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7200 Barrister Drive

Boise, Idaho 83704

Phone: 208-577-3554  

www.adasheriff.org

STUDENT INTERNSHIPS
Ada County Sheriff’s Office

PROGRAM DESCRIPTION:  An unpaid internship with the Ada County Sheriff’s Office allows students to get professional experience, typically while obtaining credit for school. Internships are flexible around your school schedule and are available throughout the year.  If you are interested in completing your internship for credit, please see your Department Internship Advisor for details.  
Current intern projects include:


Inmate Learning Center – Ada County Jail:

Interns working in the Inmate Learning Center will assist with basic tutoring in the five areas of the GED test – math, reading, writing, language arts, social studies, and science.  Interns will be responsible for assisting in the navigation of the computer-based GED program and troubleshoot any minor computer program issues.  Interns will also be responsible for addressing inappropriate behavior of inmates while they are visiting the learning center.  Candidates must be at least a sophomore in college and feel comfortable working with an inmate population and working independently.  Preference may be given to those students who have prior experience with tutoring or working in a similar computer lab environment.  (2-4 interns needed)

Purchasing Internship – Finance Department:  The Purchasing Intern will assist the Purchasing Agent with daily tasks, including but not limited to:  Delivery receiving; packaging and returning of items; filing; data entry; email correspondence; uniform sorting and organizing, breaking down deliveries, special projects, occasional outside errands.  The intern would work approximately 6 – 9 hours a week or more, day time hours, anytime between 9:00am and 4:00pm.  Preference may be given to those students who are currently at junior standing or above and have strong experience with Excel and Outlook.  The internship will last one semester with the possibility of extension. (1 intern needed to start before or by spring semester).
Technical Writing - Ada County Central Records:
The intern would work with Central Records supervisors and professional staff in developing a manual of standard operating procedures for processes and training of new Law Enforcement Records Technicians.  The intern will learn each of the primary areas and job functions of the Central Records area (including protection orders and public information desk) and then document processes and systems into an all encompassing standard operating procedures.
 Technical Writing/Criminal Justice - Jail Booking Training Manual:

The intern will work with Jail leadership staff, deputies, and the Planning & Research Unit staff to create a Jail Booking Training Manual to help train new deputies and professional staff in the inmate booking process.  The intern will shadow deputies and other booking staff, gathering step by step details of the entire booking process.


Criminal Justice/Technical Writing  - Ada County Jail Administrator Manual:

The intern will write a jail administrators manual that documents all the current jail systems. Jail systems include; technology (fingerprints, victim notification, jail software), training system, shift pick, inmate management system, phone system, commissary system and so on.  The intern will be expected to conduct the research on these systems and then document them into a formal manual.  Applicants should have technical writing skills, computer system skills both navigation and Microsoft Office tools, and research skills.  Note that this project may require the intern to go into the jail and have limited contact with inmates.

Business Systems Documentation - Crime Research & Planning Unit
The Technical Writing intern will work with a variety of project management teams and other partners to document and improve the connection between our business practices and data systems.  Projects will include creating and revising design documents for the jail management system, process documents, and other miscellaneous projects.  Students should apply if they are interested in technical communication.  The duration of the internship will be for at least one semester.
Database Organization – Professional Standards (Training) Unit: The Database Organization Intern will define and standardize the data elements of the existing training database in order to transfer the data to the new County-wide Training System (OTM). The Intern is responsible for developing standards and quality practices for OTM database entry and generating reports.   The Intern will also assist with training events, such as deputy block and agency-wide training.  Preference may be given to those students who have some general knowledge of databases, preferably some experience with database entry.  Law enforcement knowledge or interest is a plus.  

Jail Alternative Sentencing Program: Assist with electronic monitoring program – hook ups, monitoring, and file audits.  Assist Alternative Sentencing Coordinators with Court documentation. Other project options include working with the Community Service Program, Work Release Center, and Pre-Release area.
Business Systems Development - Crime Research & Planning Unit
The Business Systems Development Intern will be the liaison among the stakeholders, project team and program developers. The Intern will be responsible for eliciting, analyzing, and validating functional and non-functional requirements for changes to the business process and information system for the Alternative Sentencing Program and other departments of the Sheriff’s Office. They are responsible for translating the business and/or technical needs into relevant documentation and communicating design concepts to technical and non-technical users.  The duration of the internship will be for at least one semester.

Property Detective Internship:  The property detective intern will assist Property Detectives with running pawn checks for stolen property, review some of the property crime cases, contact victims of crimes to gather more information and follow up, track down suspects and possible locations, and locate phone numbers of all parties. The intern will also assist with interviews at times, and work with the Crime Analysis Unit to create maps of target areas. Candidate must be majoring in Criminal Justice or law related field.  The duration of the internship is 6 months to 1 year. (Candidates have been selected for this internship and are currently completing background investigation).
Human Resources Internship - Sheriff's Human Resources Department: The Human Resources intern will primarily assist with the selection and recruitment processes such as reviewing applications, posting positions, answering applicant questions, and assisting with interviews.  The HR intern will also interview personal and professional references for information regarding candidate's suitability as part of the background investigation and compile candidate files for the approval process.  The HR intern will be exposed to pre-screen interviews, department interviews, applicant testing processes and procedures, and the new employee on-boarding and retention processes and practices.  Candidates must be at least at junior standing and have a 3.0 cumulative GPA.  Please contact Angie Fisher, Internship Coordinator, for additional information regarding this internship. (Candidates currently being interviewed).

Video Production - Community Information: Shoot footage during ride-alongs, jail and other events and develop video or videos for areas of the Ada County Sheriff’s Office. (1 – 2 interns)

Web Designer - Community Information:  Develop and implement a plan to attract more college-age people to our website. Develop and implement a plan to use use the most popular pages on our website (arrests & warrants) to share information. Develop and implement 3 new features to be added to www.adasheriff.org.

Automotive Services: Work with other automotive technicians to perform routine automotive maintenance and service work on patrol and jail fleet vehicles. (1 intern)

If you are interested in any of these specific opportunities, please specify on question #1 of the application which project you are interested in.

JOB SPECIFICATIONS:

· At least 18 years of age; 

· Currently enrolled as a degree-seeking student at a college or university or be a recent graduate; 

· Currently have a 2.0 cumulative GPA or above;

· Knowledge of English grammar, punctuation and spelling; 

· Knowledge of modern office equipment, practice and procedures;

· Ability to communicate effectively verbally and in writing;

· Ability to maintain confidentiality of data; 

· Ability to follow written and verbal instructions; and

· Complete an interview, a background investigation, and a polygraph examination.

TO APPLY:

Please submit an application to our website at http://www.adasheriff.org/Careers.aspx
*Please note that the hiring process for our internship positions may take 6 to 8 weeks.  Please take this into account if you need to register for credit with your college or university.

HIRING STANDARDS:
Please note that you must meet our minimum hiring standards to be considered for an internship.  You can review our hiring standards at the following web link: http://www.adasheriff.org/Careers/HiringStandards.aspx
CONTACT INFORMATION:  

Angie Fisher

HR Selection & Internship Coordinator

(208) 577-3554

 afisher@adaweb.net
***Due to the Sheriff Office's attempt to create a relatively smoke-free environment for those employees who choose not to smoke because of their growing concern for their health and welfare, applications from those who have not smoked will be considered for employment.  Applicants must have not smoked tobacco products for at least eleven (11) months prior to applying.

**PLEASE NOTE:  Ada County reserves the right, at the discretion of the appropriate appointing authority, to waive any of the minimum qualifications for those applicants whose general or specific qualifications would otherwise qualify the applicant for the position or lead the appointing authority to believe that the applicant is capable of performing the assigned duties and fulfilling the assigned responsibilities.
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