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from:  General Manager

Subjectt  pdministrative Services Division Sponsorship of University
Intern Program

Report

The Administrative Services Division is currently
leading a number of high-level, time-sensitive projects,
including, but not limited to the reengineering of core
business practices; the implementation of the Phase I
Materials Management Program; the development of
Metropolitan’s long-term headquarters at Union Station; the
development of records management and procedure simplification
processes; and creating increased contracting opportunities
for minority and woman-owned businesses. While these special
projects are of crucial importance, they do not, however,

. negate the need for the Division to continue to provide core
business services to other Metropolitan work groups.

In an effort to maintain consistency with the cost
containment objectives as outlined in Metropolitan’s Strategic
Plan, the Administrative Services Division is prepared to
initiate a University Intern Program to handle increasing
workloads, while minimizing costs. These intern positions
will act as a functional "bridge" between the skill levels of
the Division’s existing clerical and Administrative Analyst
positions, and successful applicants will be assigned to both
special projects and ongoing business functions.

Though the program will be open to all qualified
applicants, it will also support Metropolitan’s continuing
Affirmative Action efforts towards creating an employment
population which is reflective of the diversity within the
District’s service area. The Administrative Services Division
is presently in compliance with this goal, however, it will be
conducting supplemental, targeted marketing efforts to various
student organizations with ethnically and gender-based
memberships, and will designate Divisional mentors for these
and other interns upon their successful completion of the
recruitment process.
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Staff is meeting with representatives of the
campuses of California State University, Los Angeles;
California State University, Northridge; the University of
California, Irvine; and the University of California,

Los Angeles (UCLA). Additional institutions may be approached
at a later date. Participating students will be paid an
hourly wage, consistent with that being paid within other
Metropolitan Divisions, but will receive no benefits. Staff
is also working with these institutions to explore the
possibility of students acquiring academic credit for their
service to Metropolitan.

Initially, over the summer, the Division anticipates
employing up to ten (10) interns on a full-time basis, and
depending upon the students’ performance and the continuing
needs of Metropolitan, retaining some of the students on a
year-round, part-time basis.

All applicants will be tested and interviewed within
a competitive process, in compliance with Metropolitan’s
standardized hiring practices, to ensure equitable treatment
of candidates. To ensure that Metropolitan retains interns
with some "life experience" and basic research skills, at
minimum, applicants must have completed all lower division
coursework (entering their "junior" year). It is
Administrative Services’ goal to access a broad inventory of
skill sets by recruiting a balance of undergraduate and
graduate students into the Intern cadre.

Another program objective is to minimize senior
staffs’ time towards annually retraining "freshman" Interns,
by retaining some of the more highly performing applicants
over a multi-year period. The development of a highly-
gualified "hiring pool," to be considered within external
recruitments for some future vacancies, may be a secondary
benefit of the program.

Funds to support the program, estimated at $300,000
annually, are available in Administrative Services’ 1993/94
O & M budget, and will be available within the Division’s
1994/95 O & M budget, upon approval of the Board.
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Board Committee Assignment

This letter is referred for information to:

The Organization and Personnel Committee, pursuant
to section 2471(f) of Metropolitan’s Administrative Code to
study, advise and make recommendations with regard to the
selection of management and personnel consultants.

Recommendation

For information only.
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