INTERNSHIP EXPERIENCE GOALS & OBJECTIVES

Goal-
To expose the student to real world career experiences and provide active participation in a career field.

What is it?
· One day per week experience to participate in a career field of interest
· Beyond Work Study 
· Students get to sit in on higher level meetings
· Ask higher order questions
· Learn specific job related skills
· Work on a relevant projects 

Facts-
· Required for ACCE Certificate
· Junior Year Students in good standing
· Thursdays
· Not guaranteed to choice fields, but sites are matched as closely as possible
· Six hours with one hour for lunch
· Non-Monetary (for a grade, though some lead into summer positions)

OBJECTIVES BEFORE
Overall, students will be able to articulate and demonstrate what an employer wants in an employee in terms of: work attitudes; appearance; getting along with others; quality and quantity of work; work habits; supervision; and basic techniques for job search.       
· Identify and demonstrate how to utilize personality types to improve interpersonal communication.
· Students will identify and describe the sixteen career clusters and demonstrate how to interact with specific computer skills.
· Students will identify the parts of a resume and apply their skills to create their own personal resume.
· Explain why business etiquette is important and describe/show what the key pieces of etiquette.
· Identify and implement proper business attire and table manners.
· Students will be able to implement good verbal, written, and listening communication skills by practicing speaking/listening with a partner and sending a professional e-mail.
· Students will be able identify their personal roadblock(s) (obstacles or excuses) and when it’s okay to make judgments through a series of class discussions and sharing of people who have overcome.
· Students will discuss the importance of attending every week, identify the parts of the blue book, and be able to find their way to their site based on the transit locations.
· Identify and research five different jobs (at different leadership levels) that relate to the field you are interested in interning in. 
· Specifically research the company where you will be working.

OBJECTIVES DURING
Overall, students will be able to demonstrate basic work skills (be on time, good hygiene, be able to explain your skills/qualifications, be alert/awake/focused at all times, think before you talk/answer questions, show enthusiasm, ask appropriate questions, be polite, do your best, and don’t watch the clock) and identify basic traits about the company and why/how it does what it does. 
· Articulate full title and primary responsibility/purpose of worksite.
· Articulate names, job titles, and responsibilities of mentor and key employees at worksite.
· Use professional interactions with co-workers and supervisors. 
· Observe and articulate demographics at worksite.
· Observe and articulate basic workday experiences (arrive/departure, lunch, dress code, workspace allocations).
· Evaluate how status of the employee affects workspace allocation and responsibilities.
· Evaluate how education determines level of job responsibilities and what level of education is required for different fields and job types.
· Identify and decipher the worksite organizational chart. 
· Identify how and if the organization is broken into departments. 
· Identify how the different parts of the organization communicate with one another.
· Identify the customers/clients served by the organization.
· Identify and evaluate how decisions are made in the organization.
· Describe the legal restrictions of the company. Compare these legal restrictions to those laws that the public must obey.
· Identify a project that the student may work on during the internship experience that would benefit both the student and worksite.
· Create a goals focused plan to complete the project during the internship time period.
· Describe how employees are evaluated in the organization. Compare how the typical employees are evaluated to how the student will be evaluated for their project. Explain the differences.
· Evaluate personal growth and communicate with mentor how personal skills could be even more improved. 
· Identify specific skills and/or personal qualities that the employees at the worksite need to have.
· Evaluate if the worksite sets high standards. 
· Identify what you would change to increase the standards at the site.
· Identify site/field specific terminology, machines, programs, and jobs 
· Contrast and compare the different types of companies (government hybrid, private non-profit, private for-profit).
· Consider interview questions that would give the best insight into why an employee chooses a particular field, what they like best about their job, and more.
· Use communication and writing skills to interview and take notes of a co-worker.
· Research, take notes on a topic 
· If working at a medical, health, or science firm – pick a disease or scientific topic to research;  
· If working at a hotel, real estate, social service, communications, language, or historical based site – pick a career field or social concern to research), 
· And write a one page paper on your topic in light of your experience in a career field.

OBJECTIVES AFTER
Overall, students should be able to follow conventional rules for leaving a job (thank you letter and request for networking), and reflect on their personal and academic growth during the experience.
· Reflect (and write a paper) on personal internship experience and feelings about your participation.
· Include personal growth, strengths and weaknesses, skills developed, frustrating and satisfying experiences. Consider interactions between you and your mentor/ colleagues, and the impact of the internship on your college/ career plans.
· Write a job description to add to a resume about your internship experience. 
· Write a thank you letter for your worksite and mentor after the internship experience concludes.
· Write an objective description/analysis of knowledge gained over the course of the internship (the acquisition of new knowledge from the internship should be demonstrated formally in this paper). 
· Components of this paper include: a general description of the profession and its function in our society, an explanation of the technology used within the profession, the structure of the organization, and an overview of the student's specific duties and accomplishments as an intern. Most importantly, the project should be described and the impact on the company should be explained in detail.
· Present the new knowledge and reflections in a PowerPoint and/or Poster format at the Internship showcase.
