District of Columbia Courts

Internship Program Openings

Division: Family Court: Mental Health Mental Retardation Branch

Description:
The Mental Health/Mental Retardation Branch processes numerous pleadings pertaining to both mental health
and mental retardation. This branch also has a Mental Retardation Volunteer Coordinator.

Responsibilities:
e  Assist customers with the following filings: petitions, oppositions, status reports, findings of fact,
conclusions of law and order, etc.
e Utilize the Court’s computerized system to enter, extract and update information.
e DPrepare the Judge’s daily hearing calendar.
e Mail notices to all parties.
e House case files appropriately.
e Assist Judges, management and staff as needed.
e  Assist Courtroom Clerk with responding to inquiries upon completion of daily docket call.
®  Assist with annotations from docket entries recorded by Courtroom Clerk.
e Assist the Mental Retardation Volunteer Coordinator.

® Assist the Branch Supervisor.

Qualifications:

The applicant must be at least in his or her third or fourth year of undergraduate program or in a graduate or law
school program. The student must be in good standing at his or her university. It is preferred that all applicants
have a GPA of 3.0 or better. The student must be able to commit a minimum of 12 hours per week throughout the
semester. Finally, the student will be subjected to an FBI criminal background check.

Application Process:
Applications should include the following:
e A District of Columbia Internship Application Form
e A Resume
e An unofficial Transcript
e Two Letters of Recommendation

Please send all application packets to:
Fetneh A. Fleischmann
District of Columbia Courts
Human Resources Division
500 Indiana Avenue, NW
Washington, DC 20001
Phone (202).879.2887; Fax (202).879.2889




