Intern Position Description: 
Telfair County is seeking a digital communications and records intern to assist in modernizing and maintaining the counties public information systems. The intern will support the clerk as well as the deputy clerk in updating/uploading pertinent information onto our website such as meeting minutes, public notices, and other approved documents. Currently, many county records are managed manually, creating delays in information sharing and limiting citizen engagement. By integrating digital updates and organizing records for online publication, the intern will help streamline work flows and strengthen the county's efforts to provide timely, transparent communication with the public. This internship will enhance the county's overall efficiency and public outreach. Residents will benefit from quicker access to official minutes and reports, while staff will gain a more organized and centralized digital filing system. The project will also help lay the groundwork for broader digital modernization initiatives, such as expanding online services and improving website accessibility in compliance with open government standards. Additionally, the internship will allow Telfair County to mentor a local student interested in public service, technology, or communications, fostering early exposure to government operations and civic responsibility. The intern should demonstrate strong computer literacy and be comfortable working with Microsoft Office (Word, Excel, and PDF tools). Experience using content management systems (CMS) such as WordPress, Squarespace, or Wix or the ability to learn quickly is essential. The intern should also possess: Basic understanding of file management and document organization; Familiarity with Google Workspace or OneDrive for shared document collaboration; Attention to detail and the ability to maintain confidentiality of official records; and strong written communication and organizational skills. Optional but preferred: experience with Canva or similar design tools to enhance public-facing communications.
