	BPSOS SYCEP INTERNSHIP DESCRIPTION


Title:


Administrative Assistant
Reports To:

Karlynne Urquhart
Organization: 
St. Christopher’s Hospital for Children

Address: 

3601 A St. 19134
Type: 
Medical, clerical
Duties and Responsibilities (includes but not limited to):      

· Depends on which department student is placed in (environmental services, finance, laundry and linen, neurology, volunteer services)
· Most duties will be clerical
Requirements:  

· Must be punctual and mature
· Must be ages 15-18
· Must be able to work 20 hours from 9am-2:30pm
· Appropriate dress required – business casual
· Must complete extra application provided by hospital and attend orientation
Misc:​​​​​​​​​​​___________________________________________________________________

· Students will participate in a final project and present what they have been taught
· No language barrier

