MCAD Intern Job Description
Intake Intern: 

· Taking information calls and walk-in consultations in order to determine jurisdiction of the agency.
· Answer questions and provide consultation to the general public regarding alleged violations of anti-discrimination laws, rules and regulations, Make referrals to appropriate resources and agencies when necessary.  

· Once jurisdiction is determined, assist the public with drafting charges of unlawful discrimination, incorporating the elements of a prima facie case, factual allegations, and the proper statutory citations into the complaint.   Utilize active listening and interviewing skills to assist Complainants who may be experiencing emotional distress.   
· This position requires the ability to gather pertinent information through questioning or observing individuals and the ability to write concisely, express thoughts clearly, and write factual allegations accurately in logical sequence.

Enforcement Intern: 

· Enforcement interns will be responsible for intake duties described above

· Assist investigators with reviewing legal documents, identifying witnesses, examining documents and other sources of evidence.  Assist in taking steps to secure that evidence for the agency by means of witness interviews, interrogatories and documents requests.
· Attend investigative conferences and mediations.  

· Assist with interviewing individuals in order to determine extent of non-compliance and validity of complaints. Prepare evidence to support recommendation for probable cause findings.  
· Draft dispositions finding probable cause or lack of probable cause.

· This position requires critical thinking with strong research, writing, and communication skills. 
