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	Intern Title:
	Parliamentary Assistant
	Location:
	On-Campus: BUSU

	Start Date: (Flexible)
	Flexible
	End Date: (Flexible)
	April 2012

	Hours of Work: (Flexible)
	5 – 10 hours per week (Flexible)

	Supervisor:
	BUSU RPM 
	Positions Available:
	1 – 2

	Applications Accepted By:
	Email:
Chris Green – cgreen@busu.net
905-688-5550 ext 5402
	Mail:
BUSU  

500 Glenridge Ave, St. Catharines, ON L2S 3A1
	Requirements:

- Resume

- Intentions Letter

	Remuneration:
	Potential Financial remuneration in the form of honourarium

	This description will outline the duties of the BUSU Parliamentary Assistant Intern:

Duties – Governmental Support
· Assist in the development of meeting agendas, minutes, by-law packages and other related governmental meeting requirements.
· Field questions of elected councillors regarding procedures, information and general inquiries.
· Provide correspondence support when contacting elected counicllors and associated guests.

· General support on filing, posting and processing meeting materials for adoption and distribution.

Qualifications:
· Preference given to students enrolled in Political Science with an interest in Public Administration and/or Government Relations
· Must be available to attend some late night meetings.
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