
DUTIES DESCRIPTION RECORD 

DEPARTMENT. ADMINISTRATIVE INTERN 
TITLE . DDR 93-15008 

CLASS CLASS 
CODE ·----1~5_3_5 ________ TITLE. ____ A_D_M_I_N_I_s_T_R_AT_I_v_E __ I_N_T_E_R_N ______________________ _ 

Summary Duties 

Assists in implementing and maintaining various programs; assists in 
compiling and analyzing information concerning policies and practices; 
prepares memoranda, letters, records and reports; and performs related 
duties. 
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