
<Organization Name>
Position title: 


<insert position title>
Position type: 


<insert position type (AI/SL)>
Supervised/Mentored by:
<insert supervisor’s title>
Salary: 
<insert salary if paid>
Hours: 
<insert average number of hours per week>
Location: 
<insert location of the position and any travel required>
About <Your Organization Name>

Enter a brief description of your organization (year established, client base, services provided, etc.).
Purpose of the Position
Enter a few lines describing the function of the internship and how it fits into the larger scope of your organization's work.
Responsibilities & Duties
Enter a list of duties interns will be required to perform.
Training

Enter a description of the training to be provided. 
Requirements
Enter any prerequisite skills or special requirements needed (e.g., driving license to commute to events, software skills, background checks, or medical clearances such as TB tests)
You may restrict eligibility to a certain class level (e.g., junior, senior).
Application Procedure
Explain how students should apply (e.g., “Send résumé and Cover Letter to your email address).[image: image1.png]



1

