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	HELPFUL HINTS FOR DESIGNING THE 

INTERN’S PROPOSED WORK PLAN



· Clarify the responsibilities of the intern and specify the parameters or constraints of these responsibilities (i.e. licensing or legal limitation; entry level, intermediate, or advanced; etc.);

· Describe the skills needed to fulfill the work responsibilities as well as the skills that can be gained or sharpened from the internship experience;

· Consider whether the arranged internship will create a reasonable balance between an intern’s contribution to the organization and the time needed for the intern to satisfy his/her learning goals;

· Clarify the reporting structure for the intern, how the intern’s work should be prioritized, and how evaluative feedback should be communicated;

· Consider the benefits that would make the internship attractive to a student (i.e. access to officials, opportunities to attend important meetings, conferences, or other special events);

· Provide resources to facilitate the work of the intern (i.e. office furniture, space, access to computer, telephone, filing cabinets, copier, etc); 

· Consider the standards by which the intern will be evaluated (undergraduate level, graduate level, etc.);

· Design work assignments for the intern to:
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See the “big picture” (i.e. relate assignment to the overall functions and needs of the organization; 
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Create a “portfolio” to help document their work and to show to future employers samples of their professional work; and 
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Minimize clerical work; job assignments may include the normal amount of copying, typing, filing, etc. that are part of the typical staff person’s work, but the intern should not be a substitute for a clerical/paid position.[image: image5.png]
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