
The New Jersey Division on Civil Rights (DCR) seeks one (1) highly-motivated Business Administration, Organizational 
Management intern with a passion for protecting civil rights, to participate in its Spring semester externship program. The internship 
will offer a student interested in supporting a growing state-wide civil rights agency experience in organizational management, 
business administration, and similar fields. DCR is the state agency charged with enforcing New Jersey’s civil rights laws. Its mission 
is to protect the people of New Jersey from discrimination and bias-based harassment in employment, housing, and places of public 
accommodation.

This is an unpaid position. The intern will report directly to the Chief of Staff but work with various units within the agency.  
DCR staff are currently operating remotely due to the COVID-19 pandemic. If/when we return to in-office working, interns will be 
permitted to work from any of our four (4) locations which include: Atlantic City, Cherry Hill, Newark and Trenton.  
The major responsibilities of this position will include (but are not limited to): 

• Assessing current organizational processes and procedures for efficiency and productivity and making recommendations for
how to improve or revamp same;

• Developing new internal organizational processes, policies and procedures to increase efficiency and productivity;
• Developing onboarding materials for new staff and interns;
• Making recommendations for internal systems related to record-keeping, organizational structure, and legal databases;
• Conceptualizing, researching, and executing creative ideas for internal organizational team building, health and wellness

programming and other internal organization activities;
• Developing various organizational materials like reporting flow charts, spreadsheets, that will streamline processes and

minimize confusion;
• Researching and reporting on best practices in human resources, talent management, learning and development, employee

experience, and other areas

Qualifications: 

• Undergraduate or Graduate Student with coursework or background in Business Processes, Organizational Development,
Human Resource Management, or related fields. Preference will be given to Graduate Students but all qualified students are
strongly encouraged to apply.

• Undergraduate applicants should have completed the equivalent of four semesters of college coursework (not including high
school AP classes). Graduate Student applicants should have completed one semester of Graduate level course work by the
time they begin this internship;

• Prior office experience is a plus;
• Strong writing, attention to detail, ability to multitask, and interpersonal skills;
• Proficiency using Microsoft Office Suite

To apply, please submit the below materials to externships@njcivilrights.gov by January 31, 2020: 

• Cover Letter
• Resume
• Brief writing sample of no more than 5 pages that is unedited by others
• Unofficial school transcript

In the cover letter, please indicate whether you plan to receive course credit for the internship. Please note that you must complete a 
Confidential Background Investigation Clearance Form if you intend to accept an offer for a position in the internship program.  

http://www.nj.gov/oag/diversity-inclusion/reports.html



