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	Communications Intern Application AY 26–27



About Cal Poly Culture and Institutional Excellence
Mission
The Department of Culture and Institutional Excellence (CIX) at Cal Poly is dedicated to advancing student success and enriching the university’s legacy. Grounded in the pillars of institutional excellence, success for every student, cultivating a culture of learning and growth, and data-driven accountability, the office provides leadership, resources, and support to enhance campus climate and foster an equitable and inclusive environment for all. CIX is committed to cultivating a culture of belonging where every member of the Cal Poly community feels valued, supported, and empowered to thrive.
Vision
Our vision is to be a united community not defined by our challenges but driven by them. CIX's aim is to serve as catalysts propelling us toward excellence at both Solano and SLO campuses, where diversity is invaluable, inclusion is championed, and equity is embedded into every facet of our institutional strength.

Position Details
Position Title: Communications Intern
Pay: $20/hour (Federal Work-Study students encouraged to apply)
Hours: 12-15 hours a week on average, including evenings and weekends as needed.
Position Duration: Academic Year 2026–2027
Start Date:  Spring Quarter Onboarding will begin April 1
Format: This position is preferred in person with opportunities for limited hybrid work as needed. We value collaboration, clear communication, and creative initiative. Training will be provided for all tools and systems.
Role Summary: The communications intern plays a key role in developing and maintaining CIX’s visual identity. This position combines graphic design, content management, and inclusive communication to support outreach across platforms.
Key Responsibilities:
· Design social media graphics, flyers, and web visual assets
· Manage posts and engagement for our Instagram account
· Ensure consistency with CIX/Cal Poly branding and accessibility standards
· Utilize design platforms such as Canva and/or Adobe Creative Suite
· Learn and apply basic skills in Drupal (Cal Poly's content management system)
· Assist with regular updates and content management on the CIX website
· Support efforts to increase website accessibility and digital engagement
· Assist with general office tasks as needed, including event preparation, documentation, internal communication support, and other housekeeping duties
Required Qualifications:
· Strong graphic design skills
· Interest in student success, equity initiatives, or campus community building
· Ability to manage time and meet deadlines
Preferred Qualifications:
· Experience with Canvas
· Experience with Drupal or CMS tools
· Familiarity with Cal Poly’s Student Success initiatives
· Portfolio of graphic design work

Application Process
If you’re interested in applying, please follow these steps:
1. Complete this application form.
2. Attach your current resume and responses to the general questions, digital media skills/experience questions, and web content/accessibility experience questions (typed responses preferred).
3. Email your completed materials to Diana Ortiz Giron (dortizgi@calpoly.edu) and Issac Enrique Cervantes (enriquec@calpoly.edu) with the subject line: Communications Intern Application—[Your Full Name].
Application Deadline: March 8, 2026, at 11:59pm PST
Interviews Scheduled: March 16–20, 2026
Final Decision Notification: March 25, 2026
If selected for an interview, you will receive an email from our team during spring break with the next steps after the deadline. Contact Diana Ortiz Giron (dortizgi@calpoly.edu) or Issac Enrique Cervantes (enriquec@calpoly.edu) with any questions. We appreciate your interest in supporting the mission of Culture and Institutional Excellence at Cal Poly!
The communications intern application is open and available to all who are interested in applying, regardless of race, sex, color, ethnicity, or national origin.
If you require accommodations to complete this application or have questions on this position’s eligibility, please email Diana Ortiz Giron (dortizgi@calpoly.edu). We are committed to creating an accessible and equitable application experience.

Personal Information
	Full Name: _____________________________
	Cal Poly Email: _________________________

	Preferred Name: ________________________
	Poly Empl ID: ___________________________

	Pronouns: ______________________________
	Class Year: _____________________________

	Phone Number: _________________________
	Expected Graduation Date: _______________

	Date of Birth: ___________________________
	College Affiliation: _______________________

	Area/s of Study: ___________________________________________________________________



General Questions
1. Tell us about yourself:
Share your campus involvement, identities, and/or lived experiences that shape your approach to promoting a culture of inclusion and belonging at Cal Poly.

2. Why Culture and Institutional Excellence (CIX)?
What draws you to this role, and how would it support your personal, academic, and cultural growth?

3. Relevant Skills & Experience:
How do your past experiences align with this position? What unique skills do you bring?

4. Self-Reflection:
Name one strength you’re proud of and one area where you’d appreciate support or growth.

5. Availability
Please list your general availability for spring 2026 and the 2026–27 academic year (including planned class schedule and other known commitments).

Digital Media Skills & Experience
1. Portfolio (Optional):
Please share a portfolio showcasing your graphic design work, either through a link or as a PDF attachment. (Please ensure links and PDFs are accessible for viewing. If needed, ensure content is shared with dortizgi@calpoly.edu and enriquec@calpoly.edu.)

2. Design Tools:
List any applications you're proficient in (e.g., Canva, Adobe Illustrator).

3. Accessibility Practices:
List three accessibility best practices you consistently apply when designing graphics and publishing content online and briefly explain how you implement each one.

4. Tell us about your social media experience:
What social media platforms have you worked on? What types of content have you created?

5. Post Planning:
Identify three to five key considerations you prioritize when creating an Instagram post and briefly explain why each is important.

6. Engagement Strategies:
Name three strategies you would use to grow CIX’s social media presence.

Web Content & Accessibility Experience
1. Writing Skills:
Describe your experience with copywriting for web or digital platforms.

2. Web Design Abilities:
Do you have any experience with web design, HTML/CSS, or other technical skills? Include relevant courses you may have taken.

3. Web Accessibility:
Name three accessibility concerns to keep in mind when designing for websites.

4. Portfolio (Optional):
If applicable, please share links to any websites you have designed, developed, or managed, and briefly describe your specific role and contributions for each. (Please ensure links are accessible for viewing. If needed, ensure content is shared with dortizgi@calpoly.edu and enriquec@calpoly.edu.)
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