Internship Report Guidelines

Page 1

Final Internship Report

Overview

· This end of the program report must be completed and emailed to your assigned School Coordinator before or on the deadline at kabecnel@lpssonline.com or kitbecnel@yahoo.com, and jdhilbun@lpssonline.com.  

· Attach to your typed report the questions given to you by the internship coordinators.  This would be in addition to the complete report.

Areas Covered by Report

Your report will comprise of three different areas in regards to your internship:

· Interview with your job-site supervisor

· Analysis of the company

· Your experiences on the job

Format of report:

· Typed 8 1/2” x 11” good quality paper, double-spaced, one inch side margins using Word.

· A three page document with no fewer than 800 words with 12 font size.

· Cover sheet is required with required data.  Please note that the required cover page described below is in addition to the minimum three pages of text.

· Use proper grammar and spelling.

· Use a header on your second and succeeding pages of your report with your last name, a space, and a page number in the upper right hand corner. Ex. Becnel 2

· No page number is to be used on the first page of your typed text report but type your report title in initial caps using a 2” top margin on the first page only. All other pages will be a 1 inch top margin.

· Proofread for spelling, grammar, and typographical errors before submitting your work to your supervisor.

· Your paper will be evaluated on both content and usage.

· If you have any questions, please email your School Coordinator. 

Cover Sheet

Your cover sheet should list the following using 12 font size and centered vertically on the page:

1. Full name

2. Name of the company you are currently employed with as an intern

3. Home school

4. Job-site supervisor’s full name, title and department.

Report Content

Below are questions for you to address in your report:

 1. Interview with your job-site supervisor

(a) Explain the function of the department in which you work or if you have been given a special project your function involving that project.

(b) How did your supervisor come to work for the company in his/her present job capacity?  You might inquire about education, past work experience, training or particular study.

(c) How would your supervisor describe his/her management style?  Inquire about the company’s culture as it relates to teamwork, individual effort, promotion, etc.

(d) Explain your supervisor’s views on the kind of education/training you need in order to be successful at the company.

(e) How does a busy employee such as he or she balance a career with a personal life?

(f) Explain which skills your supervisor feels are key to succeeding in the workforce environment.

(g) What type of preparation is necessary to be hired as a regular employee?

 2. Another area to summarize in your report is the analysis of the company.  In order to complete this part of the report, you must visit the company’s website. Use of the Internet will provide you with the company data which should be helpful.  Be sure to include the website address in your report.  You should speak with someone in the company about this report who could provide you with any company literature describing the company.

(a) Give a brief history of the company (paraphrase in your own words). Do not copy from a website or printed materials.  

(b) Explain its most important products/services.

(c) If it is publicly traded and listed on any exchange, what is the current price of a share of the company’s stock?  How much did the company earn for its shareholders this past year?  Give a detailed explanation. If the company is a non-profit or not-for-profit, explain the means by which the company maintains its revenue. Discuss specific examples from the last year.

(d) Explain why you would or would not want to work for this company in some capacity in the future.  Be specific in your evaluation of the company.

 3. The last part of your report will be your description and evaluation of your own personal experiences on the job as an intern as an important part of the internship program.  Refer to your blogs, if necessary.  Cite specific examples and names of key individuals in answering these questions fully and in detail (in any order you deem appropriate).

(a) 1.What are your responsibilities? How did these duties contribute to the overall operation of the firm?

(b) How responsive and helpful were your supervisors?

(c) To what extent were your co-workers accepting and cooperative?

(d) What did you learn on the job?

(e) To what extent did you improve your knowledge and skills in such areas as interpersonal skills (communication, telephone, etc.) problem solving, ability to work with numbers, general office skills, writing, and computers?

(f) What problems, if any, did you encounter? How did you handle these problems? What did you learn from them?

(g) To what extent did your internship affect your plans for a career in the IT field? How would you rate the overall experience?

(h) How could the firm or business improve the internship experience?

(i) What suggestions would you give to improve the internship program for the future?

(j) Give specifics about what suggestions do you have that could help improve the internship experience at your job-site? 
