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Please submit Internship Request Forms electronically as a PDF to susan.nelson@wisc.edu. 

Internship Site Information 

Organization:  
 Office of State Senator Melissa Agard 

 

Website: 
https://legis.wisconsin.gov/assembly/48/sargent 

https://legis.wisconsin.gov/senate/16/agard   

Street Address: 
Wisconsin State Capitol 

2 E Main St, #126S, Madison, WI 53703 Phone: 608-221-2701 

Supervisor Name: Megan Wittman Email: Megan.wittman@legis.wisconsin.gov 
 

Internship Position Information 
 

Agency Summary:  
What is the purpose of your agency or organization? What is the mission, if applicable? Briefly describe the day-to-day activities? If it is 
relevant for applicants, please give a brief history of the organization’s founding. 

The Office of Sen. Melissa Agard (D-Madison) represents the 16th Senate District of Wisconsin, wherein over 172,000 Wisconsin 
residents reside. As a lifelong resident of Dane County and proud progressive Democratic, Sen. Agard is passionate about fighting for 
policies that work for all Wisconsinites. Sen. Agard previously represented the 48th Assembly District of Wisconsin for four terms, when 
she was first elected to serve the Assembly in 2012. Since then, Sen. Agard’s legislative work has included legislative prior ities of free 
menstrual products in all state buildings, timeliness of processing rape kits, fully legalizing cannabis, fighting for a higher minimum 
wage and affordable housing, universal background checks for firearms, clean water and air, and numerous other progressive items.  

 

As a freshman Senator for the 2021-2023 legislative session, Sen. Agard plans to continue her work that she began in the Assembly and 
apply it to the larger community of the 16th Senate District and beyond. Day-to-day activities vary but may include, though not limited 
to: Committee meetings and hearings, events in the district (remote until safe), meeting with constituents, and drafting and 
introducing legislation. 
 

Job Duties: 
Please describe the duties and responsibilities of the intern in detail. Indicate, as specifically as possible, the work a student would 
actually do and what they can expect to learn from an internship with your organization. Feel free to include a job description, if one is 
available.  

INTERNSHIP JOB DESCRIPTION 
 

Position Overview 

Senator Agard is a progressive Democrat who represents the north and east side of Madison, as well as the cities of Monona, 
Fitchburg, Stoughton, and Sun Prairie. Sen. Agard’s internship program provides valuable civic experience and unparalleled insight 
into the inner workings of state government. Internships in our office are for the duration of one semester for the spring, summer, and 
fall semesters, with the option to extend upon completion. Interns in Sen. Agard’s office will receive hands-on training and experience 
with the Wisconsin State Legislature, leaving our office with practical knowledge and skills in researching and analyzing policy, 
communicating with constituents, event planning, among a variety of other important tasks. 
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Our office has an extremely active constituency, and we are a fast-paced, hardworking office that is always looking for new, 
enthusiastic members of our team who are interested in the policymaking process, government, and politics. This position is 
overseen and managed by members of Sen. Agard’s staff. Interns should be able to work no less than ten hours per week between 
the hours of 8:30 a.m. to 5:00 p.m., Monday through Friday. 

 

Minimum Qualifications 

We accept interns of all education levels and backgrounds in our office. Although experience in these areas is not required, applying 
interns should have an interest in politics, government, or policymaking.  

 

Required Experience and Skills 

Interns in our office will communicate directly with constituents of the 16th Senate District, so ideal applicants will have strong 
interpersonal skills, including listening, patience, and speaking skills. To this end, interns should be willing and able to professionally 
interact with constituents and other points of contact via both phone and email. Ideal interns will be interested in making progressive 
legislation and policy, and should be proficient in critical thinking, analysis, and reading comprehension skills. Applicants should be 
proficient persuasive and informative writers who can synthesize complicated information into an easily understandable form, while 
also having capacity to write creatively and in a voice that is not their own. Finally, the nature of our work is extremely time-sensitive, 
so interns in Sen. Agard’s office must demonstrate a sense of urgency and the willingness and ability to work quickly and effectively 
under pressure. 

 

Duties and Responsibilities 

• Answer incoming phone calls and various other administrative office tasks 

• Conduct policy research and analysis on legislation introduced in the Wisconsin State Legislature 

• Communicate directly with the constituents of the 16th Senate District via phone and email 

• Attend events or meetings in the 16th Senate District or the State Capitol building 

• Stay up-to-date on current events and local and state news 

• Update constituent communication records regularly 

• Assist in developing Sen. Agard’s website and e-newsletter content 

• Perform other various projects as assigned by Sen. Agard’s staff 

 

Internship Project: 
Is there an opportunity for a student to work on an independent internship project, or to hold specific responsibilities in relation to a 
larger project which they can discuss in their end-of-semester internship project or paper? 

Yes, Sen. Agard’s internships are flexible—It’s important to our office that we help our student interns in their academic careers to 
whatever extent we can. Internship projects can be arranged with Sen. Agard’s  full staff and Sen. Agard herself to ensure that our 
student interns get the most out of their internship experience.  

Training: 
What sort of training will be provided in conjunction with the internship? Will there be special learning opportunities such as in-service 
training, seminars, conferences, etc., to enhance learning? 

Often student interns have the opportunity to attend seminars and conferences on behalf of Sen. Agard. As Sen. Agard is part of 
numerous local, state, and national groups, she often welcomes student interns to join her at these seminars, conferences, and 
meetings, or to attend on her behalf. Student interns will be trained on fundamental government office procedures, constituent 
services, communications, bill research and drafting, and more. 
 

Professional Development: 
Even in a virtual format, will there be opportunities for the intern to get to know the culture of the organization? This might include 
staff or project meetings, virtual social events, behind the scenes organizational infrastructure, networking, etc.. 
Yes, having a comfortable, friendly, and inclusive office space is of utmost important to Sen. Agard. Student interns will have 
opportunities to work with all office staff and Sen. Agard herself. Student interns will also collaborate and work with one another on 
various projects. Student interns will likewise be invited to any appropriate virtual social events. 
 

Supervision: 
Please indicate the frequency and style of intern supervision. In general, how will the student be informed about her/his/their 
performance and responsibilities? Who will provide guidance, feedback, inspiration and support? 
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Daily and/or weekly assignments will be given to the student interns depending on ongoing occurrences. The student intern supervisor 
will be readily available for any questions throughout the day, and will likewise provide guidance, feedback, and support for  the student 
interns. Student interns are critical assets to the function of the office and will be treated comparably to staff. 

 

Supervisor: 
Who will be the intern supervisor? 

Megan Wittman 

Transportation: 
We expect all internships to be virtual in spring 2021. 

All internships have the capacity to be virtual. 

Additional Information: 
 
Our office is spacious enough to offer in-person internships should a student feel comfortable. Due to Sen. Agard’s high risk for the 
COVID-19 virus, we take all social distancing and safety measures seriously. All desks are spaced more than 6’ apart and all staff, 
interns, and Sen. Agard will wear masks when working in the office. No persons will be allowed in the office without a mask. 

Interview Information 
 

Please describe the best way for students to reach out to schedule an interview with you. Interviews will begin December 14, 2020 
and should be completed by mid-January, 2021. Students should have secured an internship and completed their Learning Contracts 
by January 18, 2021.  

 

I have suggested a couple of ideas below so that both supervisors will know who their applicant pool is AND so that interns know 
when they need to take action.  
 

Students interested in interviewing for this position should: 

Reach out by January 9, 2021 via email to schedule an interview. Please contact Megan Wittman at 
megan.wittman@legis.wisconsin.gov  
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