ENTRY POINT!

HOW TO GET THE MOST FROM YOUR INTERNSHIP

This booklet was developed by the American Association for the Advancement of Science (AAAS) based upon the experiences of ENTRY POINT! and ACCESS interns over the past decade.  Several hundred ENTRY POINT! and ACCESS alumni have gone on to career positions in the private sector or federal agencies.  Others are in graduate school.  Almost all are working in science, technology, engineering, or mathematics.  The AAAS ENTRY POINT! program wants your internship to be a success and to serve as an introduction to your professional life.  Research and production of this booklet was funded by IBM Global Workforce Diversity, to be shared by all ENTRY POINT! partners and students.
Introduction

An internship is a wonderful way to “test drive” a career choice.  It will give you an opportunity to use the skills you have and to learn new ones.  It will help you determine if you need additional classes while giving you some practical experience in your field of interest.  It also can provide you with the competitive edge for continuing on to graduate studies or applying for a full-time position once you graduate.

An internship also gives a potential employer the opportunity to see the contributions you can make to the organization.  If you plan to pursue an advanced degree in engineering, science, or another field, they may be able to advise you about coursework, how to research the best university programs, and how to submit graduate school applications. Your supervisor or team leader may turn out to be a person to provide recommendations to others when you seek employment or graduate admission.

Although you may not be expected to know how to do the job on the first day of your internship, you will be expected to know how to act professionally.  This guide will help make your transition to the workplace smoother and more rewarding.  

Things to Do Before Leaving School or Home

There are several things you can do before you arrive at the workplace to maximize your experience.  When you were offered the internship, you should have been given the name of the primary contact person at the worksite.  This person might be your mentor, a manager or supervisor at the organization, or someone from Human Resources who made you the offer.  If you have difficulty deciding whom to contact, or don’t have a name to contact, ask for help from any of the Entry Point! recruiters or coordinators.  You will want to either phone or email this person to establish initial contact and to have answered any questions you have about your internship.   Information you need to know prior to starting your internship that can be answered during your initial contact includes:
· Starting date and time.
· Dress code for the facility.
· Directions to the building where you will work, and any sign in procedures.

· Discussion of any issues related to local transportation.  Will you drive your own car or take mass transit?  Are there parking facilities nearby?  What should you expect to pay for parking or mass transit?

· Information on where to report the first day.  (In some locations, you may need to go to a different building for orientation before arriving at your internship worksite.)
· Discussion of any new skills that you may need to learn so that you can see how you may be able to study/practice before you arrive.
· Information/assistance in searching for housing , if you are relocating.  If you are relocating, you should ask your contact if there are resources available to assist you in your search for housing.  Another source of relocation information will be members of the Entry Point! staff.  Ask either source if there are other interns at the location with whom you can discuss their housing experiences.  Also, remember to schedule enough time before you start work so you can locate housing before you report to your internship site.  
· Discussion of what types of documentation you will need to bring with you (e.g., two forms of identification, etc.) and, if there are forms you can fill out before your arrival, have them sent to you.  Then, prepare those forms prior to your arrival.  

· Schedule of salary or stipends and travel reimbursement.  What kind of documentation will you need to keep?  Ask about any standard forms you will need to file to claim your expenses.  Depending on the internship, you may be reimbursed by the employer or by AAAS/ENTRY POINT!

· Schedule your flight or plan your drive.  You can discuss this with AAAS/ENTRY POINT!
Reasonable Accommodations

If you need reasonable accommodations at the workplace, make sure your needs have been clearly communicated as early as possible to your office contact so he or she has sufficient time to arrange for them prior to your arrival.  There are many examples of accommodations which may be required.  Some of these, which should be discussed with your mentor or manager, are:  sign language interpreters, large print materials, enlarged screens, wheelchair accessible work spaces, ergonomic chairs, personal assistants, computer hardware modifications, specific software package, etc.  If you plan to provide your own resources, be sure to provide detailed information about what they are so the appropriate staff at your workplace can ensure your resources will be compatible with their systems or facilities and, in the case of interpreters or personal assistants, personnel issues related to them can be properly addressed (e.g., security clearance, additional workspace, etc.).  Note there will be instances where providing full accommodations to meet the needs of some individuals may be difficult due to the relatively short length of the internship and the lead time some organizations require to complete a procurement or to arrange for interpreters or personal assistants.  You should discuss this with your contact and, if your particular situation falls into this category, you and your contact should develop an alternative plan which will allow you to begin work while the accommodation or assistance is being arranged.
Orientation

Many offices conduct formal orientation sessions for new employees while others do it more informally.  Your primary contact will explain their particular procedures.  Generally, depending on the organization, these will last from only a few hours to as long as several days.  It is important that you attend this orientation where you will be provided information on some or all of the following:
· Work hours
· Identification requirements (e.g., security badges)
· How to fill out time cards or time sheets.  How to report to AAAS if needed.
· Company rules and policies on:
· Smoking
· Emergency evacuation and safety procedures

· Hours of operation

· Information technology (IT ) security

· Facility security
· Phone usage

· Internet usage

· Confidential information

· Overtime policies
· Behavior/harassment policies
You may want to keep a diary or journal, electronic or in a notebook.  This will help you document your progress, and record what you have learned, both educationally and professionally.  This information will help you evaluate your internship and allow you to provide valuable feedback to your manager or mentor about your experiences.  Many companies and agencies will ask you to complete a survey at the end of your assignment.  A journal will make completion of that survey much easier, and your answers much more meaningful.
Remember, your internship is a unique opportunity to to apply what you have learned in the classroom.  It can be a win-win situation, but only if you provide a value-add to the workplace.  People are depending on you to do a job; they don’t expect you to have all the know-how on your first day because they know there is a learning curve.  However, there is an expectation that during your internship your skills will grow and you will be able to contribute more to the team and department.  What follows are some helpful tips to consider as you approach your work projects.

As Your Internship Progresses
The first impression is the most lasting.  During your first days, you will meet your mentor and manager as well as your co-workers or team members.  Depending on the particular office procedures and the type of assignments you are given, you also may meet with members of the IT staff, Personnel/Human Resources Office, and building security personnel.  An organized approach to your first week will help you with the rest of your internship.  One way to organize is to develop a checklist to help ensure you get what you need.  By the end of the first week you should have:
· Completed your orientation session
· Met your manager and/or your mentor and, if you will be part of a team, your team members

· Discussed with your manager or mentor what your objectives are in accepting this internship and how they might assist you to meet those objectives

· Be provided with or develop a list of important names, email addresses, and phone numbers
The next step will be for your mentor or manager to introduce you to the task or tasks upon which you will work during your internship.  Although this may seem daunting to you at first, these individuals are there to help you understand what is to be done.  Remember to ask questions if you are unsure about your assignment.  It is to your benefit and your manager’s benefit that you understand your task.  They want you to succeed as much as you do.  

Some of the information you may receive from your mentor/manager include:  what your responsibilities will be, to whom you will report, what the goals of the assignment(s) are, meeting and/or status report schedules, document and status report formats, deadlines for the assignment(s), and how your work will be assessed during your internship.  Your task may only be a small part of a larger project.  Once you understand what you are to do during your internship, you should examine how it fits into the overall project.  Speak with others on your team or in your office.  By doing so, you’ll start to understand why your task is important to the project, how your contribution will be used, and who or what it will affect.

It is important to keep your mentor or manager informed of your progress on a regular basis.  Your electronic or notebook journal will be useful for reporting your progress.  In addition to any formal reporting required, it may be useful to meet with your mentor or manager on a regular basis, when their schedule permits, to discuss your task.  You can discuss your accomplishments and note any problems you encounter.  In like manner it is alright to indicate when you might be ready for more challenging assignments.  If you believe you will have trouble meeting any of your deadlines, this will be a good opportunity to discuss possible remedies or alternatives.  Remember, the results of the work assigned to you may be required for another person to be able to complete their tasks as well.
Field Trips and Special Events

In some cases, companies and agencies may schedule one or more field trips for interns to see another laboratory or field station.  Or, a field trip may be an integral part of your assignment.  You should try to participate in these work-related opportunities.  They are a good learning experience and offer you important networking opportunities to meet others in your chosen field of interest as well as other fields.  In addition, depending on the organization, some social field trips (e.g., ball game) also may be available to you.  In any case, speak with your manager or mentor to ascertain whether or not you will encounter any accessibility issues, such as an inaccessible bus.   If you have accessibility requirements, try to find out in advance what the potential barriers might be so adjustments can be made.   

Responsibilities During the Internship
There are two categories of job skills you will need to demonstrate during your internship: those related to your assignment(s), and those involving human relationships.  These skills can make the difference between being invited back for another internship and not being considered for another opportunity.

Assignments:
· Get to work on time

· Complete tasks assigned to you; meet deadlines

· Communicate progress on work activities; keep your manager informed of issues and conflicts.  Either set priorities yourself or ask for help in setting priorities of assignments so you complete the most important first.

· Ask questions if you don’t understand or something is unclear.  Use good judgment about when to ask questions.

· Participate in meetings when asked to attend; be prepared to provide an update on the status of your assignments.
· Be productive.  Go the “extra mile” and pitch in to help when needed.  Volunteer for assignments only if you are sure you have the time.  If you are unsure, speak with your mentor or manager.  Tackle your assignments as a professional: Be accurate.  Be honest.  Admit when you have made an error.

· Ask your manager for feedback on your performance at regular intervals.  What are you doing well, and what are some ways you can do even better?
· Be flexible; you may be asked to do things you feel are not your direct responsibility but, if you approach them with enthusiasm, it will be noticed.

· Show energy and be positive — a positive attitude will get you through a lot of situations, and every employer likes to see an employee who is enthusiastic about their assignments.

· Be self- directed, using good judgment.  Don’t wait to be told if something needs doing.  However, you always should keep your manager informed on what you are doing.

· Be sure to take advantage of outings, seminars, and brown bag meetings to the extent you can.  These are very important.  Not only will you have the opportunity to learn something new, but you will be able to make some valuable contacts.

Human relationships and teamwork:

· Work as part of the team and do your share

· Don’t take credit for the work of others
· Graciously accept compliments given to you about your work

· Listen to the professional conversations around you.  Avoid slang or trendy language that may go over well on campus but could be somewhat out of place in a corporation or laboratory.  The culture of each workplace differs, but you will pick up the style of your mentor and others on your team and in your office.
· Don’t spend work time on personal business.  Personal use of the phone or email should be for emergency reasons only.
· Take special care when using your company or agency email system.  It likely will not be confidential within the worksite.  Be mindful of your use of language on email, and always communicate in a professional manner.

· Don’t complain to other employees.  If you have an issue, raise your concern privately with your manager, or ask your mentor for advice about resolving it.  During this private conversation, offer possible solutions you have thought about.  You can also contact AAAS/ENTRY POINT! to discuss.
· Stay away from workplace gossip.  Stay out of workplace politics.
· Ask in advance if you need time off.  Offer to make up hours if appropriate, but don’t assume you can work any hours you wish; overtime may be restricted.  If you need to be absent from the internship for a day or longer, notify your manager and give this information to the AAAS staff at ENTRY POINT!

· Avail yourself of opportunities to meet other interns and other employees who work in different offices or departments.  Have lunch with them on occasion, and learn about other areas of the company or agency.

As You Prepare to Leave
Although it may now seem far in the future, the end of your internship comes up very quickly.  There will be a flurry of activity during the last couple of weeks, so it is important to make sure some basic things are done.
Some internship programs ask each student to make a presentation on his/her research.  This is great practice for graduate school and for a future full-time job.   Your most important activity during the last weeks may be to organize your research report and to practice your presentation by voice and/or electronically.
In most locations, it is likely you will need to follow specific “exit” requirements prior to your departure.  These requirements may include:
· Returning all equipment, books, materials, and security badge
· An exit report showing the status of your assignments, either that they have been completed or documenting what still needs to be done

· Providing access to your notes and computer information so they may be passed on to other team members or your manager
· Schedule time with your manager or team to provide a final update on the status of your project, and to provide any training that will help ensure a smooth transition to those who will continue the work or use the results

· Settle all outstanding accounts

· If your mentor or manager does not schedule it for you, you should schedule time with them to review the internship.  The input you receive is very important for future assignments, internships, and jobs.
Before your formal or informal performance review with your mentor or manager, you should:

· Conduct your own mini-review with yourself
· Evaluate your performance against your plan.  Take into consideration feedback you have received from your manager throughout the internship.
· Give yourself an honest score about attitude, motivation, enthusiasm, teamwork

· Ask for feedback during checkpoints or significant activities

· What was done well?
· What could have been done differently?
At your review with your manager, you should:
· Ask for clarification of points you don’t understand

· Ask for feedback on strengths as well as areas for improvement

· Ask for personal growth recommendations

· Thank your manager for the opportunity

· Make sure they know if you would like to return for another internship next year.  Or, if you are graduating, whether you plan to apply for a full-time position if available at your internship location or elsewhere.
Even if the internship was not what you expected, always leave on a positive note.  Make sure you thank those in your department, team, and others with whom you worked.  Your mentor or manager may be the most important person to write a recommendation when you apply for a job or for graduate school.  Or, if you return to the same employer, someone in your group or project team may be the one to hire you.

Career Planning Tips

During the internship:
· Ask employees about professional organizations to which they belong and if they can recommend a student chapter you could join
· Ask about additional training opportunities or classes that would help you meet your career goals
· Take advantage of lectures, videos, round-table discussions, on-site or internet classes, and in-house library materials to build additional skills.  However, don’t neglect your assignments or spend too much time on personal development.  Use good judgment.
· When schedules permit, talk to other employees about what they do:

-  Objectives of their jobs
-  With whom do they work?
-  Their perception of the best and worst parts of their jobs

-  Areas where they wish they had more skill or education

-  Their career path within the company or agency
· During the course of your internship, you may discover that you want to change your major.  Your mentor is a good person with whom to discuss this potential decision.
When you get back to campus:
· Send a thank you note to your manager and your mentor.

· Stay in contact via email or phone during the school year.  If appropriate, re-state your interest in returning for another internship, a longer co-operative education position, or a full-time position after graduation.

Major Internship DO’s and DON’Ts

· Don’t assume you can stay late: ask about overtime policies

· Don’t use your computer or telephone for personal use or any kind of blog.  Keep personal communications to your own computer and email account.
· Don’t complain or get defensive with your manager.  Instead, when you need to discuss a problem, offer some possible solutions.
· Don’t wear clothing that is ripped, dirty, or revealing (very short, very tight, or low-cut)
· Don’t forget to call in if you are sick or have a family emergency

· Don’t ignore deadlines or meetings

· Do remain professional at all times

· Do treat the assignment as a “dress rehearsal” for your career

· Do work with your mentor and follow directions
· Do follow the dress code (or customary attire) of your company or agency
· Do take ownership of assignments and responsibility for results
· Do graciously accept compliments on your good work
· Do take on challenges if offered
· Do be flexible

· Do maintain a sense of humor

· Do speak up if you need accommodations

· Do participate in activities

· Do follow-up after the internship
LEARN A LOT AND ENJOY YOURSELF!
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