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SAMPLE Internship Placement Information 
All information must be typed, all fields must be complete before student can be nominated for payroll.
Document must be emailed to the WBLRC at WBLBOX@schools.nyc.gov
	Internship Provider Information

	WORKSITE:

	Company Name:
	Justice Resource Center

	Worksite Address:
	122 Amsterdam Ave., Room 504

	Borough:
	Manhattan
	
	State:
	NY
	ZIP Code:
	10023

	Industry / Sector:
	Law-related education

	
	
	
	
	
	
	


	INTERNSHIP PARAMETERS:

	Start Date:
	June 30, 2014
	End Date:
	August 8, 2014
	Projected # Hours/Week:
	20

	Notes (e.g. specific workdays, times, etc.): Mon-Fri, 10 AM – 4 PM

	
	
	
	
	
	


	SUPERVISOR:

	First Name:
	Carolyn 
	
	Last Name:
	Morway

	Phone:
	212-580-5905
	
	Extension:
	n/a

	Fax:
	212-580-5918
	
	email:
	cmorway@schools.nyc.gov

	
	
	
	
	


	Job Description and Information

	Job Title:
	Legal Education Intern

	Job Description:
	Duties include but are not limited to:

-Track Work-Based Learning internship placements, student interns and payment

-Complete Excel database of partner NYC MENTOR high schools 

-Research law firms in NYC and DC for expanding the JRC MENTOR program

-Write thank you notes to volunteer judges and court staff 

-Respond to phone calls from teachers and attorney coaches about high school Mock Trial competition

-Assist with organizing office files and educational materials 
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