Office Clerk Intern Position Description  
Governor’s Affirmative Action (AA) Office

THE GOVERNOR’S AFFIRMATIVE ACTION OFFICE

The Governor of the State of Oregon is dedicated to the belief that the state has a commitment to the right of all persons to work and advance based on merit, ability, and potential. 

In so doing, the Governor has delegated authority to oversee the implementation of the State Affirmative Action Program to the Director of Affirmative Action. The Governor also charges and holds accountable Agency Directors and Administrators, with the responsibility of ensuring that principles of affirmative action are met.

The State of Oregon's Affirmative Action Plan is intended to create a work environment that will attract and retain employees who represent the broadest possible spectrum of society, which includes, but is not restricted to, women, people of color, and the disabled. 

The Affirmative Action (AA) Office consists of two people. The Affirmative Action Director and an Executive support person. This office provides technical assistance to state agencies on developing and implementing their AA Plans and monitor the process, communicates the Governor’s viewpoint on issues related to affirmative action and diversity and advises the Governor on policy issues related to affirmative action, diversity of the state workforce and equal opportunity as they apply to women, People of Color, persons with disabilities, and other protected classes.
GENERAL DESCRIPTION OF POSITION & ROLE OF INTERN
The Affirmative Action Office Clerk Intern will assist the AA Director and Executive Assistant in the administration of the AA program and operations and in the coordination of communications internally and externally. 

The internship workload will consist of answering and routing telephone calls and providing other administrative support duties as needed.

 The intern will communicate on a regular basis in person, by telephone, and in writing with agency staff, other State and local government agencies, private agencies, and/or the general public to provide or request information.

QUALIFICATIONS
· Ability to maintain appearance and demeanor appropriate for working in a professional office environment.

· Good listening skills.

· Ability to communicate well verbally and in writing.

· Experience interviewing or working with the public is helpful.

· Word processing and computer skills are necessary.

· A security check is required of all interns.

TYPE OF POSITION:
Paid _____
Unpaid __X__

NUMBER OF POSITIONS AVAILABLE:  1 - 2
TO APPLY:  Submit a resume and a letter of application explaining your interest in being an intern for the Governor’s Office of Affirmative Action and how your education and experience would be helpful to our office.  Please send resume, cover letter and two personal references to Peggy C. Ross, Director, Governor’s Office, 900 Court St., NE, Salem, OR  97301.  
You may direct your questions to Cindy Birko at 503-373-1224, extension 22.
Office Clerk Intern Position Description

4/2/2004                                                                                      


