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CITY OF FIFTY LAKES



Part-Time Records Management Internship



The City of Fifty Lakes is seeking a motivated and organized Part-Time Records Management Intern to assist with an important records modernization project.

The primary focus of this position will be digitizing and organizing City property files, including scanning, filing, and organizing records to improve accessibility and long-term record management.

Qualifications:
• High school graduate (diploma or GED required)
• Must be currently enrolled as a part-time or full-time student at a postsecondary institution OR be a recent graduate who begins the internship within two weeks of graduation
• Limited to a maximum of two internship placements with the City
• Strong organizational skills and attention to detail
• Comfortable working with computers and electronic files

Position Details:
• Flexible scheduling available Monday through Friday. Number of days and hours per week may vary based on availability, with a maximum of 32 hours per week.
• $17.00–$20.00 per hour (depending on qualifications)
• Non-exempt position


This is a great opportunity to gain hands-on experience in municipal government, records management, and administrative operations while helping preserve and modernize important City records.

Please contact City Hall for a full job description and application. 

· Phone: 218-763-3113
· Email: clerk@fiftylakesmn.com


The City of Fifty Lakes is an Equal Opportunity Employer.
CITY HALL: 218.763.3113 • FAX: 218.763.5113
E-MAIL: 50Lakes@emily.net • WEB: FiftyLakesMN.com 40447 TOWN HALL RD • PO BOX 125 • FIFTY LAKES, MN 56448
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