Short-Term January Internship
INFORMATION, INSTRUCTIONS,
and Paperwork

INSTRUCTIONS: Finding the internship you want
Start early in the semester
If you plan to study abroad, or will be off campus before
the start of the next semester, set up your internship
as soon as possible. Provide the Center for Career
Development and Life Design with copies of your
paperwork before you leave the country.

Select a faculty advisor
Select an advisor who will be available during the
selected semester. Your internship will be registered
under the department of your faculty sponsor, so try to
select a faculty member whose field aligns with your
chosen internship (e.g., if your sponsor is a member of
the biology department, your internship will be listed
BIOL 399).

Prepare your application
Attend a Rockin’ the Resume and Cover Letter
workshop to strengthen your materials before submitting
them to an organization. If you can’t attend a workshop,
review the materials online or contact the Career Center
at careercenter@hollins.edu.

NEED A LITTLE EXTRA HELP?
Finding an internship
• Attend the Career Center’s How Do I Get There?
workshop to learn more about finding an internship
and the resources available to you.
• Check out the registrar’s website at
www.hollins.edu/registrar to review internship
program guidelines and look through internship
information in the academic catalog.
• The Career Center’s website,
careercenter.press.hollins.edu, offers general and
specialized databases of internships.
• In addition you may search for opportunities through
our own database, Handshake:
hollins.joinhandshake.com
• Consult your advisor and other faculty for internship
and networking suggestions.
• Network with alumnae, family and friends to learn
about potential opportunities in organizations
that align with your career interests and desired
geographic locations.

Contact potential internship supervisors
Provide them with the Hollins Employer Internship Guide
on our website or available in the Career Center. Express
your interest in a cover letter and supply your resume.

Housing
Students are responsible for arranging their own
housing and transportation for internships or job
interviews. If you wish to stay with an alumna, you can
obtain names and housing information through the
Career Advising Network; however, you must complete
the housing policy form and make a request for housing
information through the Career Center. Housing with an
alumna/us is not guaranteed.

Questions
Never hesitate to ask a question if you are confused or
unsure. Visit the Center for Career Development and
Life Design in West or email careercenter@hollins.edu.

GUIDELINES: Establishing your internship
•

•

January internships are completed over the
entire semester. January internships receive
four credits and 140 total hours must be
completed.
All interns, internship supervisors, and faculty
sponsors must agree upon the goals, duties,
and responsibilities of the intern before
beginning. Internships in which students
perform only routine tasks such as filing and
photocopying are not accepted for credit. Refer
to the Remote Work Plan in this guide for
information on structuring an internship and
defining goals for January 2021.

•

All internships must have an academic or
reflective component which must be submitted
to the faculty sponsor upon the completion
of the internship. The intern must meet with
their faculty sponsor at the end of the semester
to report on their internship and submit any
assigned work.

•

Although rare, some internships are paid.
In that case, the student must work with
their faculty sponsor to make sure that the
internship qualifies as an experiential learning
opportunity.

•

A student cannot intern with any firm or
organization where they have been employed
or interned before unless their supervisor
can verify that the duties will be significantly
different from their prior work.

•

Students are allowed to complete a maximum of
16 internship credits toward graduation.

REGISTRATION PAPERWORK REQUIRED
Internship registration must be done in
Handshake. Click here for instructions on how
to register internships in Handshake. You should
only start the registration process after you have
discussed the internship experience with your
supervisor, faculty sponsor, and advisor.

DEADLINE FOR REGISTRATION:
Friday, December 4, 2020

Evaluation Forms
•

•

When you begin work, provide your supervisor
with the intern evaluation form. Evaluation
forms will be automatically sent to supervisors
ten days before the last day of January term
but it is up to you to remind your supervisor
to review the evaluation with you at the end of
your internship.
Complete the student evaluation form and
return it to the Career Center. The student
evaluation form will also be automatically sent
to you ten days before the end of the January
term.

DEADLINE FOR EVALUATION FORMS:
Friday, February 5, 2021

NOTE: Due to Covid-19, all January 2021 internships must be completed remotely. No in-person internships
will be sponsored by Hollins for January 2021. We apologize for any inconvenience but safety is of the utmost
importance. January 2021 internships for academic credit must be completed remotely. For more information on
remote internships, please refer to the Employer Internship Guide.

REGISTERING YOUR INTERNSHIP FOR ACADEMIC CREDIT
The first thing you should do before finding an internship and registering it for credit is review Hollins University’s
internship guidelines and resources located in this guide. Before you register your internship, be sure to
communicate with your faculty sponsor and advisor (this can be the same person but does not have to be) making
sure they are aware of your internship and have given their approval informally. Once you have discussed the
internship with your faculty, complete the steps below in Handshake to register for academic credit.

HOW TO REGISTER YOUR INTERNSHIP ON HANDSHAKE
1. Log into Handshake
2. Click on “Career Center” in the top right corner next to your initials.
3. Click the “Experiences” box on the Career Center dashboard.
4. Click “Request an Experience”.
5. Fill out the form with the details of your internship. Here’s some tips for completing this form:
• Enter the dates of your internship. Note: January internships should take place for the entirety of
the January short term.
• Job Type should be set as Internship.
• Under “Employment Type,” you will enter the status of your internship noting whether it is fulltime, part-time, or seasonal. Note. January internships MUST be full-time for 35 hours per week
for a total of 140 hours completed during the month.
• You will enter the names and emails for your internship supervisor, your faculty sponsor, and
your faculty advisor. If your sponsor and advisor are the same, you will still need to enter the
faculty’s name in both sections.
6. When finished completing the form, click “Request Experience.” Once we have received your request,
the center will review, and initiate the start of the approval process. The center’s approval sends the
information to the employer, requests their details and acknowledgement, and then they approve.
7. After employer approval is complete the system will automatically send the experience to your faculty to
submit their approvals and academic assignments.
8. Once faculty members have approved, the Career Center will process and submit to the Registrar.
*Handshake allows you to access the status of your experience at any point in this process.
9. Questions about registration through Handshake? Contact careercenter@hollins.edu.

HOLLINS UNIVERSITY JANUARY INTERNSHIP AGREEMENT FORM
This internship agreement form should only be completed if your supervisor or faculty are unable to complete the
registration process through Handshake. Without this information, you will not be allowed to register your internship
for academic credit. Your faculty sponsor and academic advisor must provide this information and indicate their
acknowledgement of the terms for internships for academic credit.
DURATION OF INTERNSHIP: January 4, 2021 - January 29, 2021

Is this internship being completed remotely? o Yes o No

____________________________________________________________________________________________________________
Did a Hollins alumna/us refer/host this internship? o Yes o No

If so, please provide name ____________________________________________________________ Class year _______________

PART 1: COMPLETED BY STUDENT
Student’s name ___________________________________________ Class year __________ Major ________________________
Email ______________________________________ Phone ___________________ Student ID number_____________________
We encourage you to share news of your internship and network whenever you can, however, check below if:

o you do not want Hollins University to use your internship information for public relations purposes.
INTERNSHIP RESIDENCE: o I will live on campus o I will live with an alumna o Other
Name of alumna (if applicable) _____________________________________________ Alumna class year ___________________
Your off campus address ___________________________________________________________ Phone _____________________
STUDENT AGREEMENT: I realize that I am representing Hollins University throughout the duration of my internship and in all
related activities before, during and after its completion. I will conduct myself in accordance with the University’s values. I
will complete the work required by my supervisor and faculty sponsor to the best of my ability.
STUDENT SIGNATURE ____________________________________________________________ Date _________________________

PART 2: MUST BE COMPLETED BY INTERNSHIP SUPERVISOR: Please attach employer internship description to this form.
Name and title of internship supervisor_________________________________________________________________________________
Name of organization _______________________________________________________________________________________________
Type of organization _______________________________________________ Nonprofit or for-profit ______________________________
Address (include city, state, and zip code): ____________________________________________________________________________
__________________________________________________________________________________________________________________
Email ________________________________________________________ Website ____________________________________________
Phone Number _____________________________________________ Fax Number ___________________________________________
Duties and responsibilities of the intern (Please use back of form or attach if necessary). ____________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
INTERNSHIP SUPERVISOR’S SIGNATURE _______________________________________________ Date __________________

PART 3: COMPLETED BY STUDENT, FACULTY SPONSOR, AND ACADEMIC ADVISOR
Name of faculty sponsor ___________________________________________________________ Date _________________
Description of work required by faculty sponsor to reflect on knowledge gained from internships (use back if necessary) __________
______________________________________________________________________________________________________
____________________________________________________________________________________________________________
Students are to complete 140 contact hours at their January internship for a total of four credits. Grades for January term will be
listed as pass/fail.
FACULTY SPONSOR AGREEMENT: I have received and reviewed the internship agreement form and discussed its requirements
with the student. In serving as the faculty sponsor for this internship, I will require and evaluate an academic component to
ensure that the student has an opportunity to reflect upon their experience and acquired learning.
FACULTY SPONSOR’S SIGNATURE _____________________________________________ Department ________________________
ACADEMIC ADVISOR’S SIGNATURE ____________________________________________ Department ________________________
INTERNATIONAL PROGRAM’S SIGNATURE __________________________________________________________________________
(required for F1 international students)
CAREER CENTER APPROVAL o Internship Waiver signed _____________________________________________________________
For registrar use only: Subject _________
Updated 9.18.20

Number _________ Section _________ CRN _________

HOLLINS UNIVERSITY INTERNSHIP WORK PLAN SAMPLE
All internships should focus on student learning and growth. By creating a work plan for internships, it provides
structure and defines the goals and themes for the experience. The following example can be used as a template to
create a work plan for the student intern. Refer to Employer Internship Guide for blank form.

SAMPLE TEMPLATE
DURATION OF INTERNSHIP:

Week 1

January 4 - January 29, 2021

Theme(s)

•

Orientation

Goal(s)

•
•
•

Become familiar with the office and staff
Understand company mission, vision, & values
Get access to administrative and computer systems.

•
•
•
•

Conduct an office tour, or virtual tour, and introduce intern to your staff
Host a company ‘meet and greet,’ or an online group meeting for remote interns
60-minute meeting with supervisor to discuss company mission, vision, and
values and how the internship fits in
60-minute meeting with HR to go over administrative systems

Theme(s)

•

Learning goals and project plans

Goal(s)

•
•

Develop overarching learning goals for the internship and define project plan
scope
Train on company protocols and understand how to accomplish tasks for projects

•
•
•

60-minute meeting with supervisor to finalize learning agreement and work plan
Complete online training module(s) for new employees on company protocols
Create a draft of the work product related to the first intern project

Theme(s)

•

Building Confidence with Work Tasks

Goal(s)

•
•
•

Finalize first intern project
Develop communication plan for giving and receiving feedback on work products
Expand the intern’s network of colleagues in the office

•

30-minute meeting with supervisor to go over notes and edits to first intern
project
Discuss how to best give and receive feedback going forward
Set aside two hours of dedicated work time to finalize first intern project
Schedule a coffee chat, or virtual call, with an office colleague in related
department.

Task(s)

Week 2

Task(s)

Week 3

Task(s)

•
•
•

ADDITIONAL WORK PLAN TIPS
•
•
•
•

Defining
Terms
THEME
The subject or
overall sense
of the current
week

GOAL
A specific,
measureable,
and actionable
item to
accomplish

TASK
The action(s)
an intern, or
supervisor, will
take to achieve
stated goals

Keep going - continue this structure for each week of the internship. Ideally, plan it out early on.
Collaborate - Work with the student intern to create the plan to help increase ownership over the work.
Be flexible - work plans can change over time, and that’s okay. Regularly update them as needed.
More guidance - check out our Remote Internship Guide and Student Paperwork for more information on
supporting student interns.
• Questions? Contact Director of Career Development & Life Design, Christine Harriger, at
harrigerce@hollins.edu.

INTERNSHIP WAIVER FORM
This internship waiver form should only be completed if you, your supervisor or faculty are unable to complete
the registration process through Handshake. You are required to read the conditions of the participation policy,
sign the form, and have a Center for Career Development and Life Design staff member sign off that this form has
been completed.
Acknowledgement of Risk and Statement of Responsibility.
My participation in Hollins University’s internship program is voluntary. I acknowledge that there are risks inherent
in traveling and living away from my campus whether or not in the United States of America including its territories
and possessions, Puerto Rico, and all other countries of the world, and I agree to assume and accept all risks and
responsibility for my health, safety, and property while participating in this program. Without reservation, and on behalf
of myself, my heirs, and my estate, I release Hollins University (“the university”), their officers, trustees, agents, and
employees, including, but not limited to, any staff member accompanying or directing this internship, from any claim
or liability of whatever nature arising out of, or in any way related to my participation in this internship, including, but
not limited to, injury, loss, damage, accident, medical, or other expense from any cause whatsoever (including but
not limited to, sickness, accident, weather, act, or omission of anything related to the internship, and including host
housing, hotel, or other housing, and including, but not limited to the internship agency or other entity). I understand
that the internship due to, but not limited to, schedule adjustments, changes, substitutions, emergencies, or in the
interest of the program or internship may cancel or change the internship.
I will comply with my college/university’s policies and standards for student conduct and off-campus travel, all
university guidelines, rules and standards, all rules and policies of my internship provider/agency, all directives of
my internship/agency supervisor, all laws and regulations of the locality of my internship/agency, and conduct myself
professionally at all times. I agree to follow the instructions and guidelines given to me by the program director. I
understand that alcohol abuse or other substance abuse will be considered a serious offense against program protocol
and will result in my immediate dismissal from the program. I understand and agree that if I violate any of these, or
otherwise demonstrate behavior that is detrimental to the university, the program, the internship, or the reputation
of the university or the agency for which I am working, I may be dismissed from the internship and sent home at my
expense and that, in this case, I may forfeit my rights to academic credit from my college/university for activities
performed while in the program. I also understand that my college/university reserves the right to award or deny me
academic credit for any activities or study undertaken while in the program based on my academic performance and my
adherence to the policies and guidelines established by my college/university for such off-campus internship.
I understand that it is my responsibility to have adequate health and accident insurance coverage at all times while
participating in this program, either through a college/university student insurance policy or through another insurance
policy, and that this coverage must be demonstrated to the internship program director. I further agree that if I should
be unable to procure adequate health and accident insurance coverage to be in effect at all times while participating
in this program, I assume complete financial responsibility for any medical expenses that arise during my participation
in this program and I understand and agree that neither my college/university, my internship/agency, nor Hollins
University, shall be responsible for the payment of any medical expenses on my behalf. Should I require any medical
treatment while on the program I grant the internship program director or my college/university full authority to consent
to whatever action they feel is warranted under the circumstances regarding my health and safety, including medical
treatment or evacuation, all at my expense.
Finally, I certify that the internship site has more than one (1) employee, as all credit bearing internships require at
least two (2) employees, not counting the intern.
Insurance company: ____________________________________________ Policy #: ___________________________________
Participant signature: ___________________________________________________________ Date: ___________________
Printed name: ___________________________________________________________________________________________
Signature of parent/guardian (only for participants under 18 years of age)
Signature: _____________________________________________________________________ Date: ___________________
Printed name: ___________________________________________________________________________________________
Revised: September, 2014

HOUSING: Rules, policies, and etiquette for living with Hollins alumnae,
parents, and friends during your internship
Hollins Housing Policy
Students are representing Hollins University while completing an internship for academic credit.
Students should behave impeccably when staying with others during the course of an internship. Show
appreciation and respect toward your host, their family and pets as well as their home and property.
A person who has agreed to be part of the Career Advising Network housing program is under no
obligation to accept a student and may withdraw their name from the database or update the Center
for Career Development and Life Design at any time that her home is no longer available.
All Hollins students are responsible for arranging their own housing and transportation for semester
internships or job interviews. If you wish to stay with an alumna, you can obtain names and housing
information through the Career Advising Network; however, you must complete the Housing Policy form
and make a request for housing information. Contact the Center for Career Development and Life Design
for more information.
Remember, it is the student’s responsibility to initiate and maintain communication with any person who
chooses to open their home to a student. If there is a charge for housing, make sure the fee is paid in full
before your departure date.

ETIQUETTE RULES FOR ALUMNAE HOUSING
•

Have firmly established arrival and departure dates (including time and mode of transportation).
Advise your host at least two weeks in advance of these dates. Discuss whether there will be a fee for
your stay. Arrange your daily schedule to conform to preferences stated by your host. Do not ask your
host to change plans for you.

•

Make your own bed every day until you depart. Ask what you should do with used linens when you are
ready to leave.

•

Do not scatter your belongings. Keep your possessions as neat and organized as possible.

•

Remove personal items from the bathroom, unless it is your own private bathroom. Keep it neat (wipe
the sink after each use, keep the toilet seat down, do not leave wet towels lying on the floor.)

•

If you are allowed kitchen privileges, make sure you understand the rules of the house and be
considerate. Ask your host family if they need help in the kitchen.

•

Ask permission to use the phone and keep calls short. Do not make long distance calls on your
hostess’s phone.

•

Treat the children, pets, friends, and property of your hostess with respect.

•

If you break something, advise your host immediately and offer to replace it.

•

REFRAIN from smoking in a nonsmoking house.

•

Present your host with a “house gift” or thank-you note (at the very least) to thank them for their
hospitality.

INTRODUCING “THE NACE 8”
The National Association of Colleges and Employers (NACE), through a task force of college career services and
HR/staffing professionals, has identified seven competencies associated with career readiness, and an eighth,
career management, which emphasizes individual growth over time.
1. Critical Thinking/Problem Solving: Exercise sound reasoning to analyze issues, make decisions, and overcome
problems. The individual is able to obtain, interpret, and use knowledge, facts, and data in this process, and
may demonstrate originality and inventiveness.
2. Oral/Written Communications: Articulate thoughts and ideas clearly and effectively in written and oral forms to
persons inside and outside of the organization. The individual has public speaking skills; is able to express
ideas to others; and can write/edit memos, letters, and complex technical reports clearly and effectively.
3. Teamwork/Collaboration: Build collaborative relationships with colleagues and customers representing
diverse classes cultures, race, ages, genders, religions, lifestyles, and viewpoints. The individual is able to
work within a team structure, and can negotiate and manage conflict.
4. Digital Technology: Leverage existing digital technologies ethically and efficiently to solve problems,
complete tasks, and accomplish goals. The individual demonstrates effective adaptability to new and
emerging technologies.
5. Leadership: Leverage the strengths of others to achieve common goals, and use interpersonal skills to coach
and develop others. The individual is able to assess and manage his/her emotions and those of others; use
empathetic skills to guide and motivate; and organize, prioritize, and delegate work.
6. Professionalism/Work Ethic: Demonstrate personal accountability and effective work habits, e.g., punctuality,
working productively with others, and time workload management, and understand the impact of non-verbal
communication on professional work image. The individual demonstrates integrity and ethical behavior, acts
responsibly with the interests of the larger community in mind, and is able to learn from his/her mistakes.
7. Global/Intercultural Fluency: Value, respect, and learn from diverse classes cultures, races, ages, genders,
sexual orientations, and religions. The individual demonstrates, openness, inclusiveness, sensitivity, and the
ability to interact respectfully with all people and understand individuals’ differences.
8. Career Management: Identify and articulate one’s skills, strengths, knowledge, and experiences relevant to
the position desired and career goals, and identify areas necessary for professional growth. The individual
is able to navigate and explore job options, can take the steps necessary to pursue opportunities, and
understands how to self-advocate for opportunities in the workplace.
This common vocabulary and framework is helpful on campus when advising college students, while employers
can utilize this information in hiring and supervising.
For more information: http://www.naceweb.org/career-readiness/competencies/career-readiness-defined/

HOLLINS UNIVERSITY INTERNSHIP EVALUATION FORM
Supervisors will receive a link to submit this evaluation online in Handshake. Academic credit cannot be given until this information
is submitted. If you are not able to submit the information via the link emailed to you, please return this form to Hollins University
Center for Career Development and Life Design by emailing careercenter@hollins.edu, mailing to the attention of the Career Center at
7916 Williamson Road, Roanoke, VA 24020, or faxing to 540-362-6096. The student and on-site supervisor should complete this
form.
DURATION OF INTERNSHIP: January 4, 2021 - January 29, 2021

Was this internship completed remotely? o Yes o No

STUDENT must fill out top part of this form before giving to supervisor to complete.
Student’s name ______________________________________________________________________ Class year __________
Hollins faculty sponsor ______________________________________________ Department __________________________
Did a Hollins alumna/us refer/host this internship? o Yes o No
If so, name:_________________________________________________________________________ Class year __________
SUPERVISOR please complete this section. This form elicits a numerical summary of the intern’s performance but a prose
statement on the reverse side of this form is welcomed. Please print clearly.
Name/Title _______________________________________________________________________________________________________
Name of organization ________________________________________Type of business/organization ____________________________
Address (include city, state, and zip code) ___________________________________________________________________________
_________________________________________________________________________________________________________________
Phone _________________________ Fax ________________________ Email ______________________________________________
Signature ________________________________________________________________________________________________________
May this form be shared with the intern? o Yes o No (This information will be shared with the faculty sponsor.)
May this information be used for public relations purposes? o Yes o No
Brief summary of intern’s responsibilities: ____________________________________________________________________________
_________________________________________________________________________________________________________________
How well did the intern perform? (On a scale of 1 to 5, with 3 being acceptable and 5 denoting exceptional work)
									
		
Poor
Exceptional
Creativity 			
(designing, developing, thinking “out of the box”)		
1 2 3 4 5
N/A
Critical Thinking/Prob. Solving (finds alternative solutions, demonstrates resourcefulness)
1 2 3 4 5
N/A
Cross-Cultural/Global Fluency
(relates to people of diverse backgrounds, respects differences) 1 2 3 4 5
N/A
Oral Communication		
(expresses ideas articulately, listens well)				
1 2 3 4 5
N/A
Written Communication		
(organizes and expresses ideas clearly and correctly)		
1 2 3 4 5
N/A
Interpersonal Skills		
(friendly, helpful, provides good customer service) 		
1 2 3 4 5
N/A
Leadership 			
(takes initiative, works independently, contributes new ideas)
1 2 3 4 5
N/A
Teamwork 			
(collaborative, works well with others)				
1 2 3 4 5
N/A
Technology 			
(digital, machines, hand tools, etc.)				
1 2 3 4 5
N/A
Professionalism/Work Ethic
(overall approach to job and work)				
1 2 3 4 5
N/A
Adaptability/Flexibility		
(willing to take on different assignments/hours)			
1 2 3 4 5
N/A
Attitude 			
(willing to learn, accepts constructive feedback)			
1 2 3 4 5
N/A
Dependability 			
(punctuality, attendance, reliability, takes responsibility)		
1 2 3 4 5
N/A
Integrity 			
(ethical, honest, trustworthy, maintains confidentiality)		
1 2 3 4 5
N/A
Organizational Skills		
(keeps information and work environment in order)		
1 2 3 4 5
N/A
Time Management/Productivity (uses time well, completes tasks by deadlines and efficiently)
1 2 3 4 5
N/A
Are there any other performance criteria not mentioned above that were important to this internship? If so, please
specify and evaluate the intern on those capacities: ____________________________________________________________________
Hollins would also welcome any overall and/or specific comments on the intern’s job performance and skills gained: ____________
_________________________________________________________________________________________________________________
Would you consider supervising another intern from Hollins? o Yes o No If no, please briefly explain why not: _____________
_________________________________________________________________________________________________________________
If you have hosted interns from multiple institutions, do you feel Hollins students are distinctive in any way? If so, please explain:
__________________________________________________________________________________________
Have you offered the student further employment as a result of this internship? o Yes o No If yes, please explain: ___________
__________________________________________________________________________________________

HOLLINS UNIVERSITY STUDENT EVALUATION FORM

DURATION OF INTERNSHIP:
January 4, 2021 - January 29, 2021

Student interns will receive a link to provide an evaluation in Handshake. If you are not able to access the link to the experience
in Handshake, please return to the Center for Career Development and Life Design directly or email to careercenter@hollins.edu.
Student name ________________________________________________________________________Class year _________________
Faculty sponsor ____________________________________________________ Department _________________________________
May this information be used for public relations purposes? o Yes o No
Supervisor Name/Title ____________________________________________________________________________________________
Name of internship organization____________________________________________________________________________________
Address (include city, state, and zip code) ___________________________________________________________________________
________________________________________________________________________________________________________________
Phone ________________________ Fax ________________________ Email ________________________________________________
Intern’s duties and responsibilities: _________________________________________________________________________________
Was this internship completed remotely? o Yes o No
Was this your first internship? o Yes o No
Did you apply for other internships? o Yes o No
Your career development: The questions below explore the degree to which you gained practical experience, knowledge, and/or
skills from your recent internship. Please rate your confidence in the following areas:
1=no confidence at all

2=very little confidence

3=moderate confidence

4=much confidence

5=complete confidence

												Before		
											
Internship
Creativity 			
(designing, developing, thinking “out of the box”)		
______
Critical Thinking/Prob. Solving (finds alternative solutions, demonstrates resourcefulness)
______
Cross-Cultural/Global Fluency
(relates to people of diverse backgrounds, respects differences) ______
Oral Communication		
(expresses ideas articulately, listens well)				
______
Written Communication		
(organizes and expresses ideas clearly and correctly)		
______
Interpersonal Skills		
(friendly, helpful, provides good customer service) 		
______
Leadership 			
(takes initiative, works independently, contributes new ideas)
______
Teamwork 			
(collaborative, works well with others)				
______
Technology 			
(digital, machines, hand tools, etc.)				
______
Professionalism/Work Ethic
(overall approach to job and work)				
______
Adaptability/Flexibility		
(willing to take on different assignments/hours)			
______
Attitude 			
(willing to learn, accepts constructive feedback)			
______
Dependability 			
(punctuality, attendance, reliability, takes responsibility)		
______
Integrity 			
(ethical, honest, trustworthy, maintains confidentiality)		
______
Organizational Skills		
(keeps information and work environment in order)		
______
Time Management/Productivity (uses time well, completes tasks by deadlines and efficiently)
______

After
Internship
______
______
______
______
______
______
______
______
______
______
______
______
______
______
______
______

Are there any competencies not mentioned above that you feel you gained from the internship? _____________________________
________________________________________________________________________________________________________________

FEEDBACK REGARDING YOUR INTERNSHIP
Were your assignments and responsibilities clearly communicated? o Yes o No o Somewhat
Did you feel welcomed by your supervisor and coworkers? o Yes o No o Somewhat
Was the work interesting, varied, and/or substantive? o Yes o No o Somewhat
If no, please explain: ______________________________________________________________________________________________
What were the best aspects of your internship? _______________________________________________________________________
What would you like to have changed about your internship? ___________________________________________________________
Please explain how your internship impacted your thinking about future academic or career plans. ______________________________
________________________________________________________________________________________________________________
Were you offered further employment as a result of this internship? o Yes o No If yes, please explain: ____________________
_________________________________________________________________________________________________________________
Overall, how would you rate the quality of your internship? o Excellent o Very Good o Good o Fair o Poor
Would you recommend this internship experience to other students? o Yes o No

PERSONS TO CONTACT with internship questions or concerns
CHRSTINE HARRIGER				PATTY BROKKEN		

Director of Career Development			
University Registrar			
Hollins University				Hollins University
Box 9628					Box 9708
Roanoke, VA 24020				
Roanoke, VA 24020
540.362.6274					540.362.6016
540.362.6096 (fax)				540.362.6690 (fax)
harrigerce@hollins.edu				brokkenpe@hollins.edu

