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STUDENT INTERNSHIPS

Ada County Sheriff’s Office

PROGRAM DESCRIPTION:  An unpaid internship with the Ada County Sheriff’s Office allows students to get professional experience, typically while obtaining credit for school. Internships are flexible around your school schedule and are available throughout the year.  If you are interested in completing your internship for credit, please see your Department Internship Advisor for details.  

Current intern projects include:


IT/Help Desk – Jail Video Visitation: 
The intern would act as a help desk support for families who are having technical issues with running the video visitation program from their home computer.  Responsibilities would include troubleshooting technical issues, creating a question log of questions and answers, and creating a decision tree to use for future reference. Students should apply who have specific computer skills, such as troubleshooting knowledge for computer hardware, are customer service oriented, and have an interest in computer tech support. Hours are flexible, but would prefer to have an intern work late afternoon, 4:00pm – 8:00pm, and one weekend day. The duration of the internship will be preferably for 2 semesters.

Finance/Accounting Internship:  The intern will work with the Ada County Sheriff’s Office Finance Clerks to process payment of invoices for the Jail, Patrol, and Communications sections.  The intern will be responsible to ensuring payments are processed correctly, ensuring that purchase orders, packing slips, and any other supporting documentation match invoices.  

Additional responsibilities will include: entering payment of invoices into the county financial program to be processed for payment, auditing and reconciling all morning cash deposits, received from various sources like bonds, inmate property, commissary, programs, concealed weapons, and alternative sentencing, and match monies, to system reports to make sure our deposits are accurate before being sent off to the bank.  Other duties may include processing equipment/supply purchase requests for the Jail, Patrol, or Communications sections of the Sheriff’s Office, filing of vouchers and purchase orders, researching order and purchase history, and handling employee travel reservations, per diem, and lodging. 

Jail Research Internship:  

ACSO Planning & Research is seeking an intern to research incidents, grievances, discipline and other jail data to identify characteristics common to certain inmate groups (e.g. inmates who are discipline problems, have a high suicide risk, etc.).  Developing “profiles” for inmates that require more intensive supervision can help us improve our alert system, screening tools, and other behavioral management processes.  A significant part of this internship is reading jail reports to summarize critical facts and search for patterns, so applicants should have strong attention to detail, ability to identify patterns/connections, and an interest in human behavior.    

Technical Writing - Ada County Central Records:

The intern would work with Central Records supervisors and professional staff in developing a manual of standard operating procedures for processes and training of new Law Enforcement Records Technicians.  The intern will learn each of the primary areas and job functions of the Central Records area (including protection orders and public information desk) and then document processes and systems into an all encompassing standard operating procedures.

Inmate Learning Center – Ada County Jail:

Interns working in the Inmate Learning Center will assist with basic tutoring in the five areas of the GED test – math, reading, writing, language arts, social studies, and science.  Interns will be responsible for assisting in the navigation of the computer-based GED program and troubleshoot any minor computer program issues.  Interns will also be responsible for addressing inappropriate behavior of inmates while they are visiting the learning center.  Candidates must be at least a sophomore in college and feel comfortable working with an inmate population and working independently.  Preference may be given to those students who have prior experience with tutoring or working in a similar computer lab environment.  (2-4 interns needed)

Business Systems Documentation - Crime Research & Planning Unit

The Technical Writing intern will work with a variety of project management teams and other partners to document and improve the connection between our business practices and data systems.  Projects will include creating and revising design documents for the jail management system, process documents, and other miscellaneous projects.  Students should apply if they are interested in technical communication.  The duration of the internship will be for at least one semester.

Business Systems Development - Crime Research & Planning Unit

The Business Systems Development Intern will be the liaison among the stakeholders, project team and program developers. The Intern will be responsible for eliciting, analyzing, and validating functional and non-functional requirements for changes to the business process and information system for the Alternative Sentencing Program and other departments of the Sheriff’s Office. They are responsible for translating the business and/or technical needs into relevant documentation and communicating design concepts to technical and non-technical users.  The duration of the internship will be for at least one semester.

Jail Alternative Sentencing Program: Assist with electronic monitoring program – hook ups, monitoring, and file audits.  Assist Alternative Sentencing Coordinators with Court documentation. Other project options include working with the Community Service Program, Work Release Center, and Pre-Release area.

Video Production - Community Information: Shoot footage during ride-alongs, jail and other events and develop video or videos for areas of the Ada County Sheriff’s Office. (1 – 2 interns)

Web Designer - Community Information:  Develop and implement a plan to attract more college-age people to our website. Develop and implement a plan to use use the most popular pages on our website (arrests & warrants) to share information. Develop and implement 3 new features to be added to www.adasheriff.org.

TO APPLY:

Please submit an application to our website at http://www.adasheriff.org/Careers.aspx
*Please note that the hiring process for our internship positions may take 6 to 8 weeks.  Please take this into account if you need to register for credit with your college or university.

HIRING STANDARDS:

Please note that you must meet our minimum hiring standards to be considered for an internship.  You can review our hiring standards at the following web link: http://www.adasheriff.org/Careers/HiringStandards.aspx
CONTACT INFORMATION:  

Angie Fisher

HR Selection & Internship Coordinator

(208) 577-3554

 afisher@adaweb.net
