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CATHERINE E. PUGH 
MAYOR 
100 North Holliday Street, Room 250
Baltimore, MD 21202

Employment Announcement 

The Maryland General Assembly meets annually for a period of 90 calendar days, beginning the second Wednesday in January and continuing through early April.  During the initial months, the busiest days are Tuesdays, Wednesdays, and Thursdays, with few or no committee hearings scheduled for Mondays or Fridays. Since the legislature does not take any holidays during its 90-day session, interns are required to commit themselves to a weekly work schedule and to take no holidays or spring break. 
The Mayor’s Office of Government Relations (MOGR) is hiring Legislative Assistant positions for the 90-day Maryland General Assembly Session (specifically January 10th – April 9th).  This position is responsible for maintaining a legislative tracking system (with training), helping to prepare written testimony, scheduling meetings, assisting with special events and coordinating activities. Strong computer skills are necessary. 

This is a 32 hour/week position, $12-$15/hour, Tuesday – Friday, 8:30-4:30 p.m. (with some flexibility) and based in our downtown Annapolis office.  Personal transportation is required.  

College students presently enrolled in a public or independent college or university are eligible to apply. Students must:

· Be at least 18 years of age;

· Have a minimum 3.0 cumulative grade-point average. (A student with a lower G.P.A. may participate if recommended by the sponsoring professor);

· Have proof of competency in college composition;

· Be able to work in Annapolis at least 4 days each week during the 13-week legislative session.

 

Many of the interns are political science majors; however, students working toward degrees in other areas, who are interested in learning firsthand about the process of State government, are encouraged to apply.

 

The type of work assigned to interns is mainly legislative, although some duties are clerical in nature. Typing skills and Microsoft Office knowledge are preferred. Legislative responsibilities may include: 

· Conducting research

· Drafting correspondence

· Preparing, recording, and reporting testimony

· Contacting department agencies

· Delivering legislation, periodicals, and any other related correspondence between the MOGR office and the State legislators.

·  Attending committee hearings

·  Tracking bills

·  Responding to constituents' inquiries 

     

All placements are made during the fall semester, and applications should be received by November 24th, 2017. Send Cover Letter and resume to MOGR@baltimorecity.gov. 
Put in the subject line: Legislative Assistant position
