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Town Hall Records Management Intern
Full-time / Part-time: Part-time, approximately 3–10 hours/week
Primary Location – City, State – how much time in person or remote?
 Warwick Town Hall, Warwick, Massachusetts. The internship will be primarily in person at Warwick Town Hall, as the work involves reviewing, organizing, and potentially scanning physical municipal records.
Start & End Date:
 Flexible; to be determined based on the intern's availability and the Town's needs.
Travel – how often? Where? Vehicle needed?
 The intern will need to travel to Warwick Town Hall in Warwick, Massachusetts for scheduled work. Reliable transportation to Town Hall is required.
Work Schedule – Day Job? occasional evenings/weekends? Flexible or set hours?
 Flexible schedule, generally during Town Hall business hours. Approximately 3–10 hours per week. Scheduling adjustments can be made to accommodate the intern's availability and Town Hall operations.
[bookmark: _heading=h.4yn98w6hd7no]About the Organization
The Town of Warwick is a small municipal government in Massachusetts that provides essential public services to residents and manages municipal records, administrative operations, and compliance with state and federal requirements. Town Hall maintains a wide range of historical and administrative records that must be organized, retained, transferred, scanned, or disposed of in accordance with Massachusetts requirements.
[bookmark: _heading=h.bohfbvcxixf2]Job Description
The internship will support the Warwick Town Hall administrative team with records management and municipal document organization initiatives, which could include:
Initiative 1 – Review and organize municipal records
 Intern will work with Town Hall staff to review existing files and identify the types, dates, and general categories of records being maintained. The intern will help organize files and document what records are currently stored at Town Hall.
Initiative 2 – Research Massachusetts records-retention and disposal requirements
 Intern will research Massachusetts state requirements and applicable records-retention schedules to determine which municipal records may be eligible for destruction, which must be retained, and which may need to be transferred or preserved. The intern will help staff develop a clear process for handling records appropriately and in compliance with state requirements.
Initiative 3 – Digitize and improve access to records
 Where appropriate, the intern may scan paper records and assist with organizing digital files, naming documents, and developing a consistent filing system. The intern will help identify opportunities to reduce unnecessary paper storage while preserving records that must be retained.
Other state and federal initiatives as needed
 The intern may assist with additional records-management, administrative, research, or municipal-government projects as needed.
[bookmark: _heading=h.dz7j7pogxkxp]Skills Needed
The position requires attention to detail, organization, reliability, research skills, and the ability to work independently. Strong written communication and basic computer skills are required. Familiarity with Microsoft Office/Google Workspace, document scanning, records management, or Massachusetts state and local government is preferred but not required.
This internship would be a good fit for a student interested in government, public administration, history, archives, law, library science, information management, or public policy.
[bookmark: _heading=h.tqtszy3xj8e9]To Apply
Send a resume and brief cover letter to Lizzie Alwan, Town Coordinator, at coordinator@town.warwick.ma.us.
[bookmark: _heading=h.yuhe9zb9jshv]Reports To
Lizzie Alwan, Town Coordinator
 Town of Warwick, Massachusetts
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