
 

DENISE W. MERRILL 
Secretary of the State 

Connecticut 

To: Candidates for Executive Office Internships 
From: Tina Prakash 

Special Assistant to the Deputy 
Date: August 23, 2011 
Re: Job Details & Application Procedures 
 
 Job Description:  Executive Office Interns are placed in the Deputy Secretary’s office at 30 Trinity Street in 
Hartford.  Executive office interns assist with reception duties, including greeting visitors and answering the phone.  
They also assist the office staff with specific tasks like processing citations, organizing files, maintaining databases, 
and other general office work.  They may be asked to work on more involved projects for the Secretary and her 
staff, such as assisting with survey research projects, staffing meetings, and researching various topics of interest to 
the office. 
 
Besides internships within the Deputy’s office, there are also a limited number of field internships available.  Field 
interns can work flexible hours, including some evenings and weekends, as long as a few hours each week are 
spent in the office during the regular work day.    The main focus of this internship is constituent outreach 
including voter registration.  Field interns must have reliable transportation, as they are placed regionally 
throughout Connecticut based on their home addresses and the needs of the office.  They will spend a good deal 
of time working in their region but are required to report back to the Deputy’s office in Hartford at least once a 
week to meet with their supervisor.  
 
Candidate Qualities:  A good candidate for this position will have a positive attitude, be eager to learn, and 
proactive in finding ways to assist the office.  He or she should maintain a professional appearance and manner, as 
well as work well under pressure and be well-organized.  Familiarity with Microsoft Word required; familiarity 
with Microsoft Excel preferred.  Field interns must work well independently, as this position involves a good deal 
of individual work.  Previous experience in a professional office setting is helpful but not necessary. 
 
Available shifts:  The office is open Monday through Friday from 8:30 a.m. to 5:00 p.m.  Office intern shifts 
should be at least 4 hours in length and should run during one of the below time periods.  There is some 
flexibility with shift start/end times, and the availability of a specific shift depends on the current staffing needs of 
the office.   
 

Deputy’s office:   Field Interns: 
 9:00 a.m. – 1:00 p.m.   Flexible 
 1:00 p.m. – 5:00 p.m.   (see job description) 
 9:00 a.m. – 5:00 p.m.  
 
Interns should plan to work between 8 and 16 hours per week.  It is preferred that interns accomplish this by 
working at least two shifts per week.  However, in some cases, an intern may work one 8-hour day per week.   
 
School Credit:  This is an unpaid internship.  However, arrangements can be made with many schools for 
students to earn credit for their work. 
 
Application Procedure:  Internship placements are available for the summer as well as during the school year.  
Please email your résumé with a cover letter to tina.prakash@ct.gov or fax to 860.509.6131. 
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