POLISH STUDENT INTERNSHIP PROGRAM

Intern Vacancy Announcement: PSIP/I/CON

Open to: Eligible Polish Students

Position: Student Intern in the Consular Section — three positions
Opening Date: March 14, 2016

Closing Date: April 8, 2016

Work Hours: 8 hours or fewer hours may be accepted

Days per week: 2 or 3 days per week or alternate work time may be accepted
Duration: 3 months

Note: All applicants must be of Polish citizenship and meet the required definition
of student as provided in the application materials to be eligible for consideration.

The U.S. Embassy in Warsaw is seeking three individuals for the positions of
Student Interns in the Consular Section of the Embassy.

Major Duties or Projects:

Intern 1 (NI1V): Assist with all aspects of Nonimmigrant visa processing: customer
interraction, intake, data entry, quality control, printing, etc. Supervised by NIV LES
Supervisor.

Intern 2 (CU): Work with the Correspondence Unit to address inquiries about visa
matters. These queries come from US and foreign interested parties, applicants
themselves, family members of applicants, and members of the US congress.
Supervised by CU LES Supervisor.

Intern 3 (Shared between 1V and FPU): In the Immigrant Visa Unit, assist with all
aspects of Nonimmigrant visa processing: customer interraction, intake, data entry,
quality control, printing, etc. In the Fraud Prevention Unit, work on data analysis and
organization with regards to validation studies. Make telephone calls to confirm valid
travel of suspect visa applicants. Supervised by IV LES Supervisor.

QUALIFICATIONS REQUIRED:

SKILLS:
All Positions: Good working knowledge of MS Office programs.

ABILITIES:
To work well under time limits and interact with the public in a fast-paced environment.



LANGUAGE REQUIREMENTS:

For NIV and IV/FPU position Level 2 or better spoken/reading Russian a bonus

Level 4 (fluent) speaking/reading/writing Polish, and Level 3 (good working
knowledge) speaking/reading/writing English. Russian language ability preferred
but not required.

Information and application materials are available at:

https://pl.usembassy.gov/jobs/polish-student-intern-program/

http://photos.state.gov/libraries/poland/123049/pdfs/applicationstudent.pdf

Interested applicants for this position should send back the completed Application
for Polish Student Intern Program and Statement of Interest together with other
documentation (certified transcripts, written permission from the educational
institution) that addresses the qualification requirements of the position listed above

by:

1. email :PSIPWarsaw@state.gov
2. mail or hand delivery to:

U.S. Embassy

Human Resources Office

ul. Pickna 14a

00-540 Warszawa

Attn. Polish Student Internship Program

Closing date for this position: March 18, 2016

Equal Opportunity Employer


https://pl.usembassy.gov/jobs/polish-student-intern-program/
http://photos.state.gov/libraries/poland/123049/pdfs/applicationstudent.pdf

