Mayor’s Office of Public Policy and Finance 

Internship Program 

Description: The Mayor’s Office of Public Policy and Finance is seeking applicants for its internship program to work with the Policy and Finance team, reporting to the Fiscal and Policy Assistant. We are currently seeking interns for the Spring of 2011, to begin immediately and run through May. Depending on interest and skill set, interns will be exposed to a variety of projects, including, but not limited too, financial/policy research and analysis, development of the Mayor’s annual Budget Book, and community outreach.
General Description of Duties: Assist with policy research; document editing; public inquiries; retrieving and delivering documents in and around City Hall and the Civic Center; other projects as assigned by the Budget Director or Fiscal and Policy staff. 
Minimum Qualifications: Analytical, writing and verbal skills; strong interpersonal skills; ability to work well under pressure and with a variety of individuals, including city department heads, legislative staff and the public; comfortable working in high traffic areas; computer literacy, including proficiency with Microsoft Excel and Power Point. Currently pursuing a baccalaureate degree from an accredited college or university with major coursework in Finance, Public Administration, Accounting or related field.
Preferred Qualifications: Current student in the areas of Public Policy, Public or Business Administration, Finance or Communications.  Experience in public policy and/or budgeting is highly desirable. 

Application Procedure: All interested applicants must complete an internship application, which can be found on the Mayor’s homepage at:

http://www.sfmayor.org/mayors-office-departments/internship-programs/ 
When filling out the application, please be sure to note that you are seeking an internship in the Mayor’s Office of Public Policy and Finance. In addition to a completed application form, submit a cover letter, resume, and writing sample. Please submit all pieces of your application together; incomplete applications will not be considered. 

Qualified applicants with disabilities requiring reasonable accommodation in the application or selection process must contact this office by phone at (415) 554-6114 or in writing. 

In the spirit of diversity and progressiveness that characterizes San Francisco, the Mayor’s Office welcomes intern candidates of various backgrounds who wish to bring innovative ideas from their communities to City Hall and from City Hall to their communities. Minorities, Women and Persons with Disabilities are strongly encouraged to apply.
