South Jordan City
Volunteer Job Description
Title:
Department:

Legal Intern
Legal Department

Effective Date:
Position Type:

6/2/15
Volunteer

GENERAL PURPOSE
Gather data, analyze, and complete assigned projects under direction of supervisor. Participate in the Legal Department
functions and processes in order to broaden understanding and develop technical skills to supplement current
undergraduate studies.
SUPERVISOR
City Attorney
ESSENTIAL JOB FUNCTIONS
Maintain a regular and dependable level of attendance as agreed upon with supervisor.
Propose parameters for completing assigned projects. Identify data collection and methodology.
Summarize and present analysis of projects, both verbally and in writing.
Compile final project reports in written and electronic form.
Observe and/or participate in assigned City management processes. May include research, conducting interviews,
conducting surveys, taking minutes, etc.
Perform other duties as assigned.
MINIMUM QUALIFICATIONS
1.

Education and Experience:
Current enrollment with a regionally accredited college or university with major course work in business, legal,
public administration or related field.

2.

Special Qualifications:
Intern Sponsor Agreement
Verification of College Credits Earned

3.

Knowledge, Skills and Abilities:
Ability to operate personal computer and Microsoft products.
Ability to establish and maintain effective working relations with court officials, other employees, and the
public.
Ability to analyze, appraise, and organizes facts, evidence, and precedents, and effectively present such
material orally and in writing.
Knowledge of principles of civil law, judicial procedures, and rules of evidence.

Capacity to research effectively and to acquire and retain familiarity with sophisticated and rapidly changing
principals of law and apply principals to complex factual situations. Capacities to organize, analyze, and retain
familiarity with large numbers of complex court cases. Capacity to glean and rapidly assimilate facts; respond
impromptu, examine witnesses effectively, argue persuasively, all under often hostile and stressful
circumstances.
Capacity to concentrate and function effectively and usually independently under heavy workload demands in
matters of serious consequence or involving the welfare of lives and property.
4.

Working Conditions:
Incumbent of the position performs in a typical office setting with appropriate climate controls. Tasks require
variety of physical activities and common eye, hand, and finger dexterity, such as walking, standing, stooping,
sitting, reaching, talking, hearing, and seeing. Mental application utilizes memory for details, verbal
instructions, emotional stability, discriminating thinking, and guided problem solving. Periodic travel required
in normal course of job performance.

The above statements are intended to describe the general nature and level of work being performed by person(s)
assigned to this job. They are not intended to and do not infer or create any employment, compensation, or contract
rights to any person(s). This job description reflects management’s assignment of essential functions; it does not
prescribe or restrict the tasks that may be assigned. This updated job description supersedes all prior descriptions for
the same position.

