
Public Affairs Intern 

LEVEL: Administrative 

HOURS: 16-20 hours a week, flexible schedule 

REPORTS TO: Public Affairs Director 

POSITION SUMMARY: This position runs from January through June 2017 and will assist the 
Public Affairs department with the daily activities of coordinating our Colorado General 
Assembly vote tracking project; planning and coordinating meetings and special events; and 
assisting with database and website updates. This position is an excellent entrée into the Public 
Affairs field, working with one of the highest profile Public Affairs shops in Denver. 

RESPONSIBILITIES: 

1. During legislative session (January–May), the main responsibility will be to input and update 
data in the Chamber’s legislative bill tracking system. This will require navigating the general 
assembly website to gather all legislators’ committee/floor votes, tracking the votes in a 
proprietary database and assisting with compiling the final “scorecard” report. Intern will present 
periodic updates to the Chamber’s Legislative Policy Committee, once at mid-session and once 
at the end of the session, offering an excellent opportunity for face time in front of leading 
Denver metro executives and public policy experts. 

2. During the months of May and June, intern will finalize data gathered over the session, work 
with the Public Affairs team to create the legislative scorecard presentation and report. 

3. Assist with Public Affairs events and meeting logistics, including meeting room set-up and 
tracking RSVPs, managing special needs like speaker support, A/V, off-site meetings, etc. 
Provide logistical support for Public Affairs-related events, such as assistance with tracking 
event reservations and payments, day-of event registration and volunteer management and other 
duties that arise. 

4. Manage other projects as assigned by the Public Affairs team. 

QUALIFICATIONS 

EDUCATION: Student with two years of education and/or experience and interest in public 
relations, public affairs, government affairs or business. 

SKILLS: 

- Experience with web-based technology and audio/visual technology for communication 
purposes and strong computer skills, including word processing and presentations. 



- Must exhibit competency in MS Office, especially Word, Outlook, Publisher and Excel as well 
as membership database. 

- Well-organized and detail-oriented. 

- Must be self-driven and able to manage long-term projects without repeated direction, versatile, 
flexible and able to manage numerous constantly changing issue environments. 

- Demonstrate high degree of professionalism and ability to contribute positively to a strong team 
environment. 

- Must build absolute trustworthiness and confidence with department and department’s 
volunteer members and project a positive and professional image to Chamber members. 

SUPERVISORY RESPONSIBILITIES: None 

TYPICAL PHYSICAL DEMANDS: 

- Ability to lift 50 lbs. 

WORKING CONDITIONS: 

- Professional office environment. 

- Weekly Legislative Policy Committee meetings on Tuesdays at 7:30 a.m., as well as other 
meetings as necessary. 

Application Instructions 

Interested applicants send cover letter and résumé to: careers@denverchamber.org, Attn: 
Stephanie Samano 

Deadline to Apply: November 25, 2016 

mailto:careers@denverchamber.org

