MGT 395:  Internship Experience in Business Administration

Internship requirements:

· The Internship Job Description form or a job description written on company letterhead must be approved and on file with the Internship Coordinator (should be from your supervisor and include his/her contact information) to register.
· The internship must consist of at least 100 hours of work.

· You must keep a reflective journal.
You will receive a pass/fail 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 must be typed
· Journals must be in a protective cover, folder, etc.
· Continue your entries as long as you are on the job. Do not stop after the 100 required hours have been met.
· Two page summary/wrap-up of experience at the conclusion of internship/journal.  Typed – Double spaced.
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 your 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.
