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☒ Current 	☒ Proposed
	Classification Title
Volunteer Intern 
	Division
Executive

	Working Title
Operations Intern
	Office/Unit/Section
Secretary

	Position Number
     
	Effective Date  
June 1, 2026, to August 21, 2026

	Name 

	Date Prepared
March 17, 2026


General Statement 
The mission of the Government Operations Agency (GovOps Agency) is to improve government operations within state departments so they can better serve the people of California. Agency oversees the following 13 departments, boards and offices: CA Department of Human Resources (CALHR), Public Employees Retirement System (CalPERS), Teachers Retirement System (CalSTRS), Victims Compensation Board (CalVCB), Department of Technology (CDT), Department of Tax & Fee Administration (CDTFA), Department of General Services (DGS), Franchise Tax Board (FTB), Department of FI$CAL, Office of Administrative Law (OAL), Office of Data Innovation (ODI), State Personnel Board (SPB), and the Office of the Cradle-to-Career Data System (C2C).

The operations intern position is a temporary, structured learning opportunity designed to provide exposure to the fundamental functions of the government operations agency. The internship is educational in nature and intended to supplement academic coursework through observation, supervised practice and professional development activities. The intern performs limited support tasks under direct supervision to gain familiarity with operational processes, policy development and stakeholder engagement principles. 

This position does not replace, displace, or substitute for the work of civil service employees. The intern does not independently perform core government operations functions, exercise decision making authority, issue official communication, or represent the department in an official capacity. All final work products and official operational policy work remain the responsibility of state civil service employees.
Job Functions 

20%	Observe and shadow office staff to gain exposure to daily operations, workflows, and professional practices, assisting with routine tasks as appropriate.

20% 	Observe operations & policy team meetings, cross‑department working sessions, and interagency discussions to gain understanding of statewide operational priorities, policy challenges, and implementation considerations.
20%	Assist with reviewing and analyzing data; and draft policy documents, guidance materials, operational summaries under staff direction. Revise drafts based on feedback for learning purposes.
15% 	Assist with preparing and organizing materials.
15%	Take notes during meetings for personal learning, especially operational issues, policy proposals, and discussions between GovOps and partner departments.
10%	Conduct basic supervised research on statewide operations topics, statutory/regulatory considerations, historical policy documents, or statewide process improvement efforts to support staff understanding.
Supervision Received
The intern reports to the Secretary of Government Operations Agency, or his or her designee.  
Supervision Exercised
None.
Required Skills
Ability to follow instructions and meet deadlines, willingness to learn and accept feedback, demonstrate developing written and verbal communication skills. Ability to review information and ask questions. Positive interpersonal skills and ability to handle information with discretion. The intern would preferably have a demonstrated interest in public service and government operations. 
Attendance
Must maintain regular and acceptable attendance commensurate with the intern’s agreed-upon schedule.
Other Information
The duties of this position are performed indoors.  The employee’s workstation is located at 1304 O Street, Sacramento, California, and is equipped with standard or intern’s office equipment, as appropriate.  
I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the intern supervisor.  If unsure of a need for reasonable accommodation, inform the intern supervisor, who will discuss your concerns with the personnel liaison.)
Duties of this position may be subject to change and may be revised as needed or required.
	Intern Signature

	Intern Printed Name
	Date



I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.
	Supervisor Signature

	Supervisor Printed Name
	Date
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