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ALLEN COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  INTERNSHIP COORDINATOR
1.00
GENERAL STATEMENTS

1.01 Position Scope
a. The Internship Coordinator will coordinate all aspects of the Internship Program

2.00
SPECIFIC STATEMENTS

2.01 Position Function and Category

a. Reporting Relationship:  Dean for Academic Affairs as assigned 
b. Function/Category of Position:  Coordinator
c. Length of Contract: 9 Month faculty contract
d. Salary Category:  3 hours reassigned time each semester as part of faculty load
2.02 Supervision

Supervision Received: 
-Reports to the Dean for Academic Affairs, as assigned.
Supervision Exercised: 
-Supervise student work-study personnel as assigned
2.03 Key Areas of Responsibility

a. Communicate with service area businesses to determine internship needs
b. Communicate with faculty in the disciplines to determine students interested in serving as Interns. 
c. Communicate with student advising and financial aid to determine student eligibility.
d. Assist in developing and disseminating Internship promotional materials, including assistance to the Director of Public Relations in the development of advertising for Internships.
e. Prepare and submit documentation with intern sites for onsite supervision of interns.
f. Assist with scheduling of Internship courses.
g. Develop new internship courses as needed or directed to maintain program relevance and sustainability.
h. Provide leadership for the Internship Program.
i. Provide presentations advocating for internships to area agency meetings.

j. Perform other duties as assigned.
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