
SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 

Position Description 

TITLE: Internship Specialist CLASSIFICATION: Classified Non-Management 

(SEIU/Professional) 
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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. 
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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. 


