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The Illinois Education Association-NEA’s mission is to effect excellence and equity in public 
education and to be THE advocacy organization for all public education employees.

OUR MISSION

The purpose of this program is to provide an opportunity 
for IEA members, Associate Staff, Administrative 
Assistants, and Paraprofessionals who are interested 
in securing professional staff positions to experience 
UniServ professional staff work. All active members 
of the IEA, Associate Staff, Administrative Assistants, 
and Paraprofessionals will be eligible; however, the IEA 
is committed to an affirmative action program, so we 
are actively seeking applicants who are members of 
marginalized communities, minorities, and women to 
apply. The program will function in a manner similar 
to a student-teacher program in that the intern will 
be assigned to work in a specific area, under the 
supervision of a selected UniServ Director(s) (UD). It 
will not be the intention of the UniServ Intern Program 
to replace staff positions. The UniServ Intern Program 
is an on-the-job learning situation. The internship will 
begin with an orientation meeting on June 13, 2023 and 
conclude on June 7, 2024.

•	 Be an active member, an Associate Staff person, 
Administrative Assistant, or a Paraprofessional.

•	 Have an automobile, valid driver’s license, and 
valid auto insurance

•	 College degree or equivalent (Bachelors’ degree 
preferred)

•	 Attendance and participation at Intern Orientation, 
Summer Leadership Academy, and other 
mandatory meetings

OPPORTUNITY

ELIGIBILITY

•	 Strong desire and commitment for future 
employment in Professional Staff work with IEA-
NEA

•	 Subscribe to the mission of the IEA-NEA

•	 Commitment to racial and social justice

•	 Strong interpersonal and communication skills

•	 Demonstrates leadership qualities

•	 Demonstrates rigorous work ethic

•	 Commitment to life-long learning

•	 The ability to take initiative and to problem solve

•	 Experience in and practical knowledge of 
negotiations, grievance processing, political action, 
organizing, public relations, writing, and public 
speaking

•	 Demonstrates ability to work effectively as a 
member of a team

•	 Ability to deal with sensitive matters in a tactful 
and confidential manner

•	 Knowledge of current education issues

•	 Knowledge of the following core competencies is 
expected:

• Coaching and developing others

• In-depth problem solving and analysis

• Member/stakeholder focus

• Planning and organizing

• Teamwork and collaboration

• Interpersonal communications

CRITERIA
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Each person interested in the UniServ Intern Program 
will complete an application form, online self-assessment 
and submit a minimum of two letters of recommendation.
Refer to the application procedure on page two for more 
information. A committee that includes the Directors 
of Advocacy and Organizing and selected Professional 
Field Staff will conduct the interviews. The Intern will work 
under the direct supervision of the Directors of Advocacy 
and Organizing and the appropriate UD Mentor(s). 

At the beginning of the UniServ internship, a meeting will 
take place with the Intern, UD Mentor(s), and a Director 
of Advocacy and Organizing to assess the current 
experiences of the Intern and to develop an individual 
learning plan for the upcoming year. Meetings are held 
at least every three months with this team to review the 
experiences of the Intern and assess the progress of the 
Intern’s learning plan.

During the 2023-2024 Intern program, Interns will work 
throughout the summer, after school, and on weekends 
with occasional release time to attend trainings, in-
services, meetings of Professional Staff and other key 
activities. Interns will spend approximately forty hours 
a month, meeting with the Mentor and working in the 
field. The UD Mentor(s) and a Director of Advocacy and 
Organizing will assist the Intern in acquiring release 
days from the employer. IEA will reimburse the Intern’s 
employer for the cost of substitutes during release days.

Each Intern will receive compensation of $400 a month. 
The Intern will be reimbursed for food and lodging while 
on assignment according to the same policies and 
agreements established for the IEA staff, and the IRS 
established mileage reimbursement. 

Completion of this program does not automatically 
guarantee inclusion in the IEA UniServ Hiring Pool. The 
procedures currently in place for admittance into the IEA 
UniServ Hiring Pool will be followed.

APPLICATION PROCEDURE

IEA UNISERV INTERN PROGRAM

A sample application is included in the back of this 
booklet for your reference. An electronic application is 
available on the IEA website under the Employment 
section. (ieanea.org/about/employment) IEA does not 
accept handwritten copies of the application. Electronic 
applications and resumes from potential UniServ Interns 
must be postmarked or e-mailed no later than April 4, 
2023 and should be sent to:

The Committee will accept for consideration:
1.	 At least two (2) letters of recommendation with

one from group (a) and one from group (b) below:
a. Your current UniServ Director (If you are a 
current IEA employee, then your immediate 
supervisor; if  your current UniServ Director is a 
temporary employee, or has been in the UniServ 
Director position for less than a year, please 
contact Holly Survance.)
b. Current Local President, Current Region
Council Chair, or colleague
c. Any other appropriate individuals

2.	 Typed and signed application submitted by the 
applicant

3.	 Completed self-assessment submitted by the 
applicant, which is available at:
https://tinyurl.com/IEAtakesurvey

Letters of recommendation shall be treated as 
confidential and will not be shared with individual 
applicants.  Each of these persons should be given a 
copy of the Guidelines for Letters of Recommendations 
(listed on page 3).  All letters of recommendation must 
be emailed (Holly.Survance@ieanea.org) or mailed 
directly and postmarked by April 4, 2023 to Holly 
Survance.

Holly Survance
Administrative Assistant
Illinois Education Association-NEA
530 E. 22nd Street, Building D
Lombard, IL 60148

Email: 
Holly.Survance@ieanea.org
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DEADLINE FOR SUBMISSION OF LETTERS IS APRIL 4, 2023

GUIDELINES
FOR UNISERV INTERNSHIP APPLICATION RECOMMENDATIONS

A minimum of two letters of recommendation are required for 
this application process.

If you are selected to interview, you may bring materials you have developed, e.g., training materials, newsletters, newspaper 
articles, fliers, and other items.

In-person interviews are scheduled for May 9-10, 2023.  Please note there are no alternate dates available for interviews.  If an 
applicant is unable to interview on May 9-10, 2023, then the applicants should consider applying the following year.

Attendance and participation are required at Intern Orientation (June 13, 2023) and Summer Leadership Academy (July 24-27, 
2023 and other mandatory meetings.  Mandatory meetings include the Fall Professional Staff meeting, Legal Update, Spring 
Professional Staff meeting, Intern/Mentor debriefs, and meetings with the Intern, Mentor(s), and Manager. If an applicant is 
unable to attend mandatory trainings and meetings, they should consider applying the following year.

Please be sure all letters of recommendation
contain the following information:

•	 Applicant’s name

•	 Respondent’s name

•	 Respondent’s position: Local President, Region 
Council Chair, UniServ Director

Letters of recommendation should provide information
about the applicant and their experiences in association
work. Particularly helpful are examples of the applicant’s 
work and performance with specific emphasis on:

•	 Ability to take the initiative

•	 Problem solving skills

•	 Ability to deal with sensitive matters in a tactful and 
confidential manner

•	 Ability to work effectively as a member of a team

•	 Strong interpersonal and communication skills

It is also helpful to list areas in which additional 
experience is needed, if applicable. Letters should 
conclude with a statement outlining the respondent’s
opinion as to why (or why not) the applicant would
be a good Intern. Letters of recommendation shall be 
treated as confidential and not shared with individual 
applicants.  Each respondent should be given a copy of 
the Guidelines for Letters of Recommendations (listed 
on page 3).  All letters of recommendation must be 
emailed (Holly.Survance@ieanea.org) or mailed directly 
and postmarked by April 4, 2023 to Holly Survance.

Holly Survance
Administrative Assistant
Illinois Education Association-NEA
530 E. 22nd Street, Building D
Lombard, IL 60148
-or-
Holly.Survance@ieanea.org



•	 The Intern, UD Mentor(s), and a Director of 
Advocacy and Organizing will develop an 
individual learning plan. The Intern will be 
provided a checklist of experiences, which will 
inform the learning plan.

•	 During the program, the Intern will keep a 
log of daily activities. This log will be helpful 
in conferences with the UD Mentor(s) to 
determine scheduling of future experiences.

•	 In addition to the log, the Intern will keep a 
journal to reflect on progress in the areas of 
skills, attitude and knowledge gained.

•	 Meetings will be held at least every three 
months with the Intern, UD Mentor(s), and 
a Director of Advocacy and Organizing to 
review the experiences of the Intern and 
assess the progress of the Intern’s program.

•	 Every attempt will be made to build a 
networking system with other Interns (past 
and present). Time will be made available for 
the Interns to meet at various Professional 
Staff functions.

•	 An Orientation session and a debriefing 
session will be held for the Interns, Mentors, 
and a Director of Advocacy and Organizing. 
This Orientation for the 2023-2024 program 
will take place on June 13, 2023. Attendance 
is required for Intern Orientation.

•	 Summer Leadership Academy is held July 
24-27, 2023. Attendance is required for 
Summer Leadership Academy.

•	 Interns need to have sufficient time to 
participate in this program to ensure a 
quality experience (40 hours/month). It is 
recommended that applicants discuss with 
their administrator(s) the need for some 
release time during the Internship prior to 
the interview on May 9-10, 2023. A sample 
letter requesting release time for the 
program is on the following page.

•	 If there is a conflict between a governance 
role and the Intern Program, it is understood 
that the Intern’s focus should be on the 
Intern Program. The Intern experience 
will encompass a sequence of learning 
opportunities:

•	 Shadowing/observing the UD Mentor(s)

•	 Guided practice with the UD Mentor(s)

•	 Independent practice

•	 The Intern and UD Mentor(s) will debrief 
after each experience.

GUIDELINES
FOR UNISERV INTERNS AND MENTORS





SAMPLE
 | D

O N
OT U

SE



SAMPLE
 | D

O N
OT U

SE



SAMPLE
 | D

O N
OT U

SE



SAMPLE
 | D

O N
OT U

SE



SAMPLE
 | D

O N
OT U

SE


