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Internship Position Description
	Position Title:  Employment Services Data and Research Analyst 
	Internship Position

	Reports to:   Employment & Training Education Manager
	


Position:
To help create questionnaire and surveys to conduct research and analyze of data.  The goal of the research is to prove a link between English language acquisition and an increase in wages; and that by utilizing the services of Employment Services our students can access better jobs with higher pay

Essential responsibilities:
· Assist in the development of questionnaire and/or survey materials

· Monitor the implementation of surveys

· Compile, evaluate and analyze data

· Use programs to present data

Additional responsibility:
To create a directory of the student population’s talents and skills 

Desired qualifications:
· Fluency in a language other than English (Spanish preferred, Arabic and French helpful as well)

· Ability to interface with teachers and staff from other departments

· Cultural understanding and appreciation of diversity

· Proficiency in Microsoft Suite (especially Excel) and competency in web browsing

· Data analysis a plus






Internship Position Description

	Position Title:  Employment Services Client Support
	Internship Position

	Reports to:  Employment & Training Education Manager
	


Position:   

Employment Services provides weekly workshops to English as a Second Language and GED students. The goal of these workshops is to provide supplementary material that assists students in preparing to enter the workplace in the U.S. 

Essential Responsibilities:

· Assist in developing and improving Employment Services workshop curriculum with example themes being introducing yourself, how to job search, how to create a resume and references, interview preparation, etc.
· Presenting, if desired, any curriculum pertinent to career preparation/career growth
·  Assisting clients as needed with computer exercises (browsing internet, creating resume, etc.) and/or workshop activities

Desired Qualifications:
· Desire to assist clients in preparing for the workplace in the U.S.
· Cultural understanding and appreciation of diversity
· Patience and willingness to work with lower-level ESL speakers

· Fluency in a language other than English (Spanish preferred, Arabic, French, Creole, and Swahili helpful as well)

· Proficiency in Microsoft Suite and competency in web browsing 
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