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Description
The City of Amarillo Internship Graduate Employment Program offers recent
graduates the opportunity to gain hands-on experience in local government
operations. This program is designed to help individuals develop professional skills,
understand public sector processes, and prepare them for full-time employment.
Interns will work under the guidance of experienced city staff, contributing to various
departments across the city, while gaining valuable insights into municipal
management and services.

Responsibilities

Assist various departments with ongoing projects and initiatives, providing
support in day-to-day operations.
Collaborate with team members to develop reports, presentations, and other
documents for city planning, development, and service improvements.
Participate in community outreach programs and engage with the public on
key city issues.
Conduct research and analysis on policy, administrative processes, and
operational needs.
Provide administrative support including scheduling meetings, coordinating
events, and maintaining records.
Attend meetings, take notes, and help prepare materials for city council
sessions or public forums.
Work on special projects related to city planning, economic development,
and sustainability initiatives.
Contribute to data collection and reporting efforts for various city programs.
Other duties as assigned based on department needs and intern skillset.

Qualifications

Recent graduate (within the last 12 months) or currently completing a
degree from an accredited university or college.
Strong interest in public administration, urban planning, government
operations, or related fields.
Must be authorized to work in the United States.
Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, etc.).
Ability to work independently and as part of a team.
Strong verbal and written communication skills.

Experience

No prior work experience is required, but any relevant experience, including
internships, part-time work, or volunteer service, is a plus.
Familiarity with local government structures and public service operations is
advantageous.

Skills
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Strong analytical, problem-solving, and organizational skills.
Excellent written and verbal communication skills.
Attention to detail with a commitment to delivering high-quality work.
Ability to prioritize tasks, meet deadlines, and manage multiple projects
simultaneously.
Strong interpersonal skills and the ability to work collaboratively in a team
environment.
Basic knowledge of social media platforms and public engagement
techniques is a plus.

Job Benefits

Paid Internship Position (compensation based on experience and program
budget).
Opportunity to gain valuable experience and insights into municipal
operations.
Networking opportunities with professionals in the public sector.
Access to training, workshops, and career development resources.
Potential for future employment opportunities within the City of Amarillo.

How To Apply
To apply, please submit the following documents:

1. Resume highlighting relevant academic achievements, skills, and any work
experience.

2. Cover letter explaining your interest in the internship program and how your
qualifications align with the duties and responsibilities.

3. Transcript to demonstrate academic progress.
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