Department of Enterprise Services

Undergraduate Intern Qualifications, Application Process and Completion Requirements

Qualifications

Undergraduate Internships are three to six month appointments and may begin at any time throughout the year. Student internships are intended for those who have completed one term (quarter or semester) of college enrollment and are actively pursuing a four year degree. Students are not considered eligible if a degree was obtained prior to the time of hire or prior to completing the first half of the internship.

Internships are open to permanent state employees regardless of academic standing. If being considered as a final candidate, permanent employees must have a written recommendation from their agency Director, or designee, authorizing participation in the program, ensuring return to work rights.

How to Apply

Please complete the following:

· A letter of interest (include the Undergraduate Internship # - UG # of the position for which you are applying)

· A resume

· A supplemental questionnaire
· A copy of college transcripts (need not be official)

· Two to three letters of recommendation

*Note: Do not staple application contents together

Send completed materials to:

Rhonda Bell
Department of Enterprise Services
PO Box 41481
Olympia, WA 98504-5340

Phone: (360) 407-8400
FAX: (360) 407-9171
E-mail: Rhonda.bell@des.wa.gov 
Click here for current internship openings
Completion Requirements

Undergraduate Interns are expected to receive a performance evaluation prior to the conclusion of their internship. The Employee Development & Performance Plan (EDPP) evaluation form should be used for all evaluations. In addition to the Program Coordinator, sponsoring agencies are encouraged to conduct an exit interview at the conclusion of the Internship.

Successful completion of an Undergraduate Internship is defined as satisfactory completion of the work plan, as verified by the intern’s supervisor, and receipt of a copy of the final performance evaluation by the Participant and the Program Coordinator.

Additionally, successful completion of an internship shall be considered state employment experience at the level at which the intern was placed. Permanent state employees have reversion rights to their former position in the agency where they were previously employed after completing their Internship.
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