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Urschel Hall 205

Valparaiso, IN  46383

Toni Bickerstaff, Internship Coordinator

Phone:  219-464-5208

Fax:  219-464-5789

E-mail:  toni.bickerstaff@valpo.edu


INTERNSHIP REQUIREMENTS

GENERAL:

1. An internship is REQUIRED in the College of Business Administration

2. Internships can be taken during the school year or summer. The student must be at Junior standing in order to receive credit.  The intern must complete a minimum of 100 business-related hours.

The STUDENT:

1. Students will receive a total of two credits for their internship experience.  They can complete up to three internships for credit.  Students must register for the following courses:  

· MGT 394: Business Internship Orientation (Cr. ½)  Focus is on preparing students for internships and future careers in business. Upon completion of this course, students will secure an internship and have the internship and related job description approved. In addition, students will learn about the internship requirements, including preparation of the journal, presentation, cover letter and resume. Prerequisites: Junior standing, S/U grade

· MGT 395: 
Internship Experience in Business Administration I (Cr. ½)  Students apply their business knowledge, skills and abilities in an actual organizational setting.  Students must provide a job description to the Internship Coordinator from their internship supervisor.  Students will keep a journal regarding their job experience while serving as an intern. Registration is in the semester of the actual work experience. Prerequisites: completion of or concurrent enrollment in MGT 394. S/U grade

· MGT 396: 
Business Internship Report (Cr. 1)  Students make an oral presentation regarding their internship experience. This course requires an evaluation from the employer and the internship coordinator. Students must complete a self-evaluation.  Prerequisites: completion of or concurrent enrollment in MGT 394 and MGT 395.   S/U grade

The EMPLOYER:

1. The employer will provide the Internship Coordinator with a job description for the student internship on company letterhead signed by the employer.

2. If possible, the employer will allow a possible “on-site” visit from the Internship Coordinator.

3. The employer will provide an evaluation of the student at the end of the internship experience.

MGT 395:  Internship Experience in Business Administration

Internship requirements:

· A job description written on company letterhead must be on file with the Internship Coordinator (should be from you supervisor and include his/her contact information).

· The internship must consist of at least 100 business-related hours of work.

· You must register for the MGT 394/395/396 courses.

· You must keep a journal.

· You will receive a Satisfactory/Unsatisfactory grade for your internship.

Journal requirements:
· Journal entries must be made at least twice a week.

· The entries should be reflective in nature.  (Your internship should help you place the daily activities of your internship into larger contexts—differences between classroom and workplace, conclusions you draw from what you see, goals you set and career paths you choose as a result of your internship.)

· Always include your name, place of work and name of supervisor at the beginning of your journal.

· Entries may be entered on computers, in notebooks, or journals. 

· Continue your entries as long as you are on the job. Do not stop after the 100 required hours have been met.
The following questions/statements should be answered on a weekly basis:

· Highlight any problems encountered this week. How did you handle them? What could you have done better/different?

· Provide three examples of how you used interpersonal skills on the job this week.

· Did you use problem-solving skills on the job this week? Describe using examples.

· What did you learn this week that you could not have experienced in the classroom?

· In your view what would improve you experience this past week?

· Other comments.
Other suggestions:

· Things I learned about the particular industry I am working in.

· Things I learned about management.

· Things I learned about sales and marketing.

· Things I learned about myself.

· Things I can relate to in my major area of study.

· Things I love about my internship, office, co-workers, location etc.
MGT 396:  Business Internship Report/Presentation

Please include:

Your name

Name of company

City & State

Supervisor’s name and business title

Nature of the business

Job duties expected of you

Points to cover (not necessarily in this order):

· Goals set for yourself at the start of the internship

· Goals set for you by the employer

· Five things you learned about (the particular industry) you worked in

· Five things you learned about management
· Five things you learned about sales and marketing

· Five things you learned about myself

· Five things you would do differently on my next internship or job

· Five things you liked about my internship, office, location, etc.

· Five things you can relate to your major area of study
· What is your career path, and did it change during the course of your internship? What influenced your career direction?
· What things did you learn in this internship that will help you in the future?
If you wrote in your journal at least twice a week, keeping in mind the lessons to be learned, then you should have no problem answering these questions for your presentation.

Presentation skills to remember:
· Eye contact

· Pace

· Expression

· Physical appearance

· Organization of presentation

· Correct grammar and spelling

· Content as it relates to the above questions

Part of your grade will reflect the timeliness and cooperation you show the internship coordinator.

Presentation is to be done in PowerPoint.
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