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EXECUTIVE PATHWAYS INTERNSHIP PROGRAM

Information Packet

This information is available in alternative formats to individuals with disabilities by calling (651) 431-3040. TTY users can call (866) 786-3945 or call through Minnesota Relay at (800) 627-3529. For Speech-to-Speech, call (877) 627-3848. For additional assistance with legal rights and protections for equal access to employment opportunities with this agency, contact its ADA coordinator. We can also be reached by e-mail at executive.pathways@state.mn.us.
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Executive Pathways Program

Equal Opportunity and Access
Minnesota Department of Human Services

540 Cedar Street  

P.O. Box 64997

St. Paul, MN  55164-0997

Dear Applicant:

Thank you for your interest in the Executive Pathways Internship Program at the Minnesota Department of Human Services (DHS). There will be 6 internships in summer 2012. Internships begin in the end of May or beginning of June 2012. 
Equal Opportunity and Access coordinates these paid internships, which are located throughout the Department. Each placement is designed to provide in-depth learning opportunities in a state government setting. Interns are appointed as Management Analyst I with a pay rate of $16.41 per hour for up to 300 hours. If students need additional hours to fulfill academic requirements, the internship supervisor will provide supervised unpaid hours.   
A brief description of our agency's major business areas is included in this packet, along with a list of Executive Pathways placements available in 2012 summer. For more information please visit: www.dhs.state.mn.us.
Applications must be typed, not handwritten. Completed applications must be submitted electronically and arrive on or before Friday December 09, 2011 at 11:59 p.m. Please ensure that all the components of the application including recommendation letters and transcript are submitted as one PDF or Microsoft Word document. Late applications will not be given consideration.
More information about the Minnesota Department of Human Services and this program are available at:
Overview of the Minnesota Department of Human Services
Office for Equity and Agency Development and Equal Opportunity and Access
 Executive Pathways Brochure  
If you have any questions or need further information, please call 651-431-3040 or 651-431-3038 or e-mail executive.pathways@state.mn.us.
Sincerely,
Florence Canada
Executive Pathways Program Coordinator
Criteria of Eligibility

You must:

· Be a full time student enrolled in a degree seeking program.
· Be a rising senior in summer 2012, a current senior in an undergraduate program or enrolled in a graduate program of study in Public Affairs, Public Health. Social Welfare, Law, Human Services, Political Science, Information Technology, or some other related area.

· Have good academic standing in your current field of study. (You must provide us with an unofficial transcript. First term graduate students without grades must provide an unofficial transcript that shows courses enrolled in. In addition to a current transcript, first term graduate students may provide an unofficial undergraduate transcript.)
· Be available to work full-time or part-time, up to 300 hours total.

· Submit two letters of recommendation, one of which must be from an academic professor.
· Pass a criminal background check before you start your internship.
· Provide proof of citizenship or permission to work in the U.S. before your placement begins.
Note: Some of the placements will require students who are currently in law school. Law students must submit a sample of legal writing.

Application and Review Timeline

· Mid-October  2011– Program opens for application
· December 09, 2011– Deadline for submission of all materials
· December  2011 to January 2012– Program coordinator conducts preliminary screening of all applications, conducts first round of interviews and forwards selected applications to placement Supervisors

· January 2012– Supervisors begin interviewing

· Mid- February 2012– Interviews are completed, selections made, and positions offered

· End of May– Placements begin

Notice of Privacy Protections

· The information collected as part of the Executive Pathways Internship application process is considered private data about you; as such it is not generally available to others without your consent.
· The information will be used to determine your eligibility for selection as an Executive Pathways Intern.
· The information will be shared with DHS placement supervisors, human resources personnel, others who will be involved in the hiring process, and as otherwise permitted or required by law.
· You are not required to provide the information requested, however, if you do not complete the application form, skills summary, personal essay, or writing sample (if law student), you will not be considered for participation in the Executive Pathways Program.
· Students should retain copies of all information submitted; however, copies can be requested and will be provided for a fee of $.25 per page.
· Application materials will be retained in accordance with the retention schedule of DHS Equal Opportunity and Access.
 The Business of the Minnesota Department of Human Services

The Minnesota Department of Human Services (DHS) is part of the executive branch of state government, one of 25 executive departments headed by a commissioner appointed by the governor and approved by the state Senate. Appointed by Gov. Mark Dayton on Jan. 11, 2011, Commissioner Lucinda Jesson leads one of the state's largest agencies with a current biennial budget of $25.6 billion and about 6500 full and part time employees statewide. 

The department provides basic health care for low income Minnesotans, supports families and aids children and families in crisis through economic assistance, child welfare services, services for the elderly and people with disabilities and other services for people who do not have the resources to meet their basic needs. DHS programs include Medical Assistance (MA), MinnesotaCare, Minnesota Family Investment Program (MFIP), Diversionary Work Program (DWP), General Assistance (GA), child protection, child support enforcement, child welfare services, and services for people who are mentally ill, chemically dependent or have physical or developmental disabilities.

DHS also provides direct service through its regional offices for the deaf and hard of hearing; through State Operated Services (SOS), which provides direct care to people with disabilities (MSOCS); and through the Minnesota Sex Offender Program. DHS employees work closely with employees from Minnesota's 87 counties, who provide most of the direct services to Minnesotans in need. 

DHS is organized primarily around these five business functions:
Chemical and Mental Health Services, Children and Family Services, Continuing Care, Health Care, Operations
Chemical and Mental Health Services
Chemical and Mental Health Services includes all DHS behavioral health policy areas, including the Adult Mental Health, Children’s Mental Health and Chemical Health divisions, and State Operated Services, which provides direct services to people with disabilities.

Divisions in this area include: Alcohol and Drug Abuse, Children’s Mental Health, Adult Mental Health, State Operated Services (SOS), Community Support Services, SOS Forensic Services, Special Populations, Child and Adolescent Behavioral Health Services, Community Addiction Recovery Enterprise, Minnesota State Operated Community Services, Community Behavioral Health Hospitals, and State Operated Services Support Division. 

Children and Family Services

In partnership with counties and community agencies, Children and Family Services helps keep children safe and provides families with supports to care for their children. It also helps families and individuals transition to work and economic stability.

Divisions in this area include: Child Safety and Permanency, Child Support Enforcement, Community Partnerships, Program Assessment and Integrity, and Transition to Economic Stability.
Continuing Care
Continuing Care works to ensure quality care and services for seniors and other adults who need help living as independently as possible.
Divisions in this area include: Aging and Adult Services, Nursing Facility Rates and Policy, Deaf and Hard of Hearing Services, Disability Services, and Project 2030.
Health Care
Health Care oversees Minnesota Health Care Programs eligibility and benefit policies, the state MinnesotaCare operations and county administration of health care programs, provider relations and health care payment systems. Minnesota Health Care Programs include Medical Assistance and MinnesotaCare. In Minnesota, Medicaid is called Medical Assistance (MA) and eligibility is administered by the counties. MinnesotaCare is a publicly subsidized program for Minnesota residents who do not have access to affordable health care coverage.
Divisions in this area include: Health Care Eligibility and Access, Health Care Operations, Performance Measurement and Quality Improvement, and Purchasing and Services Delivery.
Operations
Operations provides the legal and regulatory; budget, legislative and management support functions; and human resources and information technology activities necessary for the department to run its programs. This includes managing agency financial functions; legal and regulatory operations including appeals, regulations and licensing; human resources; and information technology.

Divisions in this area include: Legislative Relations, Office of Indian Policy, County Relations, Compliance Office, Appeals and Regulations, Internal Audits, Licensing, Office of the Chief Financial Officer, Budget Analysis, Financial Operations, Reports and Forecasts, Office of Enterprise Architecture/Technology, Human Resources/Management Services, Public Affairs, Communications Office, Office for Equity and Agency Development and Office of the Inspector General.

For detailed information about the Minnesota Department of Human Services, please visit our website:

www.dhs.state.mn.us.
Student Expectations

1.
Once you have been offered a placement and accepted it, schedule a time to meet with the supervisor for a tour of the office and work area. This should be done prior to beginning your internship.

2.
Discuss your responsibilities and assignments with your supervisor to gain a clear understanding of what is expected of you.

3.
Establish your personal goals for the placement. Do this in collaboration with your site supervisor and your school's internship supervisor/coordinator.

4.
Always, ask questions when you are unsure or do not understand how to carry out a task, or what is expected of you!

5.
Become familiar with the culture of the work environment— work start and end times, lunch and break times, appropriate dress, how to report your time, workplace policies, etc.

6.
Attend all meetings as assigned by your supervisor and as required by the program (dates listed above).

7.
Complete assignments in a way that is consistent with your planned goals and so that your placement supervisor's expectations are met.

8.
Take time to make contact with DHS staff in your work area and in other parts of the agency who may influence your career objectives or personal goals.

9.
If you have trouble during the placement, inform the supervisor when possible. If the difficulty or problem is directly related to the supervisor, contact the Executive Pathways Program Coordinator. Do this in a timely manner.

10.
Maintain contact with your school's internship coordinator/supervisor, according to the college or university's placement/internship policy.

11.
Complete all required documentation according to your college/university or worksite's policy.

12.
Be respectful of co-workers, agency clients, and any others whom you may encounter on the job.

13.
Maintain confidentiality of information when dealing with sensitive or private data, and become knowledgeable about the Department and the work unit's policies and procedures in this regard.

14.
Complete the program evaluation and feedback form and return it to DHS’ Equal Opportunity and Access.


Placement Supervisor Expectations

1.
Your site supervisor agrees to complete all documentation required by the Department and by your educational institution related to your work experience/internship.

2.
Your supervisor will ensure that you are oriented to the area of the Department in which you are working, including familiarizing you with policies and procedures of the work unit, and with the policies and procedures of the Department of Human Services. Informal conventions, such as "casual Fridays," will also be addressed.

3.
Your supervisor will provide you with specific job tasks related to your educational objectives as well as to the agency's work needs, and will be accessible to you for clarification and for input, when needed. Your supervisor will work with you and/or your educational institution to ensure that the educational requirements for placement are met.

4.
Your supervisor will meet with you regularly and provide constructive feedback on the quality of your work, and guidance as needed and upon your request.

5.
Your supervisor will ensure that you are provided the necessary tools, equipment, and information needed for completion of your assigned work tasks.

6.
Your supervisor will address any problems related to the structured work experience/internship promptly and directly.

7.
Your supervisor will invite you to attend and participate in scheduled internal and external meetings, and will assist you with making professional contacts that can be instrumental in the development of personal and professional career goals.

8.
Your supervisor will ensure that you do not exceed the hours of work agreed to in the internship employment agreement. Any deviation from this agreement must be put in writing and agreed to by the student, the supervisor, and the Executive Pathways Coordinator and/or DHS Human Resources Division.

9.
Your supervisor must ensure that someone is always designated to provide work direction and/or supervision to you when you are present at work. Whenever possible, this designated staff member should be someone in your field of study.

10.
Your supervisor will evaluate you midway through your internship and provide feedback based on that evaluation.

11.
Your supervisor will complete a formal evaluation, in writing, of your work near the end of the internship period. One copy each will be provided to the student, the Executive Pathways Coordinator, and the educational institution. If a letter grade or a pass/fail notification is required, your supervisor will provide that information in a timely manner to the educational institution upon completion of the internship.

2012 EXECUTIVE PATHWAYS INTERNSHIPS

(All internships require good written and oral communication, and analytical skills, and the ability to work in teams and with diverse populations.)

	BUSINESS 

AREA
	DIVISION
	PREFERRED EDUCATIONAL QUALIFICATIONS & SKILLS


	INTERNSHIP DESCRIPTION

	CHEMICAL AND MENTAL HEALTH
	ALCOHOL AND DRUG ABUSE 
	UNDERGRADUATE OR GRADUATE student in Business Administration, Communications, Human Services, Psychology, Public Administration or Policy, Public Health, Social Work

COMPUTER SKILLS:

Word, Excel


	The intern will assist in establishing outcome measures for providers to address treatment access needs and block grant funding requirements, perform research and analysis on the outcome monitoring systems in other states, create a system to address the monitoring needs and requirements within ADAD, and develop a strategy to maintain the monitoring system. 

	CHILDREN AND FAMILY SERVICES
	TRANSITION TO ECONOMIC STABILITY
	GRADUATE student in Business Administration, Communications, Law, Human Services, Political Science, Public Administration or Policy, Social Work, Sociology

COMPUTER SKILLS: Word, Excel


	The intern will participate in the process of designing demonstration projects to streamline and reform public assistance programs by simplifying delivery, using resources more effectively, improving outcomes for participants and reducing the disparities in outcomes for families of color. The projects will consist of reviewing identified research information for its ability to answer implementation questions; assisting with check-in conversations with parents on MFIP to test the relevance of elements proposed for demonstration projects, and providing written descriptions of proposed demonstration projects for the departments’ legislative review process.

	CONTINUING CARE

	PLANNING AND PROJECT 2030
	UNDERGRADUATE AND GRADUATE student in Psychology, Sociology, Communications, Social Work, Human Services, Public Administration or Policy, Public Health, Business Administration, Marketing
COMPUTER SKILLS: Microsoft Office Suite

DRIVER’S LICENSE REQUIRED 
	The intern will assist in planning the long-term care planning campaign and product development. The campaign is to encourage adults to plan for their retirement and old age as well as develop more affordable products for financing long-term care. The project involves creating components and developing key messages for the campaign, working with state agencies and private businesses on campaign implementation and researching the status of private financing products currently in the marketplace. 

	HEALTH CARE
	POLICY DEVELOPMENT AND IMPLEMENTATION
	GRADUATE student in Political Science, Public Administration or Policy, Public Health

COMPUTER SKILLS: Word, Excel


	The intern will participate in Health Care legislative and budget proposal development for the state FY2013-2014 biennial budget and 2013 legislative session related to changes needed to implement federal health care reform under the Affordable Care Act. The intern will also perform research and analysis on health care reform issues with deliverables and provide research support for staff.

	OPERATIONS
	COMMISSIONER’S OFFICE
	GRADUATE dual degree student in Law and Public Health, Public Policy, Public Administration, Organizational Leadership

COMPUTER SKILLS: Word, Excel, Westlaw, PowerPoint
	The intern will study the structure and governance of MN DHS, researching the structure and governance of state Department of Human Services and comparing & analyzing them with MN DHS, and researching the governance structure of non-public human services organizations supported by public funding. The intern may assist with developing, writing and presenting new DHS policies, initiatives and changes as well as performing legal research and writing including drafting memos on best practices standards, related policy and legal issues.

	OPERATIONS
	OFFICE OF INDIAN POLICY
	UNDERGRADUATE OR GRADUATE student in Public Health, Social Work, Human Services, Public Administration or Policy, Law

DRIVER’S LICENSE REQUIRED
	The work within the Office of Indian Policy extends the entire agency. The intern will assist in meeting with Tribal and urban American Indian representatives to determine program strategies that work best for that community. The intern will research disparities, particularly the disparity of American Indians in out-of-home placement, and help enhance Tribal infrastructure by working on the White Earth Health and Human Services Project to help facilitate the transfer of health and human service functions from Mahnomen county to the White Earth Nation.


Executive Pathways Application Checklist

Please submit your application in the following order

1.  _____
Application Form 

2.  _____
Sample of Legal Writing (if law student)

3.  _____
Two Letters of Recommendation  

4.  _____
Resume 

5. _____
Unofficial Transcript
6. _____
Equal Opportunity Applicant Tracking Form* (completion is optional) 

*Proof of Citizenship or Permission to Work (due at time of Placement)*
You may submit your application electronically, by mail or in person.

Electronically—submit all materials in the order above as one PDF or MSWord document to executive.pathways@state.mn.us.
Remember:

All Applications must be typed.
Incomplete or handwritten applications will not be considered

Electronic applications must be received by 11:59 pm on Friday, December 09, 2011.

Important Program Dates

All interns must be available to attend the following events 

INTERN ORIENTATION
Wednesday, May 30, 2012

2:00 to 4:00 pm  

Welcome Reception
 
Monday, June 4, 2012

Noon to 1:00 pm 

Internship Meeting

Tuesday, June 12, 2012

2:00 to 4:00 pm
Internship Meeting

Tuesday, June 26, 2012

2:00 to 4:00 pm 

Internship Meeting

Tuesday, July 10, 2012

2:00 to 4:00 pm 
Internship Meeting

Tuesday, July 17, 2012

2:00 to 4:00 pm  
Internship Meeting  

Tuesday, July 31, 2012

11:00 to 12:00 pm  
Program Reception

Tuesday, July 31. 2012

12:30 to 1:30 pm
An equal opportunity and veteran-friendly employer


