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LGBTA Student Resource Center
101 Boucke Building, State College, PA  16802

Phone: 814-863-1248, Fax: 814-865-0790

lgbta@psu.edu

2007-2008
Undergraduate Student Intern Work Agreement

between Name  (Office Operations & Resources Intern) and the

LGBTA Student Resource Center (SRC)

This agreement is an outline of work to be accomplished by the Office Operations & Resources Intern, and a record of assigned duties to provide clarification regarding the scope of work to be accomplished.

1. Appointment: 
a. Term: The Office Operations & Resources Intern will serve in the position from August 20th, 2007 through May 9th, 2008
b. Hours: 10-12 hours per week
c. Stipend: This is a work-study internship
d. Academic Credit: n/a
2. Scope of Work:
a. Assist Center staff with preparing and organizing paperwork, forms, applications, records, etc. related to programs and projects;

b. Design and coordinate staff-recognition and appreciation projects, including tracking and updating birthday databases; 

c. Support the Graduate Assistant in preparing and organizing evaluation packets for Straight Talks, including evaluation data-entry, and related tasks;

d. Take primary responsibility for updating the digital WebEvents Calendars for the LGBTA SRC;

e. Take primary responsibility for processing Support Network applications;

f. Support the Office Manager with management of the Library, including logging-in new media, shelving books, contacting patrons, etc.;

g. Take primary responsibility for distributing brochures, flyers, posters and other advertising materials related to Center events and programs, including coordinating intern and volunteer support;

h. Organize and design displays for billboards, display cases, etc.;

i. Assist Graduate Intern(s) with coordinating volunteer program, including scheduling, projects, etc.;

j. As-needed, assist Center staff with preparing, organizing and assigning projects to volunteers;

k. Write and/or co-author at least one article for the OUTRider Newsletter, per semester;

l. Attend regularly scheduled meetings, such as one-on-ones with the assistant director, staff meetings, professional development in-services, Center events, etc.;

m. As a member of the staff of the LGBTA SRC, assist with general office support, such as answering phone calls, replying to emails, greeting visitors in a positive and professional manner;
n. Other similar duties as assigned.
3. Direction:  The Office Operations & Resources Intern will work in collaboration with the Graduate Assistant and Assistant Director of the LGBTA SRC who are directly responsible for supporting and supervising the Intern.
4. Feedback and Evaluation of Work:  Upon completion of the internship, the intern may request that the Director, Assistant Director or Graduate Assistant provide written performance evaluations of work accomplished.
5. References: Requests for the Director, Assistant Director and/or Graduate Assistant of the LGBTA SRC to provide recommendation letters as well as requests to serve as references will be made by the intern with at least 3 weeks notice.  Exceptions may be made, given specific circumstances.
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