listed. The program may include group outings and projects outside of scope of interest.

Media & Communications (min. 10 hour per week):

Responsibilities: Design graphics, event invitations and other media, draft social media posts
with a focus on online engagement. Create and push out events via sor ' media. Draft emails
for City of Manor and candidates, campaign materials for supported - didates, and press
releases for City of Manor as needed. Create content and maintai’ City of Manor blog.
Other responsibilities will be assigned on an as-needed basis.

Outcomes: Intern(s) will learn to use social media as ar .igagement tool, w.  with candidate
voice or using organizational messages, and create »° .ctive an~ consistent mc dia. Intern(s)
will gain skills utilizing email communication tools, ai  ‘he abil" .0 write in various styles
ranging from informal blog content to press release for,  “ ' zrn(s) will gain an understanding
of effective political advocacy and non-profit organization.. ‘ructure.

Policy, Research & Data Management (I 1. 10 .. ~er week):

Responsibilities: Take responsibility for time. anr .ccurawe sata entry as needed. Intern(s) will
research upcoming legislation, =  “ndraisii  .onors, award nominees, and conduct
candidate and field research ..ern(s, illresez " venues and vendors for City of Manor
events, and provide techr’ . and log’ .cal suppt at events. They will use historical data to
provide clear information . trends - "~ Citv, Other responsibilities will be assigned on an

as-needed basis.

Outcomes: Ir .n(s) will« ~lop ¢. nization and tracking skills, and learn to manage
competing © orities in an ofi.  setting. Intern(s) will develop the basic research skills as related
to fundraising  nd candidate ¢ Jorsements. Intern(s) will develop the ability to conduct research
and utilize varic  media sou :zs. Intern(s) will learn to assist in planning and executing a
variety of eventsr.  “ingir  _e, formality, and purpose. Intern(s) will gain an understanding of
effective political adv. > and non-profit organizational structure.

Organizing & Community Outreach (min. 10 hour per week):

Responsibilities: Provide candidate support during election seasons, including: recruiting
volunteers and voter outreach. Participate in outreach to candidates to facilitate the
endorsement process; attend endorsement interviews and take notes. Provide support for key
City of Manor events. Other responsibilities will be assigned on an as-needed basis.

Outcomes: Intern(s) will learn about each aspect of campaigning. Intern(s) will gain an
understanding of effective political advocacy and non-profit organizational structure, and learn to
facilitate a PAC endorsement process. Intern(s) will gain valuable event planning and facilitating



skills. Intern(s) will learn basic volunteer management skills.

Local and Regional Committee Support Intern (min. 10 hour per week):

Responsibilities: Provide support to the City of Manor Local & Regional Committees. Provide

regional committee candidate support during election seasons, including: recruiting volunteers

and voter outreach. Participate in outreach to candidates to facilitate the endorsement process;
attend endorsement interviews and take notes. Provide support for key City of Manor regional

committee events. Other responsibilities will be assigned on an as-needed basis.

Outcomes: Intern(s) will learn about each aspect of campaigning. Inter ) will gain an
understanding of effective political advocacy and non-profit organize” aal structure, and learn to
facilitate a PAC endorsement process. Intern(s) will gain valuable ~* planning and facilitating
skills. Intern(s) will learn basic volunteer management skills.

Supervision & Mentorship:

e Assign a dedicated supervisor or mentor to g. "~ inter
e Provide regular check-ins, feedback, and suppc.

Compensation:

e Potential Program Cost: up to $42,6
e High School - Unpaid and Paid ($50¢ $100"
e Undergraduate or Graduate - Unpaide 17 .d ($100u - $3000)

Recruitment & Selec” uon Prc ess
Application Process:

e Online application fon.

Resume - v Lette  “eview

3-5Le’ .sofRRete ~ce(C. -acter, Work Ethic, Competency)
Inte 2ws (Phone or Perso..)

Portii.  Review (if ap cable)

Recruitment:

e Partnerwith . ' _chools, local universities and colleges.
o Manorlco
Huston-Tillotson University
o Austin Community College
o Texas State University @ San Marcos and Round Rock
o University of Texas @ Austin
e Post internship opportunities on job boards and social media platforms.
o Linkedin.com
o Facebook, Instagram
e Attend Career Fairs

O



Onboarding & Training

Onboarding Program:

Introduce interns to your organization's mission, values, and culture.
Meet staff and other interns

Walkthrough the internship program and expectations

Conduct safety or any required training (if applicable).

Assign technology, access codes, other resources (if applicable)

Ongoing Support & Evaluation
Provide regular feedback and guidance:

e Conduct weekly or bi-weekly check-ins with interns.
e Offer constructive criticism and support.
e Encourage open communication and address any  .1icerns prompti,

Monitor intern progress:

e Track project completion, deadlines, and pertc  ance
e Gather feedback from interns through surveys ai ~ ormal conversations.

Make adjustments as needed:

e Continuously evaluate the program « 4 ma. ~assary .djustments based on
feedback and performance.



Appendix

Social Media & Community Event Planning Specifics

e Content Calendar Creation: Have interns assist in developing and maintaining a
content calendar.

e Content Creation: Encourage interns to brainstorm and create engaging social media
content (text, images, videos).

e Community Engagement: Have interns monitor and respond to comments and
messages on social media platforms.

e Analytics & Reporting: Involve interns in analyzing social mer” data and preparing
reports on campaign performance.

e Community Event Planning:

e Event Research & Planning: Have interns assistinre archir._ otential event venues,
vendors, and entertainment options.

e Logistics & Coordination: Involve interns in cor .nating event logi. s, such as
scheduling, volunteer recruitment, and on-site = yport.

e Community Outreach: Have interns assist 1 comm .y outreach efforts to promote
events and encourage attendance.

Communication Best Practices

Clear and Consistent Communicatior.

e Establish clear communication channe be” cen inw.ns, supervisors, and other team
members.

e Utilize email, instant - ssagin. and reg 1ir team meetings.

e Provide clear and © .icise inst’ _tions anc xpectations.

Active Listening & Fee. ~ck-

e Encourage -~ -~ and hce st communication and active listening.
e Regula” solicite. nrovie ‘eedback on performance and development.

Conflict F .olution:

e Estabi. a2 process fo 2solving any conflicts or disagreements that may arise.

Key Considerati. ~:

e Legal and Con. _.iiance:
o Ensure your internship program complies with all relevant labor laws and
regulations.
e Budget:
o Determine the budget for your internship program, including costs for stipends,
training materials, and other expenses.
e Technology:
o Provide interns with the necessary technology and software tools to perform their
duties effectively.
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