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We're Pleased You Are Considering Us!
Largo's Parks and Recreation is pleased you are thinking about an internship with our department. This guide provides information and outlines the responsibilities involved for students wishing to intern with the City of Largo Recreation, Parks, and Arts.About Our Internship ProgramLargo is seeking interns with an innovative approach to Parks and Recreation management. The intern will work on a rotation system between the three centers and special events and become involved in as many recreational operations as possible. The intern will work with all divisions of Recreation and Parks. Along with many other responsibilities, the intern will have a major project to complete during their internship season; the project will benefit the student and city. Suggested projects may include: coordinating a city-wide special event, conducting a survey and sharing results or developing a project of their own. The following is a sample of opportunities.During the Spring, (January – April) the intern will assist with office and administrative duties, such as camp registrations, Crop Til You Drop, Easter Spring event, Family Extravaganza that includes Touch-a-Truck and Playing Unplugged.
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During the Summer, (May – August) the intern will assist with office and administrative duties, Fourth of July at Largo Central Park, specialty half day and full day operations of camps, such as budgeting, field trips, guest speakers and summer camp.

During the Fall, (September – December) the intern will assist with office and administrative duties, Spooktacular, Holiday Stroll, The North Pole Express, Holiday Camps, Veterans Day Ceremony, Walk Like MADD, Breakfast with Santa, and Crop Til You Drop.
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Purpose of the Internship Program
● To give each intern a broad experience in parks and recreation in an on the job  experience.“ ”
● To formally explore various components of the recreation profession.
● To expose each intern to professional organizations, such as FRPA, FFEA & NRPA.
● To help young professionals discover their areas of greatest interest in the field.
● To assist the intern in becoming a leisure service professional capable of acquiring a position in their respective field through practical experience.In addition, we are committed to assisting the prospective intern in satisfying all the conditions and outcomes set forth by the placing university, college or school.About City of Largo's Recreation, Parks, and ArtsThrough its facilities, performing arts center, park system and sports complexes, the Recreation, Parks & Arts Department offers opportunities for individualized leisure pursuits, and passive enjoyment of the natural environment.The department has been nationally accredited and named as "Agency of Excellence" by the State of Florida. Participating in recreational activities provides endless benefits including an increased life expectancy, decreased chance of obesity, increased family bonds, building self esteem and personal growth.Our Mission StatementTo strengthen the community by creating memorable experiences through education, recreation, parks and arts.
About Some of Our Facilities
Largo Central Park is a beautiful, 70-acre park located in the heart of Largo. Its rolling grounds and fountains have set it apart as one of the finest parks in the county. Rainbow Rotary Playground is one of the only playgrounds in the Bay area completely accessible to disabled users. Facilities include, 8 picnic pavilions (2 large), restroom facilities, & the James S. Miles & Richard A. Leandri Military Court of Honor.
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The Highland Recreation facility features a 3-story indoor playground, 1/13 mile walking track, party rooms, an interactive gaming room, a licensed preschool for 3-4 year olds, indoor and outdoor basketball courts, a fitness center, two program rooms, and the tallest municipal water slide in Pinellas County at the Highland Family Aquatic Center.

Southwest Recreation is a center for lifelong fitness, health and recreation. Southwest Recreation Complex is a modern complex featuring an Olympic sized swimming pool, the Largo Tennis Center with 8 clay courts, a gym/auditorium, fitness center, Voluntary Pre-Kindergarten (VPK), and room space for a wide variety of programming for all ages.

The Largo Community Center is a 30,000+ sq foot, LEED certified building, which features three sprung-floor studio rooms, a center stage ballroom with wooden floors, commercial kitchen, fitness room, art studio, card room, outdoor patio and gazebo, lounge and more.

The Central Park Performance Arts Center has live entertainment year round at affordable prices and event spaces for a wide variety of parties and corporate events.
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Internship GuidelinesQualificationsTo be considered as a candidate for an internship with Largo Recreation, Parks and Arts Department, you must meet the following requirements:
● Be currently enrolled, or a recent graduate of, a university, junior college, vocational or technical school.
● Show a high interest in the field of parks and recreation or specialized field, particularly in municipal government. Knowledge of public recreation principles, practices, programs and community needs, with respect to recreation, or specialized field, is desirable.
● Have a strong work ethic, be highly motivated, maintain a positive attitude be enthusiastic, self-motivated, willing to take on new challenges and experiences, and be adaptable to the many changes in the recreation field.
● Be able to demonstrate good customer service skills and genuinely enjoy working and interacting with people of all ages and diverse backgrounds.
● Be able to work outdoors in high temperatures, humidity and inclement weather.
● Agree to follow the Department's policies and procedures.
● Communicate any conflicting commitments that may effect the internship.
● Be neat and dress appropriately.
● Have the ability to maintain good working relationships with co-workers.
● Be certified in CPR/First Aid (optional)
● Have the ability to perform physical labor. 
Selection ProcessInternship applications are accepted on an ongoing basis. The following must occur prior to an internship being offered:
● Completion of an interview. On site is preferred, although a telephone interview is acceptable if applicant is out of state.
● Confirmation is required from faculty regarding internship placement.
● Submission of a City of Largo employment application and background check authorization form is required after a successful interview.Once a selection has occurred:
● The student selected will be notified up to two months prior to his/her starting date.
● Background, employment history checks, and drug screening must be successfully completed prior to field work beginning (a valid driver's license is desired.)Number and Time Frame of Internships
● Number of interns accepted varies depending on the type of internship and availability of funds.
● Length of the internships varies with college sessions (approximately 16 weeks in the fall and spring, 12 weeks during the summer.) 

6 Of 11



Compensation and Benefits
● Staff Shirts will be provided to wear on the job. The remaining uniform (requirements vary depending on duties) is the responsibility of the intern.
● Work space and use of a computer.Work ScheduleA typical schedule is 40 hours per week for the duration of the internship, and depending on the placement should be available to work weekdays, evenings, and weekends as scheduled by the site supervisor. Part-time placements may be available.TransportationIt is the intern's responsibility to provide his/her own transportation to and from internship sites. Public transportation (PSTA bus service) is available.HousingLargo Recreation, Parks and Arts department does not provide housing for its interns. It is up to those who receive internships to find a living space accessible to the city.Additional InformationUpon selection, students are given an overview of the entire operation. If a specific area(s) of concentration is requested, an effort will be made to service that interest, i.e., aquatics, athletics, arts, community centers, event, etc.Interns will spend time shadowing employees, working on projects, inspecting programs, and performing actual duty. Our intent is to maintain flexibility in trying to give each intern what they desire in an on the job  experience while at the same time meeting all the requirements “ ”of their respective college or university.In accordance with the American with Disabilities Act, it is the policy of the City of Largo, to not discriminate against the disabled in employment or the provision of service. Intern candidates who require a reasonable accommodation should notify the Parks and Recreation Department when submitting their applications for internship.Performance and Behavior StandardsLargo Recreation, Parks and Arts Department interns represent the department, the City of Largo and need to recognize that their words and actions have an impact on how it is perceived. The following are given to provide a framework for understanding our way of working and the roles each of us must play in providing quality service(s) to our customers.Quality Customer Service
● Quality is never an accident; it is the result of high intention, sincere effort, intelligent direction and skillful execution.
● Customer; the most important visitor on our premises. He/She is not dependent on us, we are dependent on them. We are not doing them a favor by serving them, they are doing us a favor by giving us the opportunity to do so.
● Service is work done or duty performed for another.

7 Of 11



To the person we are servicing, we are the Parks and Recreation Department. As a government agency we cannot put a price on quality customer service, it is more than being polite to people or dealing with people that are less than polite to us. Everyone we come in contact with is a customer or potential customer. Quality customer service involves being sincerely interested in serving and helping the people we come in contact with, and making sure that any experience they have with us is a positive one. We want our customers to not only leave with a positive impression of their experience, but become ambassadors, knowledgeable of the impact we have on the community.Guiding Principles for Performance ExcellenceAll of the following principles are equally important as well as equally applied to all classifications within the department. 
● Safety First: Public and employee safety is a primary concern of our organization. We shall comply with all established safety directives, standards, procedures, practices, rules and regulations.
● Good Customer Service: Our goal is to exceed customer expectations in an extraordinary way. We are a service organization and customer service is paramount. 
● Punctual and Productive: We shall be punctual, as well as attentive to assigned schedules, and while on duty our focus is: making good use of time, completing work assignments within established time frames, complying with directives, adhering to performance standards, providing active leadership, remaining attentive to duty and maintaining a high level of productivity and quality.
● Teamwork: We shall be team players by being honest with one another, sharing knowledge and information, assisting one another in completing work, accepting decisions, treating one another in a courteous manner, being sensitive to perceptions and differing frames of reference, and seeking Win/Win solutions.
● Professionalism: We shall function as professionals in appearance and conduct by adhering to dress codes, being good ambassadors for the City, respecting the supervisory/management team, learning and growing through continuing education and experience, maintaining certifications, positive role modeling, complying with ethical guidelines, being receptive to constructive criticism and change, evaluating performance and modifying when necessary, remaining flexible, and striving for efficiency, effectiveness and the best possible results.
● Procedural Correctness: We understand the need for organizational rules, regulations, policies, procedures, supervisory/management directives and standards. We shall comply with those established withing the Parks and Recreation Department and the City as well as State and Federal laws and regulations. 
● Respecting Difference: We shall be sensitive to, and respectful of, cultural and individual differences within and outside of the workforce.
● Good Communication: We realize that effective communication is essential to achieving organization and personal goals; thus we will do our part to first understand, then to be understood.
● Environmental Consciousness: We shall be environmentally conscious, energy conservative and protective of our natural resources.
● Stewards of Resources: We are custodians of public funds, equipment, facilities and lands, and shall exercise due care and be efficient managers of these resources.
● Quality: We shall be focused on delivery of quality end products by striving for zero mistakes, learning and growing from experience, evaluating, demonstrating thoroughness, conducting appropriate research, utilizing creativity and being attentive to instruction and direction.
● Mission: We shall respect and support the Departmental and City of Largo mission statements, values, principles of operation, objectives and strategies.
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The Largo Recreation, Parks and Arts department will provide:
● Staff shirts
● Desk (area to work)
● Hands on job experience in various areas of the department
● Bi-weekly review/feedback of assignmentsThe Intern will provide:
● Uniform requirements to adhere to dress code within location
● 40 hour work week (some nights/weekends)
● Housing
Actions of a serious nature that do not support the Recreation, Parks & Arts department principles may constitute grounds for dismissal:
● Behavioral actions that may put participants, co-workers or others at risk of injury or in a life threatening situation.
● Behavioral actions that are physically threatening, verbally abusive, coercive and/or intimidating to fellow employees, supervisors or citizens.
● When Florida Department of Law Enforcement background checks reveal child care disqualifying infractions.
● Decisions or actions that put children, sensitive populations or others in danger and/or negatively impact their development, self esteem or moral being.
Application ProceduresInterested students should contact their adviser and follow the school's application procedure. With the school's approval, interested candidates should apply by sending an internship program application (next page), cover letter with internship request, and resume to:

Christina DeVoeSpecial Events Coordinator727-587-6740 x5014 Office727-586-7406 FaxLargoEvents.com cdevoe@largo.com 
City of Largo Recreation, Parks and Arts Department201 Highland AveLargo, FL 33770www.playlargo.com 
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City of Largo Recreation, Parks and ArtsInternship Application
Contact Information:Full Name: ___________________________________________________________________________Address: _____________________________________________________________________________City: _____________________________________  State: _______________  Zip: _________________Contact Number: ___________________________  Alt. Number: _____________________________E-mail: ________________________________________________ Date of Birth: _________________Background:School Presently Attending/Location: ____________________________________________________Status: Freshman Sophomore Junior Senior GraduateOther: _______________________________________Semester of Interest: Spring Summer FallApproximate Dates: ______________________________________________Expected Graduation: _____________  Degree Program: ____________________________________G.P.A.: ______________Availability: FT (36-40 hrs/wk): ___________________________________________PT (approx # hrs/wk & days): _________________________________________
How did you hear of us?: ______________________________________________________________
Special Placement Request: (Please circle all the activities that interest you)Recreation Programming Aquatics Parks & Beautification ManagementAthletics Cultural Affairs Wildlife Conservation Wellness/Health Education Events & Festival ALLPlanning
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Objectives (What are your long-term career goals in your field):
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________Special Training and/or Experience:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________Computer Experience: None Novice Intermediate Advanced
● Microsoft Word          ○ ○     ○ ○    
● Microsoft Excel          ○ ○     ○ ○
● Microsoft Power Point     ○ ○     ○ ○
● Adobe In Design          ○ ○     ○ ○
● Adobe Photoshop          ○ ○     ○ ○
● Other: _____________________
● Other: _____________________
Other interests:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________Emergency Information:Emergency Contact Person: _____________________________ Phone: __________________________Name of Physician and/or Healthcare Provider: ____________________________________________
Signature of Participant           Date
_______________________________________________              ________________________________
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