Moultrie-Colquitt County Parks & Recreation Authority (MCCPRA)
GCIP Intern – Employee Handbook & Policy Alignment
Department: Human Resources & Finance
Position Type: Grant-Funded Internship (GCIP) Temporary / Project-Based
Duration: May 1, 2026-September 1, 2026 
Compensation & Application Instructions
Pay Rate: $15.00 per hour
General Description:
Under the supervision of the MCCPRA HR & Finance Department, the GCIP Intern will lead a comprehensive review and update of the MCCPRA Employee Handbook. This role provides hands-on experience in human resources policy development, compliance research, and organizational best practices within a local government environment.
The intern will research current labor laws, benchmark policies from comparable agencies, and collaborate with MCCPRA staff to draft a clear, compliant, and user-friendly employee handbook. This position is project-driven and will result in a board-ready final product with long-term impact on agency operations and employee understanding.
Essential Duties & Responsibilities:
• Research current state and federal labor laws, HR standards, and workplace policies relevant to parks and recreation agencies
• Review the existing MCCPRA Employee Handbook to identify outdated policies, gaps, or inconsistencies
• Benchmark employee handbooks and HR policies from similar local government agencies and ACCG resources
• Draft updated policies and procedures using clear, professional, and accessible language
• Organize and format the handbook for both digital and printable use
• Collaborate with HR & Finance staff to review drafts and incorporate feedback
• Prepare a summary of recommended changes and present a draft handbook to MCCPRA leadership
Knowledge, Skills & Abilities:
• Strong written communication and editing skills
• Research and analytical ability
• Attention to detail and organization
• Ability to work independently and meet deadlines
• Professional judgment and confidentiality with HR-related information
• Proficiency in Microsoft Word and/or Google Docs
Preferred Qualifications:
• Currently enrolled in or recently graduated from a program in Human Resources, Public Administration, Political Science, Business Administration, or a related field
• Interest in HR policy, organizational management, or local government operations
• Familiarity with employment policies or labor law concepts is a plus
Work Environment & Location:
• Optional- Based at the MCCPRA Administrative Office or remote
• Regular collaboration with HR & Finance staff
Learning Outcomes & Impact:
This is not an administrative support role. The intern will directly research, draft, and shape agency policies that will be used by MCCPRA staff for years to come. The position provides meaningful, resume-building experience in HR policy development, compliance, and professional government operations.

To Apply: Please email your resume to sheree.hamilton@mccpra.com or pick up an application from the MCCPRA Administrative Office located at 1020 4th Street SW, Moultrie, GA.
