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MONTGOMERY COUNTY 
Internship Program
Office of Human Resources


Role and Responsibility of an Intern Supervisor  

Being an Intern supervisor is an opportunity to be a teacher or mentor to a college student.  It is also a serious commitment.  One needs to designate time in one’s demanding schedule to coach student interns.

The Office of Human Resources will work with the colleges to identify students who are best suited for the work experience identified by the department.  Therefore, it is extremely important for the department to carefully identify and plan the intern’s work experience to achieve mutual goals.

An Intern Supervisor:  

· Provides an orientation similar to one given to new employees, including a discussion of the organization’s history, mission, goals and values, an explanation of the department’s organizational structure, a description of the responsibilities and background of staff;

· Provides a description of the intern’s role and responsibilities;

· Defines the work plan that meet the needs of the organization;

· Provides an overview of the personnel rules, procedures and other documents that describe office protocol, policies, and procedures;

· Provides County policies on sexual harassment, work place violence, and technology use;

· Provides phone directory and phone/voice mail training;

· Provides computer, passwords; and e-mail training;

· Insures that appropriate work space, office supplies, equipment, tool, etc are assigned;

· Be a mentor to the intern and provide support and guidance.  Meet with the intern to provide instructions, feedback and suggestions for improvement during the assignment;

· Assists the intern in the preparation of learning objectives that outlines what the intern expects to learn from the internship and contribute to the organization, how the learning and contributing will be achieved, and how the learning and contributing is to be evaluated; and

· Provides a variety of learning experiences (i.e. shadowing, conferences, attend meeting, and training).
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