
   
Legislative Intern 

Office of Legislative Services 

 

GENERAL STATEMENT OF DUTIES: 

The Legislative Intern will support the City Council by conducting research, drafting documents, 

and assisting with community outreach. Interns will gain exposure to the legislative process, 

policy development, and the functioning of local government. 

 

The Legislative Intern will work under the supervision of the Director of Legislative Services at 

the direction of the City Council.  

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

• Conduct research on various topics and issues 

• Attend City Council meetings and/or committee sessions 

• Address residents’ inquiries via phone, email or in person 

• Provide information to residents regarding municipal services and programs 

• Perform administrative tasks to support the legislative process including filing, data 

analysis, and answering phone calls 

• Monitor, analyze, and report on proposed resolutions or ordinances 

• Assist with the preparation of the office budget during the Spring semester 

• Conduct research on issues and policies as requested, providing legislative support 

• Help write and create media content, including the Council’s Rep’d video platform 

• Perform other duties as assigned 

 

MINIMUM QUALIFICATIONS: 

• Must be 18 years of age or older by the program start date 

• Must be an undergraduate student with at least a minimum of 45 completed credits by 

program start date (no more than 3 AP credits can be counted towards this minimum) 

• Minimum 3.0 grade point average (at time of application) 

• Be registered for a course (depends on institution) to receive credit 

 

KNOWLEDGE, SKILLS, AND ABILITIES: 

• Excellent verbal and written communication skills 

• Critical thinking skills 

• Must be proficient in a variety of computer software applications: Microsoft Word, Excel, 

and other Office applications as needed 

• Ability to take initiative 

• Ability to deal effectively and tactfully with councilmembers, staff, and the public 

• Strong desire to learn the legislative process on the local level 

• Ability to organize, prioritize and plan/schedule work tasks to meet deadlines 

 



 
 

PHYSICAL DEMANDS: 

The physical demands and work environment characteristics described here are representative of 

those that must be met by an intern to successfully perform the essential functions of this 

internship. Reasonable accommodations which do not cause undue hardship may be made to 

enable individuals with disabilities to perform the essential functions. 

• While performing the duties of this internship, the intern is frequently required to walk, 

sit and talk or hear. The intern is occasionally required to use hands to finger, handle, feel 

or operate objects, tools or controls; and reach with hands and arms. The intern is 

occasionally required to climb or balance; stoop, kneel, crouch or crawl. The intern may 

lift and/or move up to 25 pounds. Specific vision abilities required by this job include 

close vision, distance vision, color vision, peripheral vision, depth perception and the 

ability to adjust focus. 

• While performing the duties of this internship, the intern occasionally works near moving 

mechanical parts or in outside weather conditions. The intern is occasionally exposed to 

wet and/or humid conditions, fumes, toxic or caustic chemicals or airborne particles. 


