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Young Professional Common Role Descriptions
Our young professionals fill a variety of meaningful roles in companies. We find our most successful interns are placed in these areas: Helpdesk Support, Desktop Deployment, Data/Quality Assurance, Development Support, Project Coordinator/Operations Support, and Scrum Team Member. Read below for a job description of each position.
[bookmark: _GoBack]
-Helpdesk Support-
Job Description
· Assist clients over the phone with password and other basic IT related issues on multiple applications. Tasks include verifying identity of client and resetting password through administrator access or escalating tickets to proper support group as needed. 
· Assist with routing issues received to the appropriate person. Tasks include properly categorizing the issue in ticketing system and assigning to correct support group.

Skills and Knowledge Gained
· Student gains exposure to an overview of IT and learn more about what areas they have an interest
· Student gains a better understanding of the company as it relates to IT
· Student gains exposure to working in a fast paced professional environment with high expectations and demand for accountability
· Student has the ability to learn and adapt quickly to change in a dynamic environment

-Device Deployment-
Job Description
· Assist in the support of IT device needs
· Job to include, but not limited to:
- image/re-image computers
- set-up of new PCs and equipment for end users
- assist with client hardware moves throughout the supported facility
- document and manage requests for IT assistance  
- simple PC hardware repairs once trained and experienced 
Skills and Knowledge Gained 
· Student gains exposure to an overview of IT and learn more about what areas they have an interest
· Student gains exposure to working in a fast paced professional environment with high expectations and demand for accountability
· Student has the ability to learn and adapt quickly to change in a dynamic environment
· Student will learn IT policies and procedures, including PC deployment, move processes and basic troubleshooting skills
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-Data/Quality Assurance-
Job Description
The intern will be responsible for assisting the department in various activities to support data and/or quality standards. These activities may include the following:
· Assist in writing and running test scripts for various applications
· Monitor and maintain defects for various applications
· Review data for accuracy and completeness and ensure duplicates do not exist
· Use critical thinking skills to determine the appropriateness of the requests, escalate questions or concerns to immediate supervisor
· Work with employees outside of department to ensure understanding of appropriate request procedures and processes; be responsive to questions
· Coordinate customer/vendor integration and cleansing activities to match company information across systems
· Use reports and system inquiries to assist in identifying customer/vendors matches between systems

Skills and Knowledge Gained 
· Learn impacts of data/quality assurance on enterprise wide systems
· Gain insight around data/quality assurance integration across system platforms
· Improve organizational skills to meet timelines
· Improve general computer skills including keyboarding and desktop shortcuts

-Development Support-
Job Description
The intern will be responsible for assisting the department in various activities to support websites and/or multiple applications. These activities may include the following:
· Create or modify information in various software applications
· Learn basic programming
· Document and maintain processes
· Ensure that data is correct and escalate as appropriate
· Bring forward new ideas on how to design the application in a more efficient manner

Skills and Knowledge Gained 
· Introduction to software development
· Learn how to modify websites in a methodical manner
· Importance of Data/Quality Assurance and double checking your work
· Improve organizational skills to meet timelines



-Project Coordinator/Operations Support-
Job Description
· Compile documents for projects and organize in a consistent fashion
· Run reports as directed and produce output in the manner it is needed (i.e. paper vs electronic) 
· Organize tasks for others and assign as appropriate
· Help set up meetings, make copies and take notes at meetings
· Complete documentation as needed and update process flow diagrams
· Modify excel sheets to include additional data or exclude data not needed

Skills and Knowledge Gained 
· How to approach large tasks and break them down into more manageable tasks
· How to organize you work
· How to gain efficiencies on repetitive tasks
· How to organize data and make it easier for someone else to read

-Scrum Team Member-
Job Description 

· The primary role of this position is to assist the scrum master and the product owner 
· Write user stories with clear definition of the need and acceptance criteria to enable agile team to deliver new capabilities 
· Breakdown user stories into appropriately sized tasks with hour estimates 
· Support scrum master with reporting and meeting scheduling duties for agile ceremonies 
· Setting up and ensuring stand-ups run on time
· Scheduling rooms for backlog grooming, sprint planning, and retrospective 
· Scheduling meetings 
· Monitor team’s burn down to ensure team is updating tasks on a daily basis 
· Manage team documentation process to ensure it is up to date throughout product delivery cycle 
· Updating internal wiki websites
· Help update presentations for sprint demos and other product overview presentations
· Prioritizing work that doesn’t have a customer facing deadline
· Interns chip away at work that is important for team or business but not a customer deliverable (e.g., researching new software) 
· Assisting with submitting tickets & closing out old tickets
· Assist the product owner in keeping a clean product board by archiving unnecessary features or commenting on cards where updates are required

Tips for this position

· The supervisor and/or buddy supervisor for intern should thoroughly understand the agile/scrum team framework in order to work with the scrum team member 
· Interns should spend the first 2-4 weeks learning agile and learning about the various parts of the business that they are supporting 
· Interns can play any role on the scrum team. Observe their strengths and interests over the first few weeks to determine how to best utilize the intern. 

Skills and Knowledge Gained

· Learning the agile framework and various parts of the business 
· Develop project management skills 
· Intern will learn how to work and communicate across teams
· Learn how to present information visually and verbally
· Understand how to prioritize work for a team
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