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Internship Description continued


Department of Information Technology
Summer 2009 Internship Program

Coordinated by Department of Budget & Management
The following opportunity is a non-paid student internship for which course credit is required.  This internship is an excellent opportunity for students who desire hands-on experience with professional-level public service work, and for State Government agencies looking for exciting, new talent.  To apply for this internship, please call or email the designated contact person identified in this description.  

	Agency Coordinator Name  or Recruiter and Phone Number
	Susan howells at 410-260-7191 or peggy smith at 410-767-4906

	Department/Division
	dEPARTMENT OF INFORMATION TECHNOLOGY
STRATEGIC PLANNING DIVISION



	Work Location:
Street Address

Phone Number
	45 cALVERT STREET
aNNAPOLIS, MD 21401

410-260-7191

	Estimated Start Date and End Date
Days, # Hours per Week

Pay (if Paid)
	WHEN AVAILABLE AND AS LONG AS POSSIBLE
40 HOURS PER WEEK



	Projects and Duties Description

(How will the intern help your agency?)
	· Updating manufacturers on the Master Contracts 

· Provide assistance to Master Contractor with log/sign-in issues

· Accessing and responding to emails for each of the Master Contract inboxes 

· Uploading solicitations on the Department’s  website

· Assisting in retrieving and verifying documentation prior to Board of Public Works agenda submission

· Data entry and tracking of information into Clarity 

· Assembling procurement files

· Sending out procurement documents for signature

· Reviewing current contracts for expiration dates, send notifications to agencies prior to expiration for planning purposes

· Assisting procurement officers in processing the receipt of proposals

· Assisting the procurement officer in running the Pre-proposal conferences, kick-off meetings and training sessions 

· Answering routine inquiries from agencies and businesses at large
· Assisting with formatting, proof-reading and related issues for documents such as solicitations and presentations

	Intern Requirements
(Knowledge, skills, and abilities)
	Familiar with Microsoft Word Excel, Powerpoint
Organizational skills and ability to follow-up on requested items when not received



	Preferred Fields of Study (i.e., Finance, Business/Public Administration)
	Business/Public Administration

	Designated Contact:
To apply, send resume and recent transcript by (insert deadline date) to:
	Name and Title: Susan Howells
Street Address: 45 Calvert Street, Annapolis, MD 21401
Phone Number: 410-260-7191
Email Address: Sue.Howells@doit.state.md.us or msmith@dbm.state.md.us









