
Federal Work-Study Internship 
Program Job Description Form 

Name of Organization: Position Title: 

Hourly Wage: Average Hours Per Week:  

Desired Work Schedule:  
(list ideal work days and times of the week for this position)

Address:

Supervisor Name: Supervisor Phone Number:

Supervisor Email: 

Essential Duties and Responsibilities: 

Required Qualifications: 

Knowledge, Skills, and Abilities (check all that apply)

Verbal Communication

Microsoft Office Skills (Word, PowerPoint)

Adobe (Photoshop, Illustrator, InDesign)

Detail Orientation

Initiative

Written Communication

Ability to Work Independently

Ability to Work in a Team

Presentation and Public Speaking Skills

Problem Solving

Flexibility/Adaptability/Creativity

Organizational Skills

Customer Service Skills

Multi-tasking



Provide other required qualifications or information on this position: 

Skills/Experiences Gained from this Position:

Check off the UWM Shared Learning Goals in which students will gain knowledge, skills, and abilities. Please check all that 
apply below. 

Critical Critical and Creative Thinking Skills

Student employee will be able to meaningfully articulate how experiences outside of the formal 
classroom deepens their understanding of fields of study and broadens their points of view.

Effective Communication Skills

Individual, Social, and Environmental Responsibility

Student employee will be able to provide evidence in civic-engagement activities and describe what they 
have learned about themselves as it relates to a reinforced and clarified sense of civic identity and 
continued commitment to public action.

Please describe other skills/learning outcomes students will develop in this position: 

Student employee will be able to adapt and apply skills, abilities, theories, or methodologies gained in one 
situation to new situations to solve difficult problems or explore complex issues in original ways.

Student employee will be able to articulate insights into their own cultural rules and biases.

Intercultural Knowledge and Competence 


	Name of Non-Profit Organizatio_CNdUKSUvbalT6Hd6z4g9MA: DNR - Havenwoods State Forest
	Position Title: _O8IGTVVMhynidVlgzoR*1w: Visitor Services Associate
	Hourly Wage: _Lylv22YgwdkSQfr19rT4jQ: 14.00
	Average Hours Per Week:  _c6qpdGF8EBXZyuqC*OlBTA: 15
	Desired Work Schedule:  (list _TuDIJnriWAwZA0EapaG42A: Tuesdays through Saturdays, typically between 8am-4:30pm, wtih possibility of occasional evening or Sunday/Monday shifts. We're open to 4-8hr shifts split between multiple days with typical hours ranging from 12-15 per week, and have flexibility in terms of which days of the week those shifts would be on to accomodate class schedule.
	Address:_GVaSG0F3oC7vxYb7Fhgbqg: Havenwoods State Forest
6141 N Hopkins St
Milwaukee, WI 53209
	Supervisor Name: _2066uKYUNXybF6iKzt6Cvg: Angela Vickio
	Supervisor Phone Number:_7uZM7Eszei44ac50SvuTYA: 414-750-1237
	Supervisor Email: _c-OQPM60ChT*NDv4mfz67w: angela.vickio@wisconsin.gov
	Essential Duties and Responsib_H5ElY0Yn9*oAG-6*MaSc4Q: This position is responsible for greeting park visitors, selling vehicle admission stickers, fielding questions about the park or property and recreation opportunities, along with a variety of other administrative and financial duties.

50% - Greet visitors, collect and account for fees and disseminate information. Use electronic cash registers, and electronic credit card verification equipment.  Provide answers to visitor questions concerning the specific park area, as well as explain the area's recreational opportunities, interpretive services, concessions and campground availability.
 
25% - Clean and maintain public visitor areas of nature center. Assist other staff with duties as assigned, which may include helping with care and maintenance of the nature center's ambassador animals.
 
15% - Distribute brochures, maps and provide directions/routes of travel throughout the park; inform visitors of potential safety hazards.
 
10% - Create fliers, program materials, or written communication regarding facility use and program offerings.

	Knowledge, Skills, and Abiliti_0_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_1_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_2_wepkBcqs3wM3Xd-rbK8-8Q: 
	Knowledge, Skills, and Abiliti_3_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_4_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_5_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_6_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Knowledge, Skills, and Abiliti_7_wepkBcqs3wM3Xd-rbK8-8Q: Yes
	Column1_0_ws-dBbxOaMEkGwvExIBCdw: Yes
	Column1_1_ws-dBbxOaMEkGwvExIBCdw: Yes
	Column1_2_ws-dBbxOaMEkGwvExIBCdw: Yes
	Column1_3_ws-dBbxOaMEkGwvExIBCdw: Yes
	Column1_4_ws-dBbxOaMEkGwvExIBCdw: Yes
	Column1_5_ws-dBbxOaMEkGwvExIBCdw: Yes
	Provide other required qualifi_6n-YyeLd167-uyXNjW7x*A: - Ability to communicate effectively with co-workers and the public
- Customer service and cash handling experience
- Knowledge, skills and experience of general maintenance operation (or desire to learn)
- Ability to work independently, be self-motivated and punctual 
- Ability to work a modified schedule; nights, weekends, holidays, etc.
- Willingness to work outdoors in a variety of weather conditions as necessary

	Intercultural Knowledge and Co_0_WMpcsJcevzuOQ-a*bRa-TQ: Yes
	Critical and Creative Thinking_0_9QIGLyopcjuOMbytb*Tiew: Yes
	Effective Communication Skills_0_wvDNoUOBVGMJeZPn8V*WOQ: Off
	Individual, Social, and Enviro_0_jwE8DVBsLgy00mCjoY26ZQ: Yes
	Please describe other skills/l_UR*owBoNyUBaxsBRW4*ylQ: The student will learn a variety of factors that are entailed in management and maintenance of a State Parks property and nature center, including rules and regulations and publicly available resources to assist with visitor education. They may participate in assisting with educational planning or program implementation as part of their duties if natural resources interpretation is an additional field of interest. They may assist with some habitat improvement projects, volunteer days, or land maintenance if there is interest.
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