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Puente’s Summer Youth Program strives to:

· Emphasize real-world work experiences for youth through internships with Puente and other partners on the South Coast
· Increase awareness of Puente’s services offered to the local community
· Provide opportunities for credit accrual and recovery for high school students (Math and English)
General requirements:

· Live in Pescadero, La Honda, Loma Mar, San Gregorio or attend La-Honda Pescadero Unified School District
· If enrolled in school, currently attend or plan to attend high school or be enrolled as a full time student at college/university or vocational program
· Between 14 and 21 years old (must turn 14 years old by June 14, 2013)

· If you are 18 and over, you will be required to get fingerprinted
· If you are over 18 and male, you will be required to register for Selective Service 
· Permission to work in the U.S.
· Prior community service at Puente (at least 8 hours) completed by May 31st, 2013
· Complete Puente’s orientation from June 10 -14
· Attend mandatory sessions for parents of students under 18 years old

· CPR and First Aid current certification (Puente will offer it)

You can request your application starting on April 11, 2013 by:
· Mail at P.O. Box 554, Pescadero CA, 94060

· Phone at (650) 879-1691 ext. 141 with Alejandra Ortega 

· E-mail to aortega@mypuente.org
· Download application from Puente’s website www.mypuente.org
· Pick up at 620 North Street, Pescadero CA, 94060

· Pick up at the front desk of Pescadero High School

· Pick up at La Honda Post Office

Summer Opportunities:

· Summer Courses: Puente and Pescadero High School have partnered to offer credit accrual/recovery for Pescadero High School students.

· Math (5 credits): A class for high school students who want to boost their Algebra and Algebra II readiness skills. Instructor Jesus Díaz (BA Mathematics, MA Education, both from UC Santa Cruz). 

· English (5 elective credits): A Journalism class with intensive use of media tools, for students who want to strengthen their language arts skills. 
Instructor John Dugan (Pescadero High/Middle School).
· External Internships: Paid internships for high school and college students. Hourly rate $8-12/hr. Positions with Puente’s partners and local businesses.
· Puente Internships: Paid internships at Puente for high school and college students. 
Hourly rate $8-12/hr.
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SUMMER YOUTH PROGRAM 2013

   Application

(*required)

*GENERAL INFORMATION

	First name:      
	Middle name:      
	Last name:      

	Street Address:      
	Mailing Address:      

	City:      
	State:      
	Zip Code:     
	E-mail:

	Home Number:     
	Cell Number:      

	Work Number:     
	Date of birth(mm/dd/yyyy):      




	How did you first hear about the youth program?     

	Do you have a California Driver’s License?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No    
	Have you ever been convicted of a felony or misdemeanor?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No         

	Driver License #:      
	


*CURRENT SCHOOL (if any)
	School
	Name and Address
	Grade Completed by June 12, 2013                                                                                                                                                                                                        
	Degree Received
	Subjects/Major
(If Applicable)

	High School
	     
	 FORMCHECKBOX 
8th Grade

 FORMCHECKBOX 
9th Grade

 FORMCHECKBOX 
10th Grade

 FORMCHECKBOX 
11th Grade

 FORMCHECKBOX 
12th Grade
	 FORMCHECKBOX 
High School Diploma

 FORMCHECKBOX 
Still Attending

 FORMCHECKBOX 
Will graduate in:      

	     

	College or University
	     

	 FORMCHECKBOX 
1st Year

 FORMCHECKBOX 
2nd Year

 FORMCHECKBOX 
3rd Year

 FORMCHECKBOX 
4th Year

 FORMCHECKBOX 
5th Year
	 FORMCHECKBOX 
Still Attending

 FORMCHECKBOX 
Will graduate in:      
	     

	Other (Training Classes)
	

	

	
	


English Comprehension:   FORMCHECKBOX 
Native Speaker   FORMCHECKBOX 
Excellent    FORMCHECKBOX 
Good   FORMCHECKBOX 
Fair   FORMCHECKBOX 
 Poor  

English Speaking Ability:  FORMCHECKBOX 
Native Speaker   FORMCHECKBOX 
Excellent    FORMCHECKBOX 
Good   FORMCHECKBOX 
Fair   FORMCHECKBOX 
 Poor
English Writing Ability:     FORMCHECKBOX 
Excellent    FORMCHECKBOX 
Good   FORMCHECKBOX 
Fair   FORMCHECKBOX 
 Poor
Spanish Comprehension:   FORMCHECKBOX 
Native Speaker   FORMCHECKBOX 
Excellent    FORMCHECKBOX 
Good   FORMCHECKBOX 
Fair   FORMCHECKBOX 
 Poor  

Spanish Speaking Ability:  FORMCHECKBOX 
Native Speaker   FORMCHECKBOX 
Excellent    FORMCHECKBOX 
Good   FORMCHECKBOX 
Fair   FORMCHECKBOX 
 Poor
Spanish Writing Ability:     FORMCHECKBOX 
Excellent    FORMCHECKBOX 
Good   FORMCHECKBOX 
Fair   FORMCHECKBOX 
 Poor
Do you speak other languages? Please describe:      
*WORK / VOLUNTEER EXPERIENCE (You may submit a resume instead)
	1.Job/volunteer Title:     
	Employer / Organization:     

	Telephone:     
	Supervisor name (Include e-mail address if known):     

	Starting Date:      
	Finishing Date:      

	Work Performed:      
	Reason for Leaving:      

	Starting Salary:      
	Ending Salary:      


	2.Job/volunteer Title:     
	Employer / Organization:     

	Telephone:     
	Supervisor name (Include e-mail address if known):     

	Starting Date:      
	Finishing Date:      

	Work Performed:      
	Reason for Leaving:      

	Starting Salary:      
	Ending Salary:      


	3.Job/volunteer Title:     
	Employer / Organization:     

	Telephone:     
	Supervisor name (Include e-mail address if known):     

	Starting Date:      
	Finishing Date:      

	Work Performed:      
	Reason for Leaving:      

	Starting Salary:      
	Ending Salary:      


*PERSONAL REFERENCES (Please DO NOT include family members, friends or classmates)

	Name
	Relationship

to you
	Address
	Phone Number
	E-mail address 

	1.      
	     
	     
	     
	     

	2.      
	     
	     
	     
	     

	3.      
	     
	     
	     
	     

	
	
	
	
	
	

	List other activities, certificates and awards (Please list any clubs, sports, school activities, etc.):

	     



*FUTURE PLANS

Please list the top three careers you are interested in exploring.
     
Please list the top five schools you are thinking about attending after you graduate from high school or community college.
     
Please list the universities/colleges that you would be interested in visiting. 
HOUSEHOLD INFORMATION:

How many people, including you, are in your household? [image: image3.wmf]


Please include all members of your household below: 

	Relationship to You
	Name of Person

	Me
	

	
	

	
	

	
	

	
	


Please list any important dates that you won’t be able to work during the summer (Example: summer school, vacations) 
	Dates I cannot work: state reason
	Dates (mm/dd/yyyy)

	
	From
	To

	
	
	

	
	
	

	
	
	


I declare that all the information stated in this application and attachments is true and correct to the best of my knowledge.

Applicant’s Signature: [image: image4.wmf]

Date:[image: image5.wmf]


If under 18 years old

Parent Signature:       [image: image6.wmf]

Date:[image: image7.wmf]


Once accepted to the program, Puente will require:

· If applicant is over 18 years old, he/she must get fingerprinted. Puente will cover the cost. 

· Applicant must read and sign several forms: Consent of Release of Academic Records, Consent of Release of Information, Receipt of Notice of Information, Photo Release Form, and Confidentiality Agreement, and Job Offer/Contract. 

· Parents of applicants under 18 years old must attend two workshops. 

**Please deliver your application by 05/01/2013**

· In person to Puente at 620 North Street

· By mail to P.O. Box 554, Pescadero, CA 94060
· By e-mail to aortega@mypuente.org
ESSAY

Please attach a one page typed essay about the biggest problem you see in your community and how you would solve it. 


ATTACHMENT A
** Please attach a copy of the following documents with your application. **
Documents below are required by funders of this program.
Proof of Identity: must provide only ONE of the following
· California ID or Driver’s License

· Passport

· Birth Certificate and School ID

Proof of Residency: must provide only ONE of the following
· California ID or Driver’s license 

· Utility Bill from home address (PG & E, Telephone, Water Dept., etc.)

· Bank Statement

· Rent Receipt / Mortgage statement 

· Public assistance or SSA Award letter

Proof of household income: must provide only ONE of the following for EACH parent

· Check stubs

· UIB award letter or UIB check stubs

· Letter (on employer letterhead) of layoff or termination

· Proof of Public Assistance (CalWORKs, Food Stamps, Medi-Cal, CalWIN printout)

· Self-reported income with signed affidavit (H.S.A. form C-163)

Right to work: must provide a Social Security Card and ONE of the following 

· Birth certificate 

· US Passport 

· Permanent Resident Card (Green Card)
· Work Permit
· Native American tribal documentation
Academic Record

· Transcripts

Proof of Selective Service Enrollment (for males over 18 years old)
· You must enroll in selective service (Please provide us with a proof of enrollment).
Fingerprints

· If over 18 years old, you must be fingerprinted in order to work at Puente.
If you have any questions about any of the documents needed from this page please contact:

Alejandra Ortega
(650)879.1691 ext. 141

aortega@myPuente.org
Internship List
Applicant’s Name:___________________________________
*PLEASE NUMBER YOUR TOP THREE CHOICES*

Internships- External

YMCA Camp Jones Gulch Junior Counselor- 4 positions 
Kennel Assistant for Veterinarian Linda Amezcua- 1 position 
Chamber of Commerce Intern:  1 position 

Lifeguarding at La Honda Pool- 5 positions 

Kick-off to Kinder Program Aide- 2 positions 

Panther Camp Program Assistant- 6 positions 

Math Program Camp Aide- 2 positions 
Half Moon Bay City Hall- 1 position 

Harley Farms-1+ position
Pottery Intern- 1 position 

South Coast Children’s Services- 1+ positions


Half Moon Bay Library- 1 position
Internships- At Puente
Pescadero Farmers’ Market Assistant - 1 position 

Community Research Project Internship- 4 positions 
Cook intern with Chef Amy Glaze- 5 positions 

Youth Program Assistant- 2 positions 
Learning Center Associate Assistant- 1 position 

Program Director Assistant- 1 position 
Executive Director Intern- 1 position 


Mental Health Team Assistant- 1 position 
Academic Program Intern-1 position 
Office and Program Assistant- 1+ positions
My dream internship would be ______________________________________________
Internships – External
Partnership with local employers 

YMCA Camp Jones Gulch Junior Counselor 
Description:
Day Camp provides youth from La Honda, Loma Mar, Pescadero, and San Gregorio communities with supervised activities that teach core values, conflict resolution and leadership skills. Kids have fun while making new friends, developing new skills, learning core values, building self-confidence, appreciating teamwork and growing in self-reliance. 
Hours/Days:

Puente Orientation June 10-14

YMCA Orientation June 17-21

July 1 to August 16

(July 22-26 OFF)
Monday-Thursday, 8:00am-5:00pm
YMCA Camp Jones Gulch at 11000 Pescadero Creek Road
Interns will:

Learn how to lead recreational activities such as group games, sports, aquatic activities, art and cooking. 

· Gain experience on working with a bicultural group of children

· Learn about providing a safe environment for children at the camp setting

· Gain training on areas of child development, day camp operation, handling campers appropriately, working with parents, scheduling transportation, etc.

· Experience carrying out summer activities including but not limited to: Horseback riding, hiking, canoeing, archery, gardening, basketball, swimming, climbing tower and zip line.

Skills and Requirements:
· Must be between 16 and 21 years old

· Previous experience working with youth is a plus

· Full time commitment is a must

· Bilingual English/Spanish is preferable

· Must have physical ability to perform the essential functions of the job and respond to any emergency with or without reasonable accommodations.

· Applicant must have current CPR and First Aid certification (Puente will offer class)

Kennel Assistant for Veterinarian Linda Amezcua

Description:

This position requires kennel maintenance, feeding and caring for animals including ducks and horses, responsible for sanitation of hospital area and assisting Dr. Linda with clients. Must like animals, be friendly, responsible, literate, strong, willing to learn and willing to get dirty. 
Hours/days:

Up to 8 hours every Saturday 

In Pescadero
Kick-Off to Kindergarten Program Aide
Job Description: 
The KOK aide will work with children who will go to kindergarten in the fall of 2013. Some tasks will be to help children with math activities, literacy centers, attendance, lunch, safety, centers clean up and set-up, etc. Aides will work under the supervision of the Pescadero Elementary School teacher leading the program.

Qualifications & Skills: 
· Enjoy working with young children

· Previous experience working with children recommended
Hours/Days:

From June 24 to July 19,Monday-Friday from 9 am – 1 pm

At Pescadero Elementary

Panther Camp Program Aide 
Job Description: 
The Panther Camp aide will work with children grades K-6. Some tasks will be to help children with math and literacy activities, yard duty, lunch, activities clean up and set-up, etc. Aides will work under the supervision of the program teachers.
Qualifications & Skills: 
· Enjoy working with elementary school students

· Previous experience working with children recommended
Hours/Days: 

From June 24 to August 2, Monday- Friday from 9 am – 3 pm

At La Honda Elementary

Math Camp Program Aide 
Job Description: 
The Math Camp aide will work with youth grades 7-8. Some tasks will be to help students with math activities one-on-one, yard duty, lunch, activities clean up and set-up, etc. Aides will work under the supervision of the program teachers.

Qualifications & Skills: 
· Enjoy working with middle school students

· Previous experience working with adolescents recommended

· Strong math skills
· College student (Community or 4-year)

Hours/Days:

From June 24 to August 2, Monday-Friday from 9 am – 3 pm

At La Honda Elementary
Chamber of Commerce Intern 

Description: Develop your people and business skills as you assist at the Half Moon Bay Chamber of Commerce. You will be helping to greet people, organize and learn great marketing and business skills.
Requirements: 

· Good people skills

· Computer skills with PC 

· Personable and friendly

· Wants to work with people

· Organization skills 
Hours/Days: Monday-Friday, 3-4 hours a day (morning or afternoon shift) in Half Moon Bay
Lifeguarding at La Honda Pool 
Description: Become a Lifeguard this summer! You will go through an extensive training course to then work for the La Honda Pool as a lifeguard. You will be responsible for the swimmers and safety of the pool in the town of La Honda. 

Requirements: 

· Excellent swimming skills

· Complete Lifeguard Certification (Cost covered by Puente) 

· Good sense of responsibility 

Hours/Days: Weekdays/weekend shifts 12-6pm (all summer) 
Wage:  $10-$13 per hour 
Harley Farms
Description: 

Work at Harley Farms and participate in their farm dinners, working in shop, packing cheese for shipments, deliveries and general farm clean-up. Learn customer service, certain farming skills, learn how to cook, how to serve, learn the working of a small business and further develop your commitment, reliability and responsibility skills. 

Requirements:  

· Bilingual (English and Spanish)

· Driver’s License a plus

· Reliable and responsible 

· Have a sense of commitment
Hours/Days: All week 4 hours+ a day, June 30-August 16

Pottery Intern: 1 position 
Description: 
Intern with some of our local artists for a new experience!!! During this internship you will work around a pottery studio, clean up, create, learn how to mix clays and build artwork. In addition, learn the ins and outs of running and operating your own art business.  

Requirements:  

· Be able to drive to La Honda or get transportation

· Interest in art 

· Good sense of responsibility
· Time Commitment
South Coast Children’s Services Intern
Description: 

The interns will:
· Learn  about customer service skills to be able to assist a diverse population
· Contribute to the group while working as a team staff member
· Learn decision making and problem solving skills while sorting and pricing items for resale in the store and while working with customers
· Learn basic arithmetic skills while using the cash register
· Understand the need for honesty and integrity while handling money
· Learn about small business operations and retail sales
· Learn multiple aspects of recycling
Hours/Days: 12-40 hours a week.

Half Moon Bay Library Intern

Description: 

Library Intern would assist with the library’s summer reading programs:

· Help create and oversee craft, science and teen activities.  

· Assist with set up/take down and staffing for larger library events.  

· Help staff the library booth at the Pescadero Farmer’s Market.  

· Assist young students with reading tutoring.  

· Shelve library materials and provide general clerical work.

 

Intern should like working with people, including young children.  Bilingual English-Spanish speaker preferred.  Reliable transportation from Pescadero to Half Moon Bay necessary.  
Hours/Days: 20 -22 hours per week.  The Half Moon Bay Library is open 7 days a week, 4 evenings a week, and the schedule is flexible.  

Internships- At Puente
Pescadero Farmers’ Market Assistant
Description:

Puente seeks an energetic and outgoing student to assist the Pescadero Farmers’ Market Manager. Some tasks include welcoming customers to the market, overseeing the Puente booth and interacting with customers.  The student may also be asked to assist customers with enrollment in the CalFresh program to use at the market.  The student will also be responsible for helping other Puente staff with the load in and set up of the market, as well as to take down canopies and load out.  

In addition to time spent at the market, the student may be asked to do additional outreach for the market with specific respect to the CalFresh program, coordinating with other Puente staff to try and increase participation in the area.

Skills and Requirements:

· Must be English/Spanish bilingual

· Interest in agriculture/food/food security a plus

· Must have physical ability to perform the essential functions of the job and respond to any emergency
Hours/Days: Up to 20 hours per week; Thursdays 1-8 pm, other days not yet determined
Mental Health Team Assistant 

Job Description: 
Assist Behavioral Health & Recovery Services Staff in researching program development strategies.  Intern will work closely with therapists to help develop curriculum for future projects including domestic violence prevention, child abuse prevention awareness, and bullying prevention.  Intern must be willing to do research online, make copies, create workbooks, and present to staff.  Excellent opportunity for someone interested in working as a Therapist or in the field of Counseling and Social Work.

Hours per week: 10-15 hours
Community Research Project Internship 

Description:
Puente seeks motivated, outgoing students to support the South Coast Survey during the summer of 2013.  Students will work as part of a team with Puente staff as well as students from Stanford to gather information from South Coast Residents.  Students will build mapping and GIS skills as well as interpersonal skills.  Intern will apply the survey throughout South Coast neighborhoods and homes, with the intent of creating an accurate picture of the population on the South Coast to use it for advocacy in housing and health services. The students may also be asked to assist in the entry of the data into the Puente database.  The results of this census will help inform Puente’s programs in the future as well as provide important demographic information to community members.
Skills and requirements   
· Must be English/Spanish bilingual

· Detail oriented

· Outgoing, interpersonal skills
· Driver’s license a plus but not required
Hours/Days: 20 Hours per week, mostly evenings and weekends

Cook intern with Chef Amy Glaze 

Description: 

To teach teens between the ages of 14 to 21 vocational cooking skills & food safety. Interns will put learned techniques to the test by catering local events, providing full service dining opportunities in Pescadero, and through product development & creation of items to sell at the farmer’s market. Upon finishing the course, students will be able to take their cooking skills and apply directly to a restaurant or any entry position in the wide array of jobs available in the hospitality industry.  

Interns will:

· Learn the business of food from the perspective of a retail shop and a restaurant.

· Create an ecommerce website to sell products, connect with the public about upcoming events, and keep track of sales and clients.

· Learn knife skills & basic cooking techniques that will allow interns to apply for an entry position in a restaurant.

· Practice cooking and customer service skills in real world situations.

· Aid in product development and creation. They will gain a deeper understanding of business and marketing through creating a website with ecommerce that we maintain in class. 

· Work towards a ServeSafe certificate and will take the test upon completion of the course.

Requirements / Prerequisites:

Applicants need not have any prior knowledge of cooking, but must have the passion and desire to cook and the ability to be a positive and productive team member. 
Hours/Days: Interns must commit to 20 hours of instruction per week plus extra time and flexibility for events as they arise.
Youth Program Assistant
Description:
This person is responsible for providing support to the Youth Program Associate on special projects for the Summer Youth Program. Multitasking and prioritizing workflow is essential for this role. In addition, this person should be self-motivated, detail-oriented, energetic, and organized. Must have writing, editing, data entry, proofreading skills and must be able to look and act professionally, and willing to learn. Have good communication skills to meet, greet and assist customers and answering phone calls. The rest of the skills for the position are taught on the job. This position will also provide front-desk support as needed.
Skills and requirements

· Up to 25 hours per week, Monday-Friday
· Must be English/Spanish bilingual

· Driver’s license a plus but not required

· Must have written and oral communication skills
· Skilled in computer related functions of MS word, excel and other software
Hours/Days: From June 30 to August 16

Learning Center Associate Assistant 

Description:

As one of Puente’s interns you be developing critical and important material to be used to teach our ESL classes. These materials include: worksheets, games, videos and internet research. Other tasks will be maintaining the organization of the program and working with day-to-day challenges. This position will also provide front desk support as needed.
Hours/days: Days (flexible): Monday-Friday, 25-30 per week
Skills and Requirements

· Bilingual in English/Spanish (preferable but NOT NECESSARY) 
· Experience with camera equipment and filming (huge plus) 
· Computer Skills (PC and some Mac)
· Interest in filming and creating an awesome ESL program
· Organization skills
· Able to follow instructions 
Benefits of this internship are: 

· Learn how to develop and coordinate a program

· Enhance your organization skills

· Develop your own videos and allow those skills to grow

· Learn research techniques

· Get your resume and cover letter developed

· Assist in Summer ESL classes

· Learn how to teach English concepts to adults

· Gain experience to put on your college/work applications
Program Director Assistant

Description

As an intern, you will be providing vital support to Puente’s Program Director primarily in the preparation, supervision, outreach, evaluation and administrative assistance of programs, activities and services Puente offers. This position will also provide front desk support as needed.
Hors/Days:

From July 1 to August 19, 24-30 hours a week.

Skills and Requirements

· Good writing skills preferable

· Bilingual English/Spanish
· Strong computer skills (Microsoft office, PC and Mac familiarity) preferable

· Team player and willing to learn interact with people of all ages and diverse backgrounds

· Interest on operation of non-profit organizations            

Some benefits of this internship are:

· Learn the basic operation and administration of a non-profit organization

· Learn to prepare and coordinate programs, activities and services at Puente 

· Join Program Director in internal and external meetings

· Help with preparation of flyers and other forms

· Assist with communications to staff, parents, program participants and others as needed

· Assist Program Director with needed reports and other writing projects

· Learn about Puente’s partners and collaborators

· Assist Program Director to document summer program and activities

· Learn how to do basic accounting from preparing check requests to reviewing program budgets

Executive Director Intern 

Job Description: 
The Office Support Intern will lend support to the Executive Director in a variety of areas, including administrative duties, filing, answering phones, performing research, and providing support to the Special Events Director. The intern will have the opportunity to be directly involved in supporting and upholding the mission of an organization dedicated to making social change on the South Coast. This is not a making coffee and running errands job! You will receive real-world experience and make a true difference in the lives of families in our community. This position will also provide front-desk support as needed.
Responsibilities: 
· Providing support for Puente program and fundraising events through distributing flyers; sending out emails; attending planning meetings and events;  and making phone calls to promote these events 

· Coordinating  and providing clerical assistance for small and  large scale mailings 

· Confirming visits with program participants, keeping track of schedules, ensuring the office is appropriately staffed for visits and tours

· Performing research in support of the organization’s mission and goals 

· Clerical support to the Executive Director

Qualifications & Skills:     
· Excellent oral and written communication skills in English for some tasks and in Spanish less so
· High attention to detail 

· Self-motivated 

· Well-organized and able to multi-task 

· Proficient in Microsoft Office applications 

Hours/Days:

The intern will report to the Executive Director. Flexible schedule: hours and length of commitment are negotiable, but some nights and weekends will be required for special events. 
Academic Program Intern 

Job Description:

The Academic Program Intern will support the Academic Director in a range of ways, with primary focus on doing research into priority program areas, including college and vocational readiness, bilingualism, adult education and early childhood education.  The intern will also provide administrative support to the academic summer program, including the 5-unit course offerings in math and language arts.  This is a position for someone with a genuine interest in education, and curiosity about the larger context for Puente’s work with children, adolescents and adults.  Specific learning goals for the intern will be determined with the Academic Director, and progress toward meeting goals will be assessed regularly with the intern. This position will also provide front-desk support as needed. 

Responsibilities:

· Identifying best practices and research related to education program areas through the internet and in publications to inform program decisions. 
· Providing support for Puente’s academic program offerings by serving as the teachers’ primary contact for the classroom, assisting with logistics, orderliness, provision of study materials, and creative activities as requested

· Assisting in the identification of venues for two District math camp field trips, and planning the trips in collaboration with the teachers.
· Clerical support to the Academic Director

Qualifications & Skills:  
· Excellent oral and written communication skills in English and Spanish

· Excellent attention to detail

· Strong computer skills, including Microsoft Office applications and internet search engines

· Strong motivation to pursue higher education personally, and to support others in their exploration of educational options

· Must have completed at least 12th grade
· Intern will receive letters of recommendation as appropriate, along with evaluation upon completion of internship. 
· A fingerprint-based background check is required due to the nature of Puente’s work with minors.  
Hours/Days:

The intern reports to the Academic Director, who works part time.  Schedule should include Wednesdays and Thursdays, with additional hours up to 15 on a flexible schedule, to be determined with the Academic Director and depending on assigned tasks

Office and Program Assistant
Description:

This person will support Puente’s staff with general tasks such as front desk, childcare, especial projects, posting flyers, making phone calls, etc.
Skills and requirements

· Preferable bilingual in Spanish and English 
· Eager to learn

· Responsible and able to follow instructions

· Punctuality a must
Hours/Days: From June 30 to August 16. 12-24 hours a week









Puente Summer Youth Program 2013





Puente is seeking young people, ages 14-21, to participate in the Summer Youth Program 2013 from June 10 to August 21, 2013.





How to apply?





Bring your complete application to Puente along with your:


Resume


Cover letter


Typed essay


Copies of documentation described in Attachment A





Deadline to apply: May 1st, 2013








This program is funded by Workforce Investment Act of San Mateo County, TomKat, 


Access to Achievement Education Foundation, Sand Hill Foundation 


and Philanthropic Ventures Foundation.














04/11/2013
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 Start Here!





Were you referred by PHS to take Puente/High school Math summer courses?





Apply for an internship with Puente or a partner





Yes





No





You must enroll in Math Summer courses if assigned by PHS.               (5 Credits)





You can take Puente’s elective English class.


(5 Credits)





You can take Puente’s elective English class.


(5 Credits)








Apply for a Puente internal or external internship.





Apply for a Puente internal or external internship.





FOR USE OF STAFF ONLY 


DATE RECEIVED: ___________


INTERVIEW DATE: __________
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