
 

 

 

Job ID: 25918 

*Job Title: Internship-Governmental Affairs 

Job Reference Num:   

Employer Name: Boerne Chamber of Commerce and Visitor Center  

Linked To: Bonnie Westley  

Referenced Schedule:  

No of Openings: 1 

Work Schedule: M-F 

*Hours per Week: To be determined 

*Wage/Salary: To be negotiated 

*Job Description: The Governmental Affairs Intern, under the direction of 

the President and with the help of the Governmental 

Affairs Council, is responsible for coordinating all 

Chamber-sponsored Governmental Affairs meetings and 

forums. This includes assistance with obtaining the 

venue, speakers, registration, marketing the event and 

other details as set forth from time to time. The Intern 

will be expected to keep records of each event’s 

attendance and critiquing and development of the 

Governmental Affairs Program for the Governmental 

Affairs Council.  

 

Other Duties:  

• Attend monthly Governmental Affairs Council Meetings.  

• Represent the Chamber in the President’s absence at 

various meetings to gather information.  

• Other duties and responsibilities as assigned.  

Qualifications: Knowledge, Skills, Abilities, Education:  
• Demonstrable interpersonal and organizational skills 

including flexibility, the ability to take direction, and the 

ability to multi-task.  

• The ability to participate in some after-hours and 

occasional weekend functions.  

• Computer proficiency in database software as well as 

Microsoft office systems including Excel, PowerPoint, 

Word, Photoshop, and the Internet.  

• Knowledge of current issues affecting the Chamber’s 

business members.  

• Excellent verbal and written communication skills.  

 

Essential Functions:  

• Assist in developing the Chamber’s Annual Legislative 

Agenda for public policy at the local, state and federal 

levels.  

• Oversee planning and logistics for all Council events, 

meetings and public forums.  

• Ability to attend City Council and County Commissioners 

Court meetings and other meetings as assigned. (Shadow 

the President and meet key players)  

• Background research on issues affecting the business 

community.  



• Establish relationships with key legislative contacts and 

communicate with them on issues that we can educate 

our members about.  

• Manage and promote the Chamber’s Get Out the Vote 

Campaign.  

• Assist Council in obtaining speakers on current issues 

facing our membership. 

*How To Apply: Please email Resume and Cover letter to Bonnie Westley 

at:  

Bonnie@boerne.org 

 


