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STUDENT INTERN 
(Temporary) 

 
Class specifications are intended to present a descriptive list of the range of duties 
performed by employees in this class. Specifications are not intended to reflect all duties 
performed with a job. 
 
DEFINITION 
Under close supervision of a professional or technical City staff member in a 
learning capacity, assists in performing various types of work and assignments at 
the paraprofessional/technical level in City departments directly related the 
education program of the student. 
 
DISTINGUISHING CHARACTERISTICS 
Employment in this class is restricted to students enrolled full-time in an accredited 
college or university curriculum leading to a degree in a field related to the work 
assignment hired to perform. It provides a means of summer and/or part-time 
employment whereby students may become familiar with the practical application of 
their program theory during the college course of study and for a limited duration 
following the completion of the program degree. No full-time regular appointments 
will be made from this class. During the academic term, students work part-time.  
During academic vacation periods, students may work full-time. 
 
EXAMPLES OF DUTIES 
Duties may include, but are not limited to, the following: 
 
• Perform a variety of paraprofessional/technical duties in various departments in 

the City. 
• Assist in research projects, special reports, and special departmental problems. 
• Gather, compile, tabulate, and report statistical and other data. 
• Acquire working knowledge of department practices, procedures, equipment, and 

organizational systems. 
• Respond to citizen inquires and complaints. 
• Prepare reports and correspondence. 
• Assist in field work. 
• Deliver materials to other locations and make site visits. 
• Perform related duties as assigned. 
 
 EMPLOYMENT STANDARDS 
 
Knowledge of: 
• Simple research and statistical methods. 
• English usage, spelling, and punctuation. 



• Basic mathematical computations. 
 

Ability to:  
• Communicate clearly and concisely in English, both orally and in writing. 
• Establish and maintain effective, cooperative working relationships. 
• Follow administrative and technical procedures and instructions. 
• Use computers, common software packages, and related equipment. 
• Prepare reports and correspondence. 
• Apply coursework in the specific career field to assigned duties. 
 
Minimum Qualifications: 
Academic status at an accredited college or university taking courses as a full-time 
student leading to a degree and/or certificate in a field related to the work to be 
performed.  After three months of graduation, students are no longer eligible for this 
classification. 
 
License Requirement: 
Some positions may require possession of a valid California Class C Driver License at 
the time of appointment.  Individuals who do not meet this requirement due to physical 
disability will be reviewed on a case-by-case basis. 
 
Physical Requirements: 
Work is performed in typical indoor environment with some outdoor responsibilities. 
(1) Mobility:  frequent use of keyboard; frequent sitting for long periods of time; 
moderate bending and squatting.   (2) Lifting:  frequently up to 10 pounds; 
occasionally up to 25 pounds.   (3) Vision:  constant use of overall vision; frequent 
reading and close-up work; occasional color and depth vision.  (4) Dexterity:  
frequent repetitive motion; frequent writing; frequent grasping, holding, and reaching.  
(5) Hearing/Talking:  frequent hearing and talking in person and on the phone.  (6) 
Emotional/Psychological: frequent decision-making and concentration; frequent 
public and/or coworker contact; occasional working alone.  (7) Environmental:  
frequent exposure to noise. 
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