
 

 

 

Steps in Developing an Internship Position 
 
Objectives: Determine the goals of the organization, why they are looking to hire interns, and 
how it would benefit both the company as well as the student. 
 
Planning: It is important to plan these goals and objectives in a clear and organized manner so 
that the company can work towards meeting them. Ensure that a job description is established 
so that there is clear knowledge of what the internship entails. Begin deciding logistics such as 
the manager, any required training, rate of pay, department, hours of work, etc. 
 
Recruitment: Begin the recruiting process several months in advance in order to have a wide 
range of applicants to choose from. Interviewing is a key component in being able to decide how 
the intern would fit in with the organization, where their interests lie, and what skills they are 
seeking to develop. Ensure you are meeting acceptable standards in the type of work required 
from the student, as well as wages. 
 

 Internship position posting should include: 
o Responsibilities and job expectations 
o The minimum age and educational requirements 
o Any prerequisites or necessary qualifications 
o Length of internship, and whether or not it is paid 
o How to apply (cover letter, resume, references, etc.) 

 
Onboarding: Effective onboarding helps the intern become familiarized with the work 
environment, and should include these steps to establish successful orientation: 
  

 Create a contract and work schedule, complete paperwork, and determine wages 

 Outline the intern’s responsibilities and expectations 

 Determine the intern’s workspace and orient them to the work environment, dress code, 
confidentiality, etc. 

 Assign the intern a mentor/supervisor who can provide guidance and answer questions 
the intern may have 

 Mentors may help the intern transition into the work environment, and can answer 
questions related to the organization or the field 

 Supervisors may play a more formal role, providing the intern with work assignments, 
helping the intern develop learning objectives, and taking note of their progress 

 It is important to encourage the intern to ask questions and look for input as needed, to 
ensure that they know what they are supposed to do, and that their manager is open to 
clarifying concepts with them and providing feedback 

 Meetings every so often may help ensure the intern is on track, and that the initial 
objectives are on the way to being achieved 

 In order to keep track of the work that has been done throughout the intern’s work term, 
the intern may keep a portfolio that documents their accomplishments. This would also 
help in the evaluation process 

 Ensure that the intern is provided with challenging experiences that will help them to 
further develop their skills and expose them to new opportunities (e.g. professional 
development activities give interns the opportunity to develop their professional skills 
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through observing meetings, shadowing in other departments, or attending seminars to 
enhance their learning environment). 

 
Developing learning goals: Ensure that the intern has clearly identifiable learning 
objectives, as well as a plan for how to go about accomplishing them. These can be 
established within the first week of the internship with input from the manager. Learning 
goals can include: 
 

 An objective 

 The resources needed to accomplish the goal 

 Next steps, end results 
 
 
Evaluation: Measuring the success of the internship through the evaluation of goals, 
experiences, and learnings.  
 

 It is beneficial for the intern to receive feedback periodically to determine whether they 
are meeting their goals 

 Evaluations can occur midway through the internship as well as at the end of the 
internship 

 The intern can also provide feedback in order to understand how the intern has adapted 
to the work environment 

 Evaluations can be useful to gain both qualitative and quantitative data in regards to the 
success of the internship program 

 It is important to determine what the intern’s experience was like, highlight organizational 
successes, as well as the challenges and objectives, which were not met  

 Positive accomplishments, as well as areas that may need improvement, are both 
valuable aspects of an evaluation 
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