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Position Description Form
International Internships 
UW-Madison International Academic Programs (IAP)
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The International Internships team is part of UW-Madison’s central study abroad office International Academic Programs (IAP). If you have not yet submitted our brief online Employer Interest survey please do that first, and then fill out as much of form below as possible. Intern Abroad staff will follow up with any questions and to confirm any missing details as the opportunity is developed.
Organization Name: Centro de Modelamiento Matemático
Location (City, Country): Santiago, Chile
Address: Beauchef 851, north building, 7th floor  	
Primary Contact for UW-Madison International Internships team (for arranging details):  
Name: Alejandro Maass
Email: amaass@dim.uchile.cl
Phone: 56-2-29784456 
Other contact (if applicable): Ma Inés Rivera, mrivera@dim.uchile.cl
Intern Supervisor (if known before placement, must be in the country):
Name: 
Email:  
Phone/Mobile: 
Other contact (if applicable): 
If this won’t be decided until the student is selected, we will ask for these details at that time. This is the person we send an evaluation to and check in with during the internship. 
Emergency Contact (must be in the country)
Name: 
Email:  
Personal Mobile Phone:  
Other contact (if applicable):  
We must have the name and contact information (mobile phone, etc.) of someone in the internship country who speaks English and that we can contact at any time in an emergency if we cannot reach the student directly.
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Internship title: 
(if multiple roles/projects possible, please identify each)  
Number of students (1-4): 
Field(s) (e.g. marketing, engineering, political science, journalism):  
Location of internship (city, country, etc.): 
Duration (including estimated start and end dates):  
Estimated work hours per week: 
Weekly Schedule (in general, if known): 
Primary Internship Duties/Job Description (please be as specific as possible): 
·  
·  
·  
Learning Goals: (~3 objectives intern should gain from experience)
·  
·  
· 
Required skills:
· 
·  
· 
Preferred skills: 
· 
·  
· 
Major(s)/areas of study (if important): 
Year in School (if important): 
Minimum GPA (out of 4.0) (if important, otherwise we require 2.5): 
Required or preferred language skills (other than English): 
Language: 
Required or preferred:
What level and what skills are most needed for this role:

Comments or other qualifications you require or prefer:
[image: ]
Work Environment:
Describe the workspace (office, lab, co-working space, remotely, other).

How many staff members are in the organization or team/department? Who else will be working with the intern and in what capacity? 

Describe the intern work area/space. (Desk, cubicle, shared table, etc.; computer provided or bring their own?) 

Do you plan on hosting other interns who are either local or from other institutions? If yes, from where and how many to you anticipate? 

If possible, please share a photo of the workplace for us to have internally and share with selected interns. 
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Transportation:
Will you be able to provide guidance to the student for transportation to and from the airport? 

What form of transportation do you anticipate the student will take for commuting to their internship? 

Will the intern have any travel or transportation required as part of their internship duties? If so, what and who is responsible for any expenses?  
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Budget Estimate: 
Help us come up with an estimated budget for an intern. We will review and finalize.  
Airfare:
Housing:
Local transportation:
Meals:  
Local cell phone: 
Other:
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Health & Safety:
What (if any) COVID-19 requirements does your organization have for interns? (Ex. vaccination, use of masks, etc.)

Please provide the name of a recommended health clinic and/or hospital near internship location. (Students have CISI international health and safety insurance through UW-Madison)

Are there any other safety & security issues you think students should be aware of in this location? 
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Housing:
What type of housing is typically available for students in this location? 

What type of housing support can your organization provide to students? 
___ Organization can provide guidance around housing in the location, but student will be responsible for selecting housing 
___ Organization can identify specific housing options for students, and student will select from those options based on their preferences
___ Organization will provide housing for students free of charge (host organization will need to complete additional Provided Housing form)
___ Organization will provide housing for students for a fee of ____  (host organization will need to complete additional Provided Housing form) 
___ Other: (please explain)
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Legal Documentation:
Some internships require documentation for visas or agreements. We can help provide assistance and support with this process. It is ultimately the intern’s responsibility to obtain the correct visa. 
Are you aware of any specific documentation or visa requirement for your country or organization? If so, what? 

If applicable, are you willing to provide appropriate documentation or assistance for the intern’s visa application? Depending on location, this could include writing a letter, filling out part of the application or communicating with local authorities. 
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Application Process
Application documents:
__ Resume
__ Cover Letter, specifics to include:
__ Other(s): 
Interview/Review Process: (Details about interview process; language of interview)

Application & Selection Timeline: Our office has standard deadlines to simplify for promotions and applications; if you require an earlier timeline, please let us know. Terms are listed in Northern Hemisphere terms.  

	
	Spring Internship
	Summer Internship

	Position description form returned to UW-Madison staff
	Mid-August
	Late December

	Student application deadline
	Mid-October
	Mid-February

	Student selection
	Early November
	Mid-March

	Pre-departure orientation
	Late November
	Mid-April
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Proposed compensation/support (please provide details for anything provided/coordinated):
__ Housing:
__ Stipend/Financial Assistance:
__ Travel/Commuting Expenses:
__ Other (e.g. meal tickets, SIM card, etc.):
__ Unsupported

Thank you for your interest in hosting UW-Madison interns!International Internships
International Academic Programs
University of Wisconsin-Madison
301 Red Gym, 716 Langdon St.
Madison, WI 53706 USA

internships@international.wisc.edu 
Director: Carly Stingl, +1-608-262-6786, carly.stingl@wisc.edu

Europe, Canada & Oceania: Amani DeHolton, +1-608-261-1018, amani.deholton@wisc.edu 
Asia & Africa: Nathaniel Liedl, +1-608-890-2085, ncliedl@wisc.edu 
Latin America & Spain: Kimberly Harn, +1-608-265-1302, kimberly.harn@wisc.edu 
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