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To:
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Subject:

All Depa rtment~d

Lisa M. Garrett
Director of Per I

EXTERNSHIPS WITH USC SCHOOL OF POLICY,
PLANNING AND DEVELOPMENT

This is to invite you to again participate in the Externship Program offered by the Office of
Career Services at USC's School of Policy, Planning and Development (SPPD). Your
participation allows students to "shadow" you or your managers and gain insight into a work
day in County governmen t.

The program is being offered to students of SPPD studying public administration, public
policy, planning and health administration who are willing to volunteer their time during spring
break scheduled for March 14-18, 2011 . The goal of the Externship Program is to help each
student connect with professionals in their field of study, develop a career network and gain
exposure that may influence the student's career and academic choices. An added benefit
of this program is the exposure of these talented students to public service in the County of
Los Angeles. This furthers DHR's goal of attracting and retaining a highly qualified and
diverse workforce for our County departments. Attached is a FAQs sheet which provides
more detailed information.

We encourage your participation in this program. If you would like to parti cipate in the
2011 Externship Program, please take a few minutes to fill out the short Externship host
application at: https:/Iuscsppd.quallrlcs .com/S EJ?SID=SV_09zFnjQSJ8SMmX2. The
dead line for the application is January 7, 2011.

If you have any questions or need additional information, please contact me at
(213) 974-2406 or your staff may contact Mr. Rodney Haston at (213) 974-2386.

Thank you.
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Attachm ent

c: Deputy Chief Executive Off icers
Chief Deputies
Administrative Deputies

To Enrich Lives Through Effective and Caring Service



SCHOOL OF POLICY. PLANNING. AND DEVELOPMENT

Externship Host-Frequently Asked Questions

1. What is an Externship?

An Externsh ip is a voluntee r "shadowing" sty le opportun ity for SPPD st udents to spend from

three to f ive days during the week of March 14th
, 2011- March is", 2011. actively working wi th

profe ssionals, wh ile gaining exposure to an occupational area re late d to t heir t raining.

The Externship s are not for academic credi t or pay. but the experience will great ly benefi t both

the students and sponsors. The extended time span of the Extern ship gives th e student th e

abil it y to refine th eir career goals w hile allowing the sponsor to examine the interests, skills and

competenci es of potentia l employees or interns. The duration of each externship is to be

determined between the extern and the organization, minimum of 25 hours during the week.

2. What can I have students do during their Externship?

It is up to you to decide what is appro priate in your wo rk environmen t fo r t he extern to participate in .
We ask th at you go through your day w it h the st udent as you would any other day so that the stud ents
can have a realistic view of what your career entails.
Some options include:

Observing and asking questions
Conducting informat ional interviews w ith you and other co-workers
Attending meetings and other functions
Assisting with research pro jects and making presentations
Participat ing in to urs of sites and/ or faciliti es
Working di rect ly with or observing interactions w it h custome rs and clients
Provide career guidance

3. What types of students willi expect to have?

The students that will have th e oppo rt unity to part icipate in an Externship w ill be students in th e USC
School of Pol icy, Planning, and Development.



4. As an employer, do I have to select the st udents from a pool of participating students?

No. The Office of Career Serv ices will screen student applicants and make selections for you, and then
verify that the student has the qualificat ions you requeste d. By indicating your preferences and
expectations on the application, we will strive to place app rop riate stu den ts with you.

5. Will st udents contact me directly?

Yes, but onlyafter t he Office of Career Services has informed you of your EXTERN . It is the responsibility
of the stu de nt to get in con tact with you prior to t he EXTERNSHI P once the de cision has been made and
the contact information has been provided to the student. Students will not be given contact
information during the application process.

6. How many student externs will each office/organization receive?

Please list the num ber of studen t externs your office/organizat ion would like to host.

1. Are there costs to participate?

There is no cost to you as a spo nsor of the Extern ship. Students are resp onsible for allof thei r expenses,
tran sportation, meals, an d lodging if necessary.

8. What is the timetable for the Externship Program?

Sponsor Applications Due:
Decisions/Mat ches Made By:
Externship Program:

Friday, January 7th
, 2011

Janu ary 2011
Monday, March 14, 2011 - Friday, March 18, 2011


