
 

 

SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 

Position Description 

 

    TITLE: Internship Specialist CLASSIFICATION: Classified Non-Management 

(SEIU/Professional) 

    

SERIES: None FLSA: Non-Exempt 

    

JOB CLASS CODE: 9571 WORK YEAR: 11 Months 

    

DEPARTMENT: Assigned Location SALARY: Range 66 

Salary Schedule C 

    

REPORTS TO: Assigned Supervisor HR APPROVAL: 

HR REVISION: 

06-30-10 

08-10-12 

    
 
BASIC FUNCTION: 
 
Perform independent, specialized duties, and act as a liaison between the business community and the school by 

creating partnerships, establishing relationships with businesses for the expressed purpose of providing internship 

opportunities for students, as well as to build pathways into the world of work. Candidate must versed in working 

with diverse urban populations fostering leadership and career development. 
 
REPRESENTATIVE DUTIES: (Incumbents may perform any combination of the essential functions shown 

below [E]. This position description is not intended to be an exhaustive list of all duties, knowledge, or 

abilities associated with this classification, but is intended to accurately reflect the principle job elements.) 
 
Confer with students and their parents to ascertain needs for student experiences in the development of a clear 

pathway to the world of work and its associated continuing education.  E 
 
Responsible for building leadership capacity on campus; coordinate career development.  E 
 
Assist students in meeting graduation requirements by playing a key role in the students’ Professional Portfolio, as 

well as completing the requirement for an internship.  E 

 

Act as a school liaison within the community to access business and community partners, form strategic alliances, 

and expand the network of business and community contacts for the expressed purpose of establishing student 

internships.  E 
 
Develop collaborative relationships with school, business, and community partners through regular meetings and 

ongoing communication.  E 
 
Assist in the identification of internships, mentors, job-shadow opportunities, industry presenters, work-based 

learning, and community classroom opportunities for the small learning communities assigned to a career 

pathway.  E 
 
Work with school improvement initiatives that close student achievement gaps between racial, ethnic, and 

economic groups by working with all of the diverse communities.  E 
 
Establish, convene, facilitate and, with the assistance of the district-wide advisory board, measure the service 

delivery success of career pathways.  E 
 
Provide ongoing support for staff development for teachers respect to students’ assigned career pathway.  E 
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Operate a computer and related software to maintain records and prepare reports; submit weekly activity reports to 

assigned supervisor.  E 
 
Identify and access additional funding sources to support the school’s learning communities.  E 
 
Assist and collect necessary documentation to support the required yearly district, state, and federal accountability 

process within a career pathway; lift light objects.  E 
 
Remain current concerning trends and practices related to assigned duties by attending conferences, reading 

journals/papers, joining professional associations, taking courses, and attending workshops.  E 
 
Be trained in the model or methodology of the school or program.  E 
 
Perform related duties as assigned. 
 
TRAINING, EDUCATION, AND EXPERIENCE: 
 
Any combination equivalent to: bachelor's degree in business or informational technology, health, governmental or 

public services, communications, engineering, industrial technology, or fine arts, and five years of experience in a 

career area listed above or an associated field. Candidates must also have five years direct experience with high 

school-age students. 
 
LICENSES AND OTHER REQUIREMENTS:   
 
Valid California driver's license; provide personal automobile and proof of insurance. 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 

Basic principles of education entrepreneurship. 

Business partnership acquisition and internship opportunities. 

Business and community resources. 

Small learning communities principles and career pathways. 

District organization, operations, policies, and procedures. 

Policies and objectives of assigned program and activities. 

Applicable sections of the State Education Code and other applicable rules, regulations, and laws. 

Interpersonal skills using tact, patience, and courtesy. 

Record-keeping techniques. 

Oral, written, and public speaking skills. 

Operation of a computer and related software. 

Health and safety regulations. 
 
ABILITY TO: 

Perform the basic function of the position. 

Act as a catalyst for change. 

Create business partnerships and the establishment of student internships. 

Work with diverse urban populations. 

Conduct resource mapping of services. 

Work with school improvement initiatives that close student achievement gaps between racial, ethnic, and 

economic groups by working with all of the diverse communities. 

Communicate effectively, both orally and in writing. 

Establish and maintain cooperative and effective working relationships with others. 

Lift light objects according to safety regulations. 

Prepare and deliver presentations. 

Operate a computer and related software to maintain records and prepare reports. 

Meet state and district standards of professional conduct as outlined in Board Policy. 
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WORKING CONDITIONS: 
 
SAMPLE ENVIRONMENT: 

Office and school environment; drive a vehicle to conduct work. 
 
SAMPLE PHYSICAL ABILITIES: 

Hear and speak to make presentations, and exchange information in person and on the telephone; dexterity of hands 

and fingers to operate a computer keyboard; see to read, prepare documents and reports, and view a computer 

monitor; sit or stand for extended periods of time; bend at the waist, reach overhead, above the shoulders, and 

horizontally to retrieve and store files; lift light objects. 
 
SAMPLE HAZARDS: 

Sit or stand for extended periods of time; dexterity of hands and fingers to operate a computer keyboard; bend at the 

waist, reach overhead, above the shoulders, and horizontally to retrieve files from cabinets and shelves; hear and 

speak to make presentations, and exchange information in person or on the telephone; see to read various 

documents related to assigned activities, and view a computer monitor; lift light objects. 
 
APPROVALS: 
 
   

Jess Serna, Chief Human Resources Officer  Date 

   

   

Jonathan P. Raymond, Superintendent  Date 

 


