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The Human Resources Department is a critical component of employee well-being.  Human Resource responsibilities includes 
payroll, managing employee benefits, hiring, firing, and keeping up to date with state and federal tax laws.  The Human Resources 
Department for Kent County serves all individuals employed with the County Commissioners of Kent County in reference to their 
personal and individual needs during the course of their employment.  Below is a list of the tasks that a qualified intern may have 
the opportunity to learn while being employed in the Human Resources Department with Kent County: 
-  Payroll administration, including produce checks, handling taxes, and dealing with sick time and vacation time. 
-  Employee benefits, including health, medical and life insurance, MD State Pension and 457(b) plans. 
-  HR management, including recruiting, hiring and firing. This also includes background interviews, exit interviews and wage 
reviews. 
-  Risk management, including workers' compensation, dispute resolution, safety inspection, office policies and handbooks. 
 
 
The Information Technology Department provides assistance to all County departments and offices in the conduct of their 
respective business. IT strives to keep current in technology and to provide County-wide data processing and telecommunications 
direction in an effective and cost efficient manner.  A qualified intern will have the opportunity to learn about desktop support 
including hardware diagnosis and provisioning as well as basic software configuration. 
 
 
The Office of Tourism is responsible for marketing, advertising, media relations, and for developing travel and tourism in 
the Kent County region of Maryland's Eastern Shore. Striving to safeguard the balance between nature and commerce, 
tourism not only facilitates diversification of the County's economy, but it also lends itself to the promotion and 
preservation of its unique heritage and unmatched natural and cultural resources. The Office works closely with the 
Kent County Tourism Advisory Board and the State Office of Tourism Development in the creation, development and 
implementation of communication strategies.  
Tasks may include:  
- Update business database (using businesses licenses, communication with businesses and website information)  
- Update visitor guide and website business and organization information  
- Update Farm & Country Tour brochure information  
- Preparing bulk mailings of brochures  
- Prepare, run postage and deliver mail  
- Assist with answering phone and manning the office  
- Assist with other various office duties  

 
 
The State’s Attorney’s Office is responsible for the prosecution of criminal and juvenile offenses that occur within Kent County. 
They work closely with law enforcement and other agencies to investigate and prosecute crimes and protect and serve the interests 
of the citizens of Kent County.  Duties of the intern in this office would include assisting staff with various stages of case 
preparation, updating and moving case files and creating contact lists, picking up and delivering correspondence from legal offices, 
and other general office clerical duties. 
 
 
The Kent Family Center Kent Family Center provides activities and services to expectant parents or parents who have children up 
to 4 years of age. These programs include health education, parent education, GED classes, Job Skills classes, field trips and fun 
family activities. The ideal candidate will have an interest in early childhood education / child development. Some responsibilities 
of an intern could include: Assisting with snack and meal preparation, assisting staff with preparation and clean- up of activities for 
children and parents, reading stories to children, light cleaning (clean up after meals, washing and sanitizing toys, cleaning out 
center van, etc.), creating flyers for events, assisting staff members with research, filing, scanning, organizing records. 
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References 

Please list two references who are not related to you. 

Full Name:       Relationship:       

Company:       Phone: (     )       

Address:       

Full Name:       Relationship:       

Company:       Phone: (     )       

Address:       

 

Additional Information/Skills 

Please list any additional information that relates to your ability to perform the job for which you have applied - such as 
computer skills, licenses, job related skills, equipment or machinery skills, professional memberships, etc. 

      

 
 
 
 
 
 
 

 
Youth Agreement: 
 
I _______________________________________, understand that this program has been  
           (Please print name of applicant) 
developed to offer youth valuable, paid, work experience. I understand that there are limited slots available, 
and that I am not guaranteed to work for the Summer Youth Employment Program. I understand that the 
program will start on June 5, 2017, and end on August 3, 2017, and I will be able to provide consistent time 
commitment to this program.  I also commit to having reliable transportation to get to and from work.   
Youth Applicant’s Signature: _____________________________________ Date: ___________ 
 
Parent/Guardian Signature: ______________________________________ Date: ___________ 
 
 
Parent/Guardian Consent Form: 
I ________________________________________, give consent for my child to participant in the  
        (Please print name of guardian/parent) 
2017 Summer Youth Employment Program. As photographs/videos/interviews may be taken/conducted 
during any of the work related tasks, meeting and/or events, I also give consent for such photographs/videos 
of and interviews with my child, _________________________________________ to be used for the 
purpose of advertising and 
        (Please print name of participant) 



reporting about and/or recruiting for the Summer Youth Employment Program. This may include, but not 
limited to, inclusion on the Kent County website, and/or in newspaper articles. 
 
Parent/Guardian Signature: ________________________________________ Date:__________ 

 

Disclaimer and Signature 

I certify that all the statements herein are true and understand that any falsification or willful omission 
shall be sufficient cause for dismissal or refusal of employment. 

I authorize investigation of all statements contained in this application for employment as may be 
necessary in arriving at an employment decision.  Application for sensitive positions, as defined by the 
Kent County Commissioners, may require an investigation of my background and I hereby authorize 
review and full disclosure of all my records as part of this application for such a position.  I authorize 
all individuals, schools, and firms named herein, except my current employer if so noted, to provide 
any information requested about me, and I release them from all liability for damage in providing this 
information. 

I understand that the Kent County Commissioners follow an “employment at will” policy, in that I or 
Kent County may terminate my employment at any time, or for any reason consistent with applicable 
state or federal law; this “employment at will” policy cannot be changed verbally or in writing, unless it 
is specifically authorized in writing by an authorized executive of the Kent County Commissioners.  I 
understand that this application is not a contract of employment.  I understand that federal law 
prohibits the employment of unauthorized aliens; all persons hired must submit satisfactory proof of 
employment authorization and identity; failure to submit such proof will result in denial of employment. 

I understand that as part of a conditional offer of employment, I will be required to take a drug 
screening test.   

In the event of employment, I agree to abide by all the rules and regulations of the Kent County 
Commissioners. 

This application for employment will be considered active for 45 days from the date of receipt. 

Signature: (if applying on line, this page must be mailed with original signatures.)            Date:                          

                               

UNDER MARYLAND LAW, AN EMPLOYER MAY NOT REQUIRE OR DEMAND, AS A CONDITION 
OF EMPLOYMENT, PROSPECTIVE EMPLOYMENT, OR CONTINUED EMPLOYMENT, THAT AN 
INDIVIDUAL SUBMIT TO OR TAKE A LIE DETECTOR OR SIMILAR TEST.  ANY EMPLOYER 
WHO VIOLATES THIS LAW IS GUILTY OF A MISDEMEANOR AND SUBJECT TO A FINE NOT 
EXCEEDING $100.                                                                                                           

Signature:                                                                                                       Date:  

                               

Kent County Commissioners 
400 High Street 

Chestertown, Maryland 21620 
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