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Parks and Recreation
Internship Program
Parks and Recreation Overview
Wakefield, Michigan is a quaint community that embraces the recreational
opportunities both within the City and in the greater Wakefield community. The
City is home to eight (8) designated parks, with a total of 62.4 acres, little league
field, softball fields, two public access lakes, a swimming beach, and several miles of
walking trails. The park system also includes a seventy (70) site campground located
on the shore of Sunday Lake.

Parks within the City are utilized predominantly in the summer months when
residents and visitors alike visit the parks for recreational opportunities such as
swimming, sports, camping, fishing, and exercising. Currently, two non-profits
organize little league games and adult softball events. However, the City is eager to
develop and implement recreational programming for all ages starting in the
Spring of 2020.
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Internship Goal
The goal of the Parks and Recreation Internship Program is to provide an Intern
with the opportunity to apply information and skills obtained in the classroom to
real-life working situations. Interns will gain experience in planning, organizing,
leading, and implementing various recreational programs. Interns will receive a
constructive review and evaluation of their skills and competencies, allowing them
the opportunity to hone their skills through professional development before
entering into their career field.

Job Description
While working under the direction of the City Manager, the Intern will conduct
research, marketing, planning, and financial management of the park system. The
Intern will create recreational programs for both the park system and the
campground to attract tourists and provide programs locally for residents to enjoy.
Job descriptions will be further tailored to fit both the goals established for the Parks
and Recreation Department as well as the Intern’s interests. Subsequently, the City
is looking to establish at least one of the following programs for the summer of
2020:
1.
2.
3.
4.
5.

Music in The Park
Movies in The Park
Campground Programing
Youth Programming
Senior Citizen Programing

The length of the Internship is 12-14 weeks. The Intern is required to provide a
minimum of fifteen (15) hours a week, which may include attendance at some
weekend and evening events, resulting in 180 to 210 total working hours
throughout the entire internship. A probationary period of the first two initial
weeks of the internship will be instituted. During that period, the City Manager
reserves the right to dismiss an Intern if it is determined the Intern is not
adequately prepared to perform the functions required of the internship.
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Internship Requirements
• Eligible candidates shall have taken college or university course work related to
the Internship opportunity.
• Each eligible candidate shall complete a City of Wakefield Internship application.
• Each eligible candidate shall include a current transcript of college or university
course work. A minimum overall GPA of 2.8 is required.
• Selected candidates shall meet City standards for drug screening, background
check, and driving record review, as required by a particular position, as well as
be eligible to work in the United States (if applicable).

Internship Program Requirements
Interns are representatives of the City of Wakefield, their college/university, and
their community. The City is committed to providing each Intern with the highest
on-the-job-training possible. In turn, each Intern is responsible for making the most
of this opportunity. Below is a list of required assignments each Intern must
commit to, before and during an Internship:

• Orientation- Learn City policies, procedures, and operations.
• Special Project- The intern and City Manager will determine the type and
scope of project. The intern will plan, organize, promote, implement, purchase
supplies (if necessary) and present the project for evaluation.

• Research- The intern will research the recreation opportunities or programs of
three communities and write a one-page report focusing on program variety,
facility features, and type of community addressed by the program.

• Meetings- Attend one of each of the following:
• Wakefield City Council Meeting
• Wakefield Planning Commission Meeting
• Wakefield Library Meeting
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• Additional Assignments- Throughout the Internship, staff members will
delegate assignments that are important to the success of operations and
programs. Therefore, successful completion of all assigned tasks by the Intern is
required.

Intern’s Responsibilities
• Understand City policies.
• Perform all duties assigned in a professional and efficient manner.
• Wear appropriate attire.
• Develop an awareness of recreation needs and concerns of the community.
• At the time of application, notify the City Manager of any planned extended or
known leaves of absence. Once enrolled in Internship, notify the City Manager
of any absences in advance (if possible).
• Consult the City Manager for clarification and/or direction regarding policy
issues and procedures.
• Prepare and participate in weekly meetings with the City manager to assess
Internship progress.
• Submit a final evaluation of the Internship to the City Manager.
• Route all correspondences to the City Manager. The City Manager’s (or assigned
staff) signature must accompany Intern’s signature on all correspondences.
• Access to reliable transportation.

Agency Responsibilities
• Educate the intern regarding policies.
• Provide meaningful and varied experiences that will enhance the Intern’s
professional development.
• Provide direction, counseling and supervision to the Intern.
• Plan and organize supervised work experience that is practical to the Intern.
• Educate staff regarding the Internship program.
• Evaluate the Intern’s performance and provide constructive analysis.
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Program Completion
Interns who complete their program requirements will receive a letter of
recommendation from the City Mayor and the City Manager of Wakefield.
Additionally, the Intern will be recognized by special resolution at a Council
meeting for their service to the community.

Application Procedure
The following documents compose an application package. All of the following
must be completed and submitted to be considered:
Intern Application
Cover Letter
Resume
Transcript documenting 2.8 GPA
A Letter of recommendation
You may drop off your application package in person at 509 Sunday Lake Street,
Wakefield, MI 49968. Or, you may email your application to
clerk@cityofwakefield.org.

Timeline
Event

Due Dates

Application Package

February 12, 2020

Interviews

February 19, 2020

First Day of Internship

March 2, 2020

Last Day of Internship

May 18, 2020 or June 1, 2020

The City of Wakefield is an Equal Opportunity Employer. We consider all candidates without regard to
sex, race, color, age, height, weight, martial status, national origin, religion, disability, color, familial status,
genetic traits, or any other legally protected status or activity. We will attempt to provide reasonable
accommodations for eligible individuals with a disability if requested.
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City of Wakefield
Application for Internship
509 Sunday Lake Street
Wakefield, Michigan 49968
PH.(906)229-5131 or Fax (906)229-5331
Web Site: www.cityofwakefield.org
The City of Wakefield is an Equal Opportunity Employer. We consider all candidates without regard to sex, race, color, age, height,
weight, marital status, national origin, religion, disability, color, familial status, genetic traits, or any other legally protected status or
activity. We will attempt to provide reasonable accommodation for eligible individuals with a disability if requested.
Instructions: Type or print in ink. Complete all questions, using additional paper if necessary.
Writing “see resume” is not appropriate. Please return the application to the, City Municipal Building.
Position applied for:

Where did you see this position advertised:

Name:
Last

First

Middle

Address:
Number

Telephone #: (

)

Street

City

State

Zip Code

Cell#: (____)__________________E-Mail Address: _________________________________

If you are under 18 years of age, and it is required, can you provide a work permit?
If “Yes”, please attach a work permit. If “No”, please explain

Yes

No

Have you ever been employed by the City of Wakefield?
If “Yes”, please give dates of employment and position

Yes

No

Do you have any friends or family employed by the City of Wakefield?
Please provide their names, departments, and relationship to you

Yes

No

Are you legally eligible for employment in the United States?

Yes

No

Valid Driver’s license number:
Has your Driver’s License ever been revoked or suspended?

Exp. Date
Yes

State

No

If “Yes,” provide the date(s) and details:
Would you like this application to remain confidential during the pre-interview phase?

Yes

No

Are you able to meet the Intern’s Responsibilities of the internship for which you are applying (with or without reasonable
accommodation)? This question is not designed to elicit information about an applicant’s disability. Please do not provide information about
the existence of a disability, need for an accommodation, or your specific situation. These issues may be discussed at a later stage.

Yes

No

I have not reviewed the “Interns Responsibility” of the internship for which I am applying.

Have you ever pled “guilty” or “no contest” to, or been convicted of a crime?
If “Yes”, provide date(s) and details

Yes

No

Yes

No

Note: A conviction record will not necessarily bar you from employment.

Are there any felony charges pending against you?
If “Yes,” provide date(s) and details

Note: Pending charges will not necessarily bar you from employment. Do not identify any pending misdemeanor charges .

Have you ever been dismissed or asked to resign from a previous job?
If “Yes”, please explain

Yes

No

The City of Wakefield will use your Driver’s License number and date of birth to run a criminal background (for all positions) and
driving record status verification, if applicable. Please sign here as your authorization for the City to proceed with said verifications.
Name:
Date:
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Computer Skills (Indicate software titles and years of experience)
Word Processing
Spreadsheet
Presentation
E-Mail
Database

Years:___
Years:___
Years:___
Years:___
Years:___

Internet
Graphics
Typing WPM
Ten Key
Other:

Years:___
Years:___
Years:___
Years:___
Years:___
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References
Provide the name, relationship, and telephone number of three school, business or work references who are not related to you.
NAME

TITLE

RELATIONSHIP

TELEPHONE

(
(
(

# OF YEARS
KNOWN

)
)
)

Applicant Statement
Instructions: Please carefully read the following paragraphs and initial each paragraph. By doing so, you hereby acknowledge that
you have read, understand, and agree to the terms.
I certify that the information in this application is true, complete, and correct to the best of my knowledge and I understand that any
falsification, misstatement, misrepresentation, or omission of any information submitted in connection with my application, resume,
or interview, whether in this document or not, may result in rejection of my application or, if selected, in dismissal from program. I
agree to notify the City of Wakefield if any of the information disclosed in this application changes while my application is pending
or, if selected, during my internship. __________
I understand that the employer, the City of Wakefield, further known as the City does not unlawfully discriminate in employment
and no question on this application is used for the purpose of limiting or eliminating any applicant from consideration for internship
on any basis prohibited by applicable local, state, or federal law. __________
I understand that under Michigan Law, disabled applicants and employees may request an accommodation for their disability by
notifying the City, in writing, of the need for an accommodation within one hundred eighty two (182) days of the date the individual
knew or reasonably should have known than an accommodation was needed. Failure to do so will preclude a claim that the City
failed to accommodate the disability. __________
If I am selected, I understand that I am an At-Will intern and I am free to resign at any time, with or without cause and with or
without prior notice, and the City reserves the same right to terminate my internship at any time, with or without cause and with or
without prior notice, except as may be required by law or written contract with me. This application does not constitute an
agreement or contract for employment or internship for any specified period of time. I understand that no employee or
representative of the City is authorized to make any assurances contrary to the provisions of this paragraph. I understand that no oral
or written agreements contrary to the provisions of this paragraph are valid unless they are in writing and signed by the City Manager.
__________
I expressly authorize, without reservation, the City, its representatives, employees, or agents to contact and obtain information from
all references (personal and professional), employers, public agencies, licensing authorities and educational institutions and to
otherwise verify the accuracy of all information provided by me in this application, resume, or job interview. I hereby waive any and
all rights and claims I may have regarding the City, its agents, employees, or representatives, for seeking, gathering, and using
information, in a lawful manner, in the employment process and all other persons, corporations, or organizations for furnishing such
information about me. __________
I agree and understand that any internship offer is conditional upon the results of the post-offer, pre-employment reference and/or
credit check, criminal background check, driving record check (if applicable), drug screening and medical examination. __________
I HAVE READ, UNDERSTAND AND AGREE TO THE TERMS OF EACH OF THE ABOVE STATMENTS.

Signature: ____________________________________________________________ Date: ______________________________
Return the completed application packet, in person to 509 Sunday Lake Street,
Wakefield, MI. 49968. Or, you may email your application to clerk@cityofwakefield.org
Thank you for applying with the City of Wakefield and we wish you well.
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