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BILL #5508 — APPROVAL OF THE INTERN JOB DESCRIPTIONS

ABSTRACT: This bill seeks approval of the Intern Job Description listed at the bottom of this bill

WHEREAS (1),

The ASCSU Constitution states, in Section 104 Subsection D, that “Job descriptions shall
be created or changed only by the action of a bill passed by the Senate” so;

WHEREAS (2),

Although encouraged, it is not required that the President and Vice-President obtain
endorsements for legislation, so long as there is collaboration with one of the Chiefs of
Staff, as outlined in ASCSU Constitution, Article Ill, Section 302, line B, subsection |; and,

WHEREAS (3),

That the Fifty-Fifth Senate of ASCSU approve the intern job descriptions listed in this bill

WHEREAS (4),

These clauses may be amended at any time if information is incorrect or misleading.
Amendments to these sections will be debated and voted on just as any other piece of
the legislation; if at any point the wording of the legislation is not the same as the
original intent was believed to have been by sponsors or endorsements, amendments
can be made to have those names removed; so,

THEREFORE, BE IT HEREBY FURTHER ENACTED (1)

That the program specialists' intern, executive assistant intern, and the executive
communications intern job descriptions will read as such;

JOB DESCRIPTION
The Associated Students of Colorado State University

Job Title Program Specialists Intern | Logistics Asynchronous 5 hrs a week

Volunteer based
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Department | Office of the president Reports to | Student Body President

Preferred skills

Equity & Inclusion

Peer to Peer Leadership

Oral and written communication
Relationship building & Collaboration

Job description

The Program Specialist Intern assists with presidents communications and presidential
operations. Key tasks include editing the Weekly Download newsletter, preparing meeting
materials, coordinating scheduling logistics, supporting outreach events, and tracking campus
policy issues. The role offers opportunities for leadership, communication, and student
engagement across campus.

Role responsibilities

Communications o Edit the “Weekly download” newsletter
and Content o Ensure all content is polished, timely, and reflective of
current ASCSU initiatives: collaborate with key
departments as needed for updates
= Draft the president's weekly message in the
weekly download

Department e RUMIE
projects e President Marketing initiatives
o Higher wages for students advocacy
¢ Homecoming reunioun
o Tailgate support
e Strategic Partnerships liaison
o Key communities
o Community for excellence
o Cultural resource centers
o Fraternity and sorority life
e Week at a glance project
o Fall Budget townhalls
e Democracy summit student track

Special projects e Policy research and tracking
o Research campus policies
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= Track policies that impact students and identify
opportunities for improvement or areas of
student input
e Student engagement
o Coordinate ASCSU tabling efforts
= Organize and lead ASCSU’s presence at outreach
events; ensure materials and representatives
are prepared
o Represent the Office of the President, attend university
events, student meetings or community forums as
representatives of the Office of The President

JOB DESCRIPTION
The Associated Students of Colorado State University

Job Title Special Projects Coordinator | Logistics Asynchronous 5 hrs a week

Volunteer based

Department | Office of the president Reports to | Student Body President

Preferred skills
e Equity & Inclusion
e Peer to Peer Leadership
e Oral and written communication
e Relationship building & Collaboration

Job description

The Executive Assistant Intern supports the ASCSU President with administrative operations,
presentation design, and strategic documentation. This role includes managing internal systems
(Google Drive, Notion), creating professional reports and slide decks, tracking legislative
activity, and assisting with special projects and first-year engagement efforts. Ideal for
individuals with strong organizational, communication, and leadership skills.

Role responsibilities

Communication o Create presentation materials

and content o Design and prepare PowerPoints, Canva, Google slide
decks for internal and external presentations by the
President
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Department o Quentin fellowship program

projects e Campus leaders series

e ACUI Outreach

e BIPOC programming and partnerships

e Strategic Partnerships liaison
o Parking and transportation services
o Orientation and transition programs
o SLICE, RamEvents/Campus Activities
o CHSAA, CCSD

e CHSSA Fall summit @ CSU

e Alumni outreach

e Tour De CSU

e Spring budget townhalls

Special projects e Policy research and legislative tracking
o Track state legislation that can/will impact young adults
o Draft memos and policy updates
e Engagement and representation
o First year engagement initiatives
o Represent the Office of the President, attend university
events, student meetings or community forums as
representatives of the Office of The President

JOB DESCRIPTION
The Associated Students of Colorado State University

Job Title Executive Assistant Intern | Logistics Asynchronous 5 hrs a week

Volunteer based

Department | Office of the president Reports to | Student Body President

Preferred skills
e Equity & Inclusion
e Peer to Peer Leadership
e Oral and written communication
e Relationship building & Collaboration

Job description

The executive communications intern will assist the President with scheduling and document
creation.
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Role responsibilities

Administrative e Act as a delegate on the President's calendar

o Support scheduling, follow-ups and meeting coordination
efforts for the president
= Prepare Pre-reads and meeting agendas
« Create concise, informative PreRead materials
and agendas based off ASCSU template for
these materials
o Coordinate meeting logistics
= Arrange logistics, invitations and materials for
meetings and forums
e Assist with document creation
o Develop clear and visually professional documents, proposals
and briefings for internal and external use
o Formatting and proofreading documents
e Printing, scanning, copying
e Organizing the President's Team Google drive
e Organizing the ASCSU teams channel
e Organizing Presidents Team notion
o Notate during meetings
e Audit the notion task board
o Review and report weekly on task boards progress, flag
issues or delays for OTP projects
e Lead intern task board execution

Special
projects

e Aid Presidents marketing initiatives
o Be present at president pop-up events to capture pictures,
network and mingle with students
Create scripts for social media videos
Schedule social media content and marketing opportunities
to develop social media branding for President Nunley.
e Systems, Process and Initatives special projects

JOB DESCRIPTION
The Associated Students of Colorado State University

Job Title Executive Communications Intern | Logistics Asynchronous 5 hrs a week
Volunteer based
Department | Office of the president Reports to | Student Body President
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Preferred skills
e Equity & Inclusion
e Peer to Peer Leadership
e Oral and written communication
e Relationship building & Collaboration

Job description
The executive communications intern will assist the President with scheduling and document
creation.

Role responsibilities

Administrative e Prepare Pre-reads and meeting agendas
o Create concise, informative PreRead materials and agendas
based off ASCSU template for these materials
o Draft administrative reports
o Program plan documents
o Strategic planning documents
o Budget documents/plans
o Presentation creation
o Creating other administrative reports
e Speech-writing
e Audit the notion task board
o Review and report weekly on task boards progress, flag
issues or delays for OTP projects
e Lead intern task board execution

Special ¢ Aid Presidents marketing initiatives
projects o Be present at president pop-up events to capture pictures,
network and mingle with students
o Create scripts for social media videos
Schedule social media content and marketing opportunities
to develop social media branding for President Nunley.
e Syllabus Bank implementation
e Strategic Partnerships liaison
o Department of IT
e Systems, Process and Initiatives special projects

THEREFORE, BE IT HEREBY FURTHER ENACTED (2)
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That a copy of this legislation be forwarded to Amy Parsons, President, Colorado State
University; Tony Frank, Chancellor, CSU System; Marion Underwood, Provost & Executive Vice
President, Colorado State University, Blanche Hughes, Vice President, Student Affairs; Kauline
Cipriani, Vice President for Inclusive Excellence, Office of the President; Mike Ellis, Associate

Vice President and Executive Director of the Lory Student Center, Student Affairs; Pamela
Norris, Associate Executive Director Engagement and Talent Development, Student Affairs; Ben
Schrader, Director, Adult Leaner and Veteran Services, ASCSU Advisor; Duan Ruff, Director,
Student Leadership Involvement and Community Engagement; Julia Pratt, Assistant Director for
Student Government, Student Leadership, Involvement and Community Engagement; Farah
Shah, ASCSU/SLICE Accountant, Student Leadership, Involvement and Community Engagement;
Ali Raza, Assistant Director of Involvement, Student Leadership, Involvement and Community
Engagement, ASCSU Advisor; Elisa Randazzo, ASCSU Administrative Assistant; Warner College
Council; Ag Council; College of Liberal Arts Representative Council; Natural Sciences College
Council; College of Health and Human Sciences Dean’s Leadership Council; College of Veterinary
Medicine and Biomedical Sciences College Council; College of Business Dean’s Student
Leadership Council; Lisa Chandler, Assistant Director, Adult Leaner and Veteran Services;
Kathleen Fairfax, Vice Provost, International Affairs, Colorado State University; Chad Hoseth,
Assistant Vice Provost, International Affairs, Colorado State University; Greg Wymer, Director,
International Student Scholars and Services; Mary Ann Lucero, Executive Director, Academic
Advancement Center; Elizabeth Sink, Lead, Multifaith and Belief Initiatives; Gaurav Harshe,
Interim Director, Asian Pacific American Cultural Center; John Miller IV, Director, Black/African
American Cultural Center; Aaron Escobedo Garmon, Director, El Centro; Maggie Hendrickson,
Director, Pride Resource Center; Tyrone Smith, Director, Native American Cultural Center; Imani

Lindberg, Interim Director, Survivor Advocacy & Foundational Education Center; Justin Dove,
Director, Student Disability Center;

PASSAGE AND ENACTMENT OF BILL #5516
SESSION OF PASSAGE

Yays —  Nays —  Abstentions

ASCSU SPEAKER OF THE SENATE BROOKELYN REESE DATE
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ASCSU PRESIDENT JAKYE NUNLEY DATE

10[10/55>

RESOURCES:
Use this section to place any relevanttitations and/or resources used in the producing of this
legislation.

THAT THIS LEGISLATION SHALL BE FORWARDED TO:

Amy Parsons, President of Colorado State University

Tony Frank, Chancellor of the Colorado State University System

Blanche Hughes, Vice President for Student Affairs of Colorado State University
Marion Underwood, Provost and Executive Vice President

Kauline Cipriani, Vice President for Inclusive Excellence

Mike Ellis, Associate Vice President and Executive Director of Lory Student Center
Pamela Norris, Associate Executive Director Engagement and Talent Development
Ben Schrader, Director of the Adult Learner and Veteran Services, ASCSU Advisor
Julia Pratt, Assistant Director for Student Government of Student Leadership, Involvement and
Community Engagement

Farah Shah, ASCSU/SLICE Accountant for Student Leadership, Involvement and Community
Engagement

Ali Raza, Assistant Director of Involvement for Student Leadership, Involvement and
Community Engagement, ASCSU Advisor

Duan Ruff, Director of Student Leadership Involvement and Community Engagement
Elisa Randazzo, ASCSU Administrative Assistant

Warner College Council

Ag Council

College of Liberal Arts Representative Council

Natural Sciences College Council

College of Health and Human Sciences Dean’s Leadership Council

College of Veterinary Medicine and Biomedical Sciences College Council

College of Business Dean’s Student Leadership Council
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Lisa Chandler, Assistant Director of Adult Leaner and Veteran Services

Kathleen Fairfax, Vice Provost of International Affairs for Colorado State University
Chad Hoseth, Assistant Vice Provost of International Affairs for Colorado State University
Greg Wymer, Director of International Student Scholars and Services

Mary Ann Lucero, Executive Director of the Academic Advancement Center

Elizabeth Sink, Lead of Multifaith and Belief Initiatives

Gaurav Harshe, Interim Director of the Asian Pacific American Cultural Center

John Miller IV, Director, Black/African American Cultural Center

Aaron Escobedo Garmon, Director of El Centro

Maggie Hendrickson, Director of the Pride Resource Center

Tyrone Smith, Director of the Native American Cultural Center

Imani Lindberg, Interim Director of the Survivor Advocacy & Foundational Education Center
Justin Dove, Director of the Student Disability Center

ARCHIVE INFO [Parliamentarian Use Only]

INTRODUCTION DATE/SESSION: ARCHIVE DATE:

COMMITTEE’S REVIEWED: MONETARY Y/N
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