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NOTICE OF JOB OPPORTUNITY 



PUBLIC SERVICE INTERN - 0407 (Unpaid) – 

 Mayor’s Office of International Relations 
MINIMUM QUALIFICATIONS: Must be a student in good academic standing currently enrolled in an accredited college, university, or law school OR a student in good academic standing currently enrolled in an accredited business or data processing/information technology school, with a minimum grade point average of 2.5 on a 4.0 grading scale or a 3.5 on a 5.0 grading scale. 

PREFERENCE: Students with a minimum GPA of 3.0 on a 4.0 scale will be given preference and students with proficiency in at least one foreign language will be given preference. All projects assigned are confidential with time-sensitive deadlines. Candidates should be able to work in a fast-paced environment.
NOTE: Cover Letter (noting “Mayor’s Office of International Relations Internship”), Official Transcript and Enrollment Verification from school currently attending, Resume and Writing Sample will be required at the time of application and must be submitted together as a packet.

These are temporary positions. 
SALARY:  Not Applicable. The City of Chicago Mayor’s Office seeks undergraduate or graduate students for an unpaid internship in the office’s International Relations Division. 

CLOSING DATE: Open until further notice.   Complete application materials (cover letter, official transcript and enrollment verification from school currently attending, resume and writing sample) are accepted on a rolling basis and will be reviewed as positions open.

DUTIES: The Mayor’s Office of International Relations serves as the official liaison to all foreign government officials, including the Consular Corps of Chicago and coordinates the role of the Mayor and the City administration in international visits and exchanges.  The Office works closely with the Chicago Sister Cities International Program and with other stakeholders in Chicago’s international community.  Interns in International Relations will assist with the preparation for and follow-up to official visits.
There is also some database management and filing required. The Mayor’s Office seeks a candidate with demonstrated academic performance, good writing ability, an interest in international affairs, and proficiency in at least one foreign language.

INSTRUCTION: 

Interested candidates should send: cover letter, resume, official transcript and enrollment verification from school currently attending, and a writing sample to: 
Kate McAdams
Office of the Mayor, Room 406
City Hall, 121 N. LaSalle Street
Chicago, IL, 60602
phone 312-744-9500
fax 312-744-2727
The City of Chicago is an Equal Opportunity Employer. 

Complete application materials (cover letter, official transcript and enrollment verification from school currently attending, resume and writing sample) are accepted on a rolling basis and will be reviewed as positions open.

If you are a person with disability and require a reasonable accommodation in order to participate in the application process, please contact the City of Chicago, Department of Human Resources at 312 744-4976 (voice) or 312 744-5035 (TTY). You may be required to provide information to support your reasonable accommodation request.

ALL REFERENCES TO POLITICAL SPONSORSHIP OR RECOMMENDATION MUST BE OMITTED FROM ANY AND ALL APPLICATION MATERIALS SUBMITTED FOR CITY EMPLOYMENT
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