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ATTACHMENT A 
 
The job description you create is placed online for students to review.  Below is an example of a 
well written description: 
 
Assist with work related to bicycle planning, and pavement markings. Field work, such as bicycle and 
pedestrian counts, signage inspection, and trip hazard survey. Office work, such as data entry, mapping, 
and use of the Manual of Uniform Traffic Control Devices (MUTCD) is required. Use writing skills to 
write general reports, as well as helping with fliers and public notices. If interested student may assist 
with land use mapping and will have the opportunity to use specialized software, such as Geographic 
Information System (GIS), AutoCAD (drafting software), and Adobe Illustrator. 
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Metropolitan Transportation Commission 2010 High School Internship Program 

Intern Request Form 

Instructions:  1) Double click on “xx” and type entry. 
 2) Email as an attachment to Ann Macaulay at amacaulay@mtc.ca.gov 
 

  County:  xxCOUNTYxx 

 Agency:  xxAGENCYxx 

 Name of Person to Supervise Student:   xxSUPERVISORxx 

Title: xxTITLExx 

Address: xxADDRESSxx 

City/Zip: xxCITYxx    Phone:  xxPHONExx   Fax: xxFAXxx 

E-mail Address:  xxEMAILxADDRESSxx 

 
  Location of intern work site, if different from above:  

Address:  xxADDRESSxx       City/Zip:  xxCITYxx 
 

  Is the work site accessible by transit? xxYESxNOxx If so, what type of transit? xxTYPExx 

Walking Distance to transit? xxMILExORxFRACTIONxTHEREOFxx 
 

  Keep in mind: Jobs providing professional experiences in the field of transportation are given  
higher priority.  Please describe the type of work the intern will be expected to perform; indicate any  
project(s) the student may work on. This information is important to ensure your agency is matched 
with a qualified student. 
 
Job Student will be performing (See Attachment A for an example of a well written job description) 
xxOUTLINExTASKSxINxPARAGRAPHxFORMATxx 

 

  List any minimum requirements or specific skills you would prefer the student to have. 
 

1. xxSKILLxx 

2. xxSKILLxx 

3. xxSKILLxx 
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MTC High School Internship Program  
Intern Request Form — Page 2 
 
 
 

  Internship Requirement: Student candidates must be interviewed in person or by phone. 
Please indicate name of person to coordinate or participate in the interview:  

Name:  xxNAMExx   Phone: xxPHONExx 

E-mail Address:  xxEMAILxADDRESSxx 

AND HUMAN RESOURCES REPRESENTATIVE 

Name:  xxNAMExx     Phone: xxPHONExx 

E-mail Address:  xxEMAILxADDRESSxx 

 

  Please Note:  Interns are allocated a maximum of 300 hours to work for the summer. Most 
students will begin work in mid-June or early July, and continue through the end of August. 
Students may work full-time or part-time. Students will be paid a prevailing wage; they are not to 
work overtime and are not allowed to drive a vehicle during work hours or for any work related 
reason. 
 
If you have specific preferences regarding work hours, please notify MTC prior to the selection and 
interview process. 
 

 Has the agency participated in the MTC’s High School Summer Program? xxYESxNOxx 
If yes, when? xxDATExx 
 

 Is your agency willing to hire additional students on your agency’s payroll? xxYESxNOxx 
 

 
Name of person authorizing this intern request:  xxNAMExx    

Title:  xxTITLExx 

Phone: xxPHONExx 

E-mail Address:  xxEMAILxADDRESSxx 

 

SUBMIT Intern Request Form in MS Word format to MTC. 
 
Email Intern Request Form to:   For more information contact: 
Name:  Ann Macaulay Name:  Ann Macaulay 
Email:  amacaulay@mtc.ca.gov Phone:  510-817-5741 
Email Subject Line: MTC Intern Request Form Email:  amacaulay@mtc.ca.gov 
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