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Making the Most of Internships

Your Responsibilities as an Intern

You are expected to demonstrate responsibility, maturity, independence, and dependability.  You are expected to:

· Conduct yourself in a mature and professional manner 

· Ask questions when you do not understand an assignment/job

· Ask for additional assignments/jobs when you are finished with one

· Know that you have to “prove yourself” before being trusted with more responsibilities

· Become familiar with company policies and act accordingly

· Dress appropriately for the worksite

Making the Most of Your Internship  
· The people you meet can help you in your future – make a good impression because you may meet these people later on or may want to use them as references

· Learn as much from this experience as possible

· Ask for feedback – this is the best way to learn how to improve on the job

· Your internships is what you make it!  What you get out of it depends on what you put into it.

Are You Getting The Most From Your Internship?
Once you have worked at your internship for a few weeks, ask yourself how your internship is going.  Ask yourself what YOU can do to get the most from this experience.

How to Learn the Most from an Internship
Your internship should help you with three different things:

1. You will be able to learn about one or more occupations/jobs.

2. You will have the opportunity to learn about work settings.  You will be able to develop “on-the-job skills” that will help you with any job you undertake in the future.

3. You will have the chance to explore career fields, look at how you respond to work and make decisions that will help you in your future.

Keeping Track of What You Have Learned
Thinking about your internship activities is important in order to get the most from your experience.  Many times the experience goes by quickly and you forget all the different things you learned or skills you developed.  Try the following to keep track of what you have learned:

1. Write down memorable incidents you encounter during your internship.

a. Describe what happened in detail.

b. Write down your reaction to what you observed or experienced.

c. Was the incident handled properly do you think?  Why or why not

2. In your weekly journals, write down the different tasks your performed.  This way you will be able to look back at this after your internship is over and have a list of skills you are able to perform.  If you want you could use the following in your journal to keep track of the different skills.

	Date
	Task
	How long it took
	How it helped the business
	Skills you learned
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