JOB DESCRIPTION This document is used to provide

a basic description of essential
State Form 52468 (12-05) duties and other work elements.

Employee Name: N/A

Agency: Indiana Commission for Higher Education BU: 719
Division: Section/District:
Job Title: Policy & Planning Intern Job Code: N/A

Working Title (if different from above):

Reports To: Associate Commissioner for Policy & Planning

FLSA Status: [ | Non-Exempt (OT Eligible) L] Exempt Effective Date :

Purpose of Position/Summary:
The Policy & Planning Intern will work with the Associate Commissioner in the execution of policy and
planning for the Indiana Commission for Higher Education (ICHE).

Essential Duties/Responsibilities:

-Assist in conducting reasearch on higher education

-Assist in data analysis and reporting (writing policy briefs)

-Assist in communicating policy actions to appropriate stakeholders

-Assist in engaging appropriate stakeholders for convenings and the execution thereof
-Assist in presentations to appropriate stakeholders

Job Requirements:

-Enrolled and actively pursuing a four-year college degree, or has completed a bachelor's degree
-Microsoft Office suite proficient

-Demonstrated research skills

-Demonstrated data anlaysis skills

-Demonstrated presentation skills

-Excellent oral, written, and interpersonal communication skills

Supervisory Responsibilities/Direct Reports:
N/A

Difficulty of Work: |
Work requires objective analyses of data and research, along with timely and effective communication of |
policy changes for all affected constituents

Responsibility:
Position is expected to complete work as directed by the Associate Commissioner

Personal Work Relationships:
Maintain professional relationships with ICHE colieagues and with constituents in Indiana schools of
higher education and other stakeholders

Physical Effort:
Minimal

Working Conditions:
Secure envirenment conducive to personal and colfaborative productivity




JOB DESCRIPTION This document is used to provide

a basic description of essential
State Form 52468 (12-05) duties and other work elements.

Employee Name: N/A

Agency: Commission for Higher Education BU: 719
Division: Section/District: 101 West Ohio St.
Job Title: CHE - Public Relations & Marketing Intern Job Code: N/A

Working Title (if different from above):

Reports To: Jason Bearce

FLSA Status: [] Non-Exempt (OT Eligible) X Exempt Effective Date :

Purpose of Position/Summary:
To assist in promoting the work of Learn More Indiana, CHE's division that promotes college access and
success.

Essential Duties/Responsibilities:
Includes working with college coalitions, producing news releases, promoting Learn More Indiana College
Initiatives, and college readiness efforts.

Job Requirements:
Excellent communication skills (oral, written & interpersonal). Assist in developing communication plans
& marketing campaigns.

Supervisory Responsibilities/Direct Reports:
Reports to Jason Bearce, Associate Commissioner for Strategic Communications & Initiatives.

Difficulty of Work:
Understanding of comprehensive communication plans, public relations activities and multimedia
marketing campaigns.

Responsibility:
Adherence to Commission personnel policies and procedures. Expected to meet reasonable standards
for quality and quantity of work performance.

Personal Work Relationships:
Requires Team Collaboration

Physical Effort:
Minimal

Working Conditions:
Excellent




