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Introduction
Ames, Iowa is proud to be home to both Iowa State University and the Des Moines Area Community
College Hunziker Center. These hubs for learning are filled with talented students wanting to take their
education and apply it to the career of their choice.
By virtue of their location, Ames/Story County businesses have a unique opportunity to interface with
these students. The Ames Economic Development Commission hopes to encourage our community
companies to take advantage of this chance to meet students with the goal of integrating these
individuals into the Ames/Story County workforce.
Internships provide students important work experience that compliments their classroom studies.
Employers that are willing to "take the leap" and offer an internship program will find they benefit from
the new and creative perspectives interns offer and the ability to identify future leaders for their
organization.
This guide will cover the basics of developing an intern work force.

What is an internship?
Internships provide real world experience to those looking to explore or gain the relevant information and
skills required to enter into a particular career field. Internships are relatively short term in nature and give
interns the chance to receive on the job training and use knowledge that they’ve learned in the classroom.

What are the benefits?
Internships benefit everyone involved: employers, interns, and the community.

Employers
•
•
•
•
•
•
•
•
•
•
•

Lightens the work load
Assisting business needs
Fresh ideas and
perspectives
Increased awareness
Added staff during busy
seasons
Improving the “bottom line”
Increase retention rate
Stay connected with college
and community
New highly motivated
employees
Builds a Talent
Pipeline
Build company brand
awareness

Interns
•
•
•
•
•
•
•
•

Opportunity for academic
credit
Gain valuable knowledge
Establish a network of contacts
Possibility of full time work
Ease transition into real world
Gain realistic expectations of
the workplace
Explore career goals in their
specific profession
Opportunity to combine
classroom knowledge with work
experience

Community
•
•

•

•

•

Gains a more educated
and prepared work force
More opportunities for
community development with
increased jobs
Increased cooperation between
the businesses and the
educational facilities
Increased likelihood that
students will remain in the city
after graduation
Maintain ability to compete in
national economy
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Set-Up
Setting up your particular internship program will take some time and effort; much thinking and
planning needs to be done,
Hopefully this guide will assist in helping you establish the basic
framework of your program. First we must consider some preliminary questions:
1. What is your goal?
2. What is your initial internship program plan?
3. How will you recruit interns?
4. How many interns will you hire?
5. Who and how will you effectively manage the interns?
Prior to actually executing any of your plans, your business must understand how the intern will fit
with your company’s mission statement and culture. Once you understand this, it will be easy to
design and develop your internship program

How will your company set up an internship?
You can design and implement many different varieties of possible internships, based on the type
of company you have. For example, the way a program is designed in a factory will be different
than the internship program for a fashion magazine.
First: Determine the appropriate type of internship. By first assessing what type of internship you will
offer, it will be easier to create a description. There are several different variations of internships to
consider:

General Educational Internship: This type of internship gives the student the
opportunity to take what they have learned in the classroom and apply it to the real
world. Internships may be paid or unpaid, for credit or not-for-credit. Opportunities to
earn credit will vary by degree program. Students are responsible for working with their
designated academic advisor to confirm the opportunity meets criteria to earn credit
prior to their start date with their employer. Many internships offer a monetary award
such as a stipend, salary, bonus, or money to cover transportation and/or food costs.
Cooperative Education: More commonly known by students as “co-ops,” these are an
extended period of work experience related to the student’s field of study. Most
cooperative education internships are five to eight months in length depending on the
field. These are generally all paid and mostly full-time opportunities for the students;
they offer students great real-world work experience before graduation.
Apprenticeship: Allow students to work directly under an individual/teacher to learn a
highly skilled trade or profession. Apprenticeships are generally paid opportunities and
vary in time length.
Service Opportunity: Most common in education or human development fields of study,
a service opportunity allows students to work in a developed and organized service
organization within a community. Services vary depending on the community, but some
examples are women’s shelter work, school reading programs, local park clean-up, or
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time spent with senior citizens at nursing homes.

Job Shadow: Very short term but allows students a quick and general idea of what goes
on in a typical work day. These are commonly unpaid opportunities, as many fields of
study require students to participate in a job shadow.
Second: Once you determine which type of internship you want to offer, you can create your
description for the position. A description should provide all information necessary for students to
have an understanding of the intern position they are applying for. Your description needs to include
the job title, identify which department of the company will host the internship, specify the internship’s
academic term (e.g., fall, spring, or summer) and year, and provide a sentence detailing what the intern
will be doing in the position.
For example: In the summer of 2013, Company XYZ is looking for an analyst intern in
the finance department; the intern will be assisting the head analyst in evaluating
financial statements and interpreting data collected for the accounting periods.
Most career services or recruiting agencies allow for more than a one-sentence description, but it may
make things easier and more efficient for your company if you can keep the description concise.

How will you structure your intern project?
It is important to establish the end goal of the internship in order to provide structure and guidance as
well as understand the final outcome for the company. Having a clear and concise set of instructions for
what you hope to see by the end of the internship is key to developing a successful program- one that is
beneficial to both the company and to the intern.
Internship Goals: Before assigning a specific project, design a goals sheet to be filled out by the
student after the first week of the internship. Use this sheet at reviews or roundings to make sure the
student is pursuing/meeting the goals.
Give the Interns Real Projects: Give them projects that you would give to your new hires. Provide
them some guidance without hovering over them. They are here to learn so make sure they are in an
environment where failures are okay if lessons are learned from them. Students want to be challenged
and walk away feeling like they had a positive impact. Filing papers and getting coffee is not what they
came for.
Group Intern Projects: If you have several interns you can consider having them work on a group
project together. It gives the interns opportunities to work with students in other departments and with
skills different from their own. Group projects are a great way to evaluate teamwork, leadership styles,
conflict resolution, and communication.
Project Progression Timeline: The purpose of creating a project progression timeline is to give the
intern an opportunity to think about all steps of the project from where to start, where they hope to end,
and all the steps it takes in between. A timeline for the project will help keep the intern on task and as
the timeline progresses there should be meetings with colleagues/superiors to discuss the project and
give updates.
End of Internship Presentation: Have the intern give a presentation at the end of their internship
reviewing what they did, what they leaned, and what they enjoyed. This should be given to the
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executive/leadership/management teams. This gives the students the opportunity to practice
presentation skills to high level professionals and builds the soft skills which are very important. If
possible, dedicate a half or a full day ad have all interns present on the same day.

How will you pay your intern?
Before you decide to host a paid or unpaid internship, it is best to consult your accountant and attorney
for guidance regarding setting up the financial aspects of an internship program.
Naturally, interns prefer a paid internship. However, paying your intern a wage benefits you, as the
employer, as well. When interns are paid, they are more motivated to work and excel in the position;
paid internships also facilitate the recruiting of the best possible candidates for the position. In addition,
it reduces an intern’s need for a second job, which allows them to focus more on your company.
Here are two links to the United States Department of Labor website that will be helpful when
considering wages for interns: http://www.dol.gov/whd/regs/compliance/whdfs71.htm
and http://www.dol.gov/whd/forms/fts_wh205.htm.

How much will you pay your intern?
Offering a monetary form of payment is always a favorite among interns, but if that is not an option for
your company, a benefit package may be something for you to consider. Payment and compensational
benefits vary by industry and company, but here are some basic ideas to assist in your decisions.
Payments
• Wages are determined before intern is hired
• If several interns are hired, they should be paid approximately the same amount
• Pay varies depending on industry, location, size of company, etc.
Benefits
• Opportunity for scholarships
• Opportunity for academic credit
• Housing assistance
• Insurance benefits
• Vacation time or paid-days off
• Offer food, fitness facility, mileage, parking, professional memberships, etc.
as work perks
If offering an hourly wage does not fall into your budget, you may want to consider offering a stipend to
your interns. A stipend can be offered weekly, bi-weekly, or monthly and is usually paid in a lump-sum
amount; stipends are not generally affected by the hours worked in the pay period. Stipends can be used
to assist in living, travel, and meal expenses. Stipends are commonly used in non-profit organizations.

Will you help your intern relocate?
There are several other things to consider before making a final decision about hosting a paid vs.
unpaid internship. If you are asking the intern you hire to relocate, you may want to consider offering
relocation assistance. Offering relocation assistance will ease the intern’s hesitation about moving to
Ames/Story County.
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Another thing to consider when asking your intern to relocate is the competition for inexpensive
housing in the community. Consider looking into one of these ideas:
Contact a local realtor and set up a connection with him or her. Many realtors love the extra
business, and this will provide you with first-hand knowledge about available housing in Ames
and possible subleasing options.
Consider investing in a small house or condo where your interns can live. This may be a very
valuable idea for companies with multiple interns, allowing you to offer a secure residence for
interns who would appreciate rental rates that are lower than those charged by most property
managers.
Contact other businesses in the area that also have an intern program to find out where their
interns are from. It may be an efficient decision to team up with other companies to assist all
local interns in finding housing.
o This will also help to create a social basis for the interns; they can more readily meet
people in the area.

How will you recruit your intern?
Recruiting quality interns for your company is one of the key elements to leading a successful program.
Most major universities have career fairs or career service departments that assist companies in hiring
interns. In Ames/Story County we are fortunate to have Iowa State University and Des Moines Area
Community College (DMACC) to assist in the recruiting process. (Please refer to the Appendix in the
back of the guide for additional information regarding the two schools.) Before reaching out to career
services, make sure you have established the standards you are looking for in an intern. This may
include things such as:
GPA requirements (if any)
The field of study you are looking for
Year in school (freshman, sophomore, junior, senior)
o Indicate specific classes they need to have completed (if any)
Necessary computer/technical skills
Availability
Knowledge on specific programs and software

After determining exactly what you are looking for, you should make sure the job description you
created for your internship(s) showcases all of the particular elements you desire in your intern. You
should already have a basic description of the internship you are offering. Make sure that your
description includes the following:
Title of internship
Company name
Department in the company
When internship will take place (fall, spring, summer) – Give start and end dates if applicable
Qualifications
Paid/unpaid
Location
Application process
Short detailed description of the job
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(See Appendix for two example job description forms)

Who will you recruit?
Once you have started your recruiting process, it is inevitable that you will be receiving applicants
for your position. It is a good idea to have a set of standards you will use to assess these
applicants. You should judge each cover letter, resume, and portfolio in the same way so each
applicant has an equal opportunity. Here are some key things to consider when reviewing resumes
and cover letters:

When reviewing resumes consider:
Relevant skills, coursework, projects, etc. to the job
Other work experiences or internships
Extracurricular activities applicant has participated in
Leadership positions held
Honors, awards, achievements, etc.
General resume format and spelling errors
When reviewing cover letters consider:
If cover letter is not required and still submitted, it shows applicant has interest in company
Proper spelling and grammar
Whether they talk about themselves to the exclusion of your company in their letter

Who will you interview?
An important outcome of attending career fairs is that you can have a face-to-face meeting with
applicants and get to know them a little before making a judgment about them; this will help to narrow
the field of applicants you want to interview. If attending a career fair is not a viable option, the
standards you have set will help to separate the applicants you will choose versus the ones you will not.
Once you have selected the individuals to interview, make sure to contact them with the date, time,
location, and any material they may need to bring to the interview with them. Remember that students
may be new to the workforce, and this could be one of their first interviews.

How will you run the interview?
When setting up your interviews, it is best to be well prepared. Create a basic set of questions and use
them, so the necessary topics get covered; also interviews for an internship should not be as in-depth or
as lengthy as an interview for a full-time position considering this is a temporary position. (See Appendix
for sample interview questions). There should be no reason for your interview process to be more than
three interviews, so make sure to get all questions answered and decisions made in that limit.
When closing the interview, make sure the applicant knows the next steps in the process and has an
adequate estimate of how long the process is before a decision is made.

You’ve decided who to hire, now what?
Once you have concluded your interviews, you should finish your selection process. The individual
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you have selected should be informed via phone, email, or an in-person meeting. When offering
the position to applicants, you should provide the following information:
An offer statement
Dates and duration of the internship
Compensation information
Deadline for an acceptance or a rejection
Once you receive an acceptance of your offer from the preferred applicant, it is then time to send the
other applicants a rejection letter. It is good practice to send this letter out after the position has been
filled.
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Managing Your Intern
How will you manage your intern?
Now that you have hired your interns, what are you going to do with them? To manage the
interning students, it is wise to appoint an intern coordinator. The employee you assign to be in
charge of the interns.
Coordinators need to work directly with interns
Should be someone who can answer all questions intern may have
Coordinator should be monitoring progress and performance in the workplace
Evaluations and reviews will help with this
The coordinator should be meeting with the intern at least once a week to discuss the position
and answer any questions that may come up
Coordinator should also be in charge of the orientation process with the intern as well

What should you include in the orientation program?
A strong orientation program is essential to a successful intern program. Orientation is the intern’s first
working experience with your company, so it is vital that a good first impression be made. Many new
interns have never had work experience before, so they may be very nervous going into this new job.
An orientation session should outline most aspects of the company. The faster the intern can learn
these things, the more efficient your intern program will be.
A good way to begin structuring your orientation is to first make a list of fundamental topics, ensuring
that each is covered before the intern begins work. [See Appendix for an example checklist.] The
orientation program should include a tour of the facility, highlighting the location of all the pertinent
offices and rooms; After all, it is important that the students feel comfortable in their working
environment.

How can you help develop your intern?
Roundings: Regularly scheduled one-on-one meetings with students and other members of the
management team that do not supervise that student. Length of the internship could affect the frequency
of these meetings. This gives the intern the opportunity to ask questions they might not want to ask their
manager. It also allows them to get a better feel of the company as a whole. These meetings would
have specific questions that are asked of the intern every rounding session.

Performance Reviews: Conduct regular performance reviews. This allows the intern to learn how they
are doing and what things they can improve upon. Students want to learn and appreciate constructive

10

criticism. Use the same form that you use for your full-time employees.
Provide a Mentor: This is not the student’s manager. Someone outside of their department would b a
great option. Someone they can ask about where to park, what to wear to a company event, the best
place to grab lunch or their favorite coffee shop. This is someone that the student can build a
relationship with and feel comfortable asking questions that they might feel are stupid to ask a manager.
Someone closer to their age is always a great option, if possible.
Personal & Professional Development: This is important for all employees, and interns are no
exception. Invest in these students and you will see the benefits. Depending on your budget, there are
many opportunities from presenters to online presentations. Think about your resources internally. Do
you have someone on staff who could do a presentation about a particular topic based on their own
experience? Work with local staffing companies, they may provide presentations for a small fee or free.
Options for online presentations:
Lynda (free with LinkedIn Membership)
I-Tunes
Udacity
Muse University
Udemy
General Assembly
Depending on the size of your company and the length of the internship, you can also invest in training
sessions. They can be only a couple hours or take an entire work day. Training sessions help to explain
and teach the interns about a particular department within the company or can teach about important
values that the company holds. Following are some potential training sessions:
Diversity Training
Operational Excellence Training
Quality Control Training
Professional Development Training

What additional opportunities and experiences can you provide?
Blog Writing: Have a blog area on your intranet where interns can blog about their experience. If you
have the capability, put it on your website. Blog writing is a great way to promote the program to the
public and future interns (make sure to remind them not to share trade secrets or anything else that
should not be public knowledge).
Provide a Library: Compile a library of books that you or your staff have read and learned something
from. Require them to read one book a month (preferably of their choice), write a summary of key
concepts, and have a discussion with a department leader about the book. I would encourage you to
make these easy reads, not Steve Job’s biography. Examples: Servant Leadership, Good to Great,
Great by Choice, Build Grit, and Our Iceberg is Melting.
Executive Meetings: Include your interns in your executive or leadership team meetings. This gives
them a great experience and insider look as to what it is like to lead a team or company.
Provide Networking Opportunities: Invite your interns to corporate social events when appropriate.
Chamber Events, public events, sporting events, golf tournaments; anywhere they can have the
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opportunity to network with other professionals outside your company. Make sure to introduce them to
people and help get the conversation going.

How can you connect with your intern?
Get to Know the Intern Form: Design a form that can be filled out by the student on their first day.
Make this fun “get to know them” questions that can be shared with company/department staffing.
Lunch or Coffee with the Boss: Access to leaders is one of the most important experiences you can
provide to a student. Have them bring three questions to ask. You will be surprised by the great
questions and conversations that will happen.
Leisure Events: Depending on the length of the internship, you can create different things to do as
“outside the workspace time” to get to genuinely know your intern. This can be any event that allows
some time to speak and get to know one another; one example is a college football game. If you have
multiple interns, bring them all so they can also get to know each other a little better.

Having problems with your intern?
In a worst-case scenario, problems could arise with the intern you have hired. Whether it be problems
with the intern’s work or issues with the intern’s interaction with other company employees, it is best to
know how to handle every situation.

If the intern is not enjoying the work:
Discuss reasons why they are not enjoying it; there may be underlying problems you
cannot see without asking questions
Talk to the intern coordinator to understand his or her viewpoint on the situation
Investigate the intern’s working environment to discover possible problems with other
employees
If the intern is not a good fit:
Be clear and open with intern when communicating the issue at hand
Be sure all problems are addressed
Dismissing the intern may not be the best idea, because of the bad publicity it may create for your
company; consider decreasing the length of employment instead.

Like your intern? Want to hire them for full-time employment?
Commonly, employers are impressed by the strengths of their interns and seek to find them
permanent, full-time positions in the company. Consider these questions before extending your
professional relationship:
Did the intern perform well during the temporary employment period?
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Did the intern seem to enjoy the work?
Do the other employees work well with the intern?
Is the intern still a good fit for your company?
Do you have the funds to offer the intern full-time salary and benefits?
Will the intern be doing a different job as a full-time employee?
When would the intern begin full-time employment?
It is best to review all these questions and perhaps some others that may be pertinent to your company
before making the final decision. If you decide to offer the intern full-time work, be sure to present the
offer in due time. If you offer the intern a full-time position on the last day of work, it does not give him or
her time to adjust previous plans, so be sure to present the offer before the last semester of school or
before the final portion of their internship. When offering the full-time position, be sure the details of the
job are clarified, and thoroughly explain the role as a full-time employee in your company. Give the
intern ample time to make the final decision to accept or decline your offer.

The internship is coming to an end, now what?
Before your interns leave your employment, it is best to have them evaluate your program, so you can
improve it for the future. Evaluations help employers assess things they need to work on in the
company’s environment and help managers develop the company’s goals and objectives. The
perspective your employees give should be one of the most valuable perspectives you consider. You
should have evaluations from:
Interns
Full-time employees
Intern coordinators
Clients or outside vendors
(See Appendix for example evaluation forms)
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Iowa Student Internship Program
The Iowa Economic Development Authority has created the Iowa Student Internship Program, different
from Skilled Iowa, which is designed to provide grants to small and medium sized companies in the
advanced manufacturing, biosciences, and information technology fields to help support their internship
programs. The end goal is to help these companies transition their interns to become full-time
employees.
This internship program is available to companies in Iowa that meet the following requirements:
Engaged in one of the targeted industries of biosciences, advanced manufacturing, or
information technology
Employ 500 or fewer, with a significant portion employed within the state of Iowa.
Intern must be paid at least twice the minimum wage.
Internships are offered to students of Iowa community colleges, private colleges, regent
universities, or students who attended high school but attend college in a different state.
Offer the internship to students of Iowa community colleges, private colleges, regent
universities or to students who graduated from an Iowa high school and attend a college or
university outside of the state (An eligible student must be within one to two years of
graduation).
An eligible student must be within two years of graduation and enrolled at one of Iowa's
community colleges, private colleges, or regent institutions.
To learn more:
Website: http://www.iowaeconomicdevelopment.com/WorkforceTraining/student
Phone: 515.725.3196
Jennifer Meier, Manager/Internship Programs, Innovation Team
Email: Jennifer.meier@iowa.gov
Phone: 515-725-3013
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WORK OPPORTUNITY TAX CREDIT Program (WOTC)
The Work Opportunity Tax Credit (WOTC) program was created to provide employers with a federal tax
credit as an incentive to hire job seekers in several target groups that have consistently faced significant
barriers to employment.
WOTC assists both employers and targeted job seekers. Employers earn tax credits that reduce
their federal business taxes. Job seekers qualifying as a member of one of the targeted groups
gain an advantage in the job market.
WOTC applies to new employees only who fall into one of the following target groups - Low-income,
vocational rehabilitation referrals, former AFDC recipients, veterans, ex-felons, food stamp
recipients, and SSI recipients.
For more information about the Work Opportunity Tax Credit program contact:
Work Opportunity Tax Credit Coordinator
Iowa Workforce Development
Division of Workforce Services
1000 E. Grand Avenue
Des Moines, IA 50319
Email: wotc.coordinator@iwd.iowa.gov
Fax: 515-242-0487
Or go to the following web sites:
https://www.iowaworkforcedevelopment.gov/work-opportunity-tax-credit or
http://www.iowaworkforce.org/access/wotc.html
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Iowa State University Career Services
Iowa State University has a specialized career services office in each of its colleges. The career
services offices jointly administer an online system that enables employers to manage job and
internship postings, request on-campus interview schedules, maintain an organization profile, and
register for career fairs. To ensure equal employment opportunity compliance, employers recruiting at
Iowa State are required to use this system to advertise employment opportunities. There is no fee to
use the system and it offers benefits to both students and employers.

Students
Search and apply for professional opportunities
Research potential employers
View employers participating in career fairs
Schedule on-campus interviews
Prepare and submit resumes, cover letters, portfolios, transcripts
Employers
Post opportunities for students and/or alumni from multiple disciplines
Set specific requirements such as year in school, major, GPA
Ensure all qualified students have access to information about professional
opportunities
Register for career fairs
Advertise information session
For more information about Iowa State University Career Services, links to college career services
offices, and dates of upcoming career fairs please visit www.career.iastate.edu. To register to use
the online system, please use the link for employers on the right side of the page and follow the setup instructions.
Creating your CyHire account:
1. Go to the ISU Career Services webpage.
a. http://www.career.iastate.edu/
2. Choose the option CyHire for employers
3. The website will redirect you to a log-in page, from here you will have the option
to register
4. Fill out the registration form and submit it.
a. Once submitted the form is sent to career services for verification
Once your registration is complete you will be able to post jobs and review applicants Iowa State has
created a very thorough guide to their career management system; in this you will find assistance with
most anything you can do on CyHire from the employer stand point. (See the Appendix for complete
guide). If further questions arise please see the Career Services contact list in order to decide who can
assist you. All colleges are represented in the list as well as the general link to Iowa State’s Career
Services.
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Des Moines Area Community College (DMACC)
Technical Scholars Program
Des Moines Area Community College (DMACC) is a publicly supported two-year institution serving
greater Des Moines and all or portions of 23 surrounding counties. The College is accredited by the
North Central Association of Colleges and Schools and offers more than 130 degree, certificate and
diploma programs. Programs are offered for full-time and part-time students. The following degrees
can be earned at DMACC: Associate of Arts (AA), Associate of Science (AS), Associate of Applied
Science (AAS) and Associate of General Studies (AGS). The AA and AS degrees are designed for
students who will transfer to a four-year institution, while the AAS degree is for students who complete
a career/technical program. The AGS degree focuses on particular workforce needs.
DMACC partners with selected businesses to administer the Technical Scholars Program. This
program offers students the unique opportunity to expand learning beyond the classroom and to
develop skills for real-world experience. Students participating in this program will attend full-time at
DMACC, in an eligible associate degree program, work part-time with a sponsoring company, and
receive tuition assistance. The program enables deserving students to obtain an associate degree in
selected technical fields regardless of the student’s financial status by providing support for the
student’s tuition/fees and paid cooperative work experiences.
For more information regarding the Technical Scholars Program, contact:
Scott Ocken
Academic Dean, Ind & Tech
2006 S. Ankeny, Blvd., Bldg 22
Ankeny, Iowa 50023-3993
Email: sjocken@dmacc.edu
Office: (515) 964-6364
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Work in Ames Job Board Website
The Ames Economic Development Commission has recently developed a job board website,
www.workinames.com. The website allows Ames/Story County jobs to be posted by employers free of
charge and individuals can apply directly for the jobs that have been placed on the site. Please take
advantage of this community resource to post your intern and job opportunities.
You’ll find the website easy to use. Please refer to the steps outlined below for a reference on posting local
jobs to the website:
1. Go to www.workinames.com
2. Click ‘Post A Job’
3. Complete position description and submit
4. Job will then be sent in for verification, and then posted on the webpage
Please contact Angie Dorenkamp with any questions regarding the website
Email: angie@ameschamber.com
Phone: 515.232.2310
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Intern Description Sample:
Manufacturing Intern
MANUFACTURING INTERNSHIP
Description
“Company Name”, an intense and exciting company, is looking for interns to join our creative team of
engineers working to develop systems and analysis for a wide variety of companies and industries.
Our engineers are hard-working, smart, goal-oriented and creative, and they are looking for interns to
train to participate in every level of system design and orientation. The interns hired for this position
should expect to learn all facets of manufacturing, and will leave this position with invaluable skills and
industry knowledge. Also, this internship program is highly regarded in our field, so successful
participation will be a great addition to your resume.

Responsibilities
Improve productivity by performing ergonomic evaluations, time studies, simulation, and line balancing
Study and improve plant safety
Cost analysis
Process documentation
Capacity utilization analysis
Optimize assembly flow and process to minimize People per machine per day
Taking inventory
Materials inspection
Quality control

Requirements
Applicants should be engineering majors, with abilities in MS Office, MiniTab, AutoCad and other
analytical and planning tools. They should possess strong analytic and statistic skills, and have the
ability to work independently.

Majors
Mechanical Engineering, Electrical Engineering, Industrial Engineering, Chemical Engineering,
Manufacturing Engineering, Welding Engineering
The position begins January 2nd and ends August 14th. You are expected to work 15 hours a week and
will be paid $12/hour.
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Social Media Strategy Intern at a Fast Paced Tech Startup
Are you obsessed with finding and sharing stories online? Do your friends look to you on Facebook
and Twitter for the latest trends, ideas, and memes? Social Media Corp is a San Francisco based tech
startup set on changing how the world discovers and promotes news. We have over 15 million
monthly unique visitors and many of the world's biggest companies including SONY and the NFL use
our site ever day.
Social Media Corp has a fast paced work environment and we seek talented employees who crave
learning new skills and aren't afraid to tackle big projects. As an intern you will get to work with a
variety of our executive staff and will work on real projects that will help us grow.
Our ideal candidate is someone who walks into a room of people and can’t leave without making a few
friends. Someone who is obsessed with social media and is creative and thoughtful when interacting
with online communities and building relationships.
What You Will Learn:
How to create a long term social media plan and marketing calendar.
How to track social media analytics using HootSuite, Bit.ly, and other software, and report
results and new ideas to our marketing team.
How to create compelling content and get it shared by influencers.
Techniques to create viral loops between our Facebook Page, twitter, and blog accounts
Much more – your will work closely with our Director of Marketing and other team leaders.
What We Require:
Background in Marketing, Communication, or other related discipline.
Highly organized, with an ability to prioritize time-sensitive assignments.
Fearless – not afraid to be a bold and outside the box thinker.
Love for using social networking sites, and general excitement to learn new skills.
If this sounds interesting we want to hear from you.
The position begins May 1st and ends August 31st. You are expected to work 15 hours a week and will
be paid $12/hour.
To apply please submit your resume, cover letter and portfolio to John Doe using the apply button
below.
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SAMPLE INTERVIEW QUESTIONS
PERSONAL
• Are you a group leader or a follower?
• What do you see yourself doing in 10 years?
• Do you have problems accepting constructive criticism?
• What is your greatest weakness?
• What is your greatest strength?
• How do you handle stress and pressure?
• What is your biggest motivator?
• What are you most passionate about?
• What is your biggest pet peeve?
• If you friends could describe you in three words, what would they say?
• What are you most proud of in your life?
• When do you plan on graduating?
• Why did you choose your major?
WORKPLACE
• Why did you apply for this internship?
• What is your experience with [relevant computer software, programs, etc.]?
• What do you hope to gain from this job?
• What do you expect from a supervisor?
• What problems have you encountered in the workplace before?
o How did you handle them?
• What did you like about your previous job?
o Why?
• What is your ideal work situation?
• Have you ever encountered a moral/ethical dilemma in the work place?
o How did you handle it?
• Can you balance work and school well?
• Describe one of your latest school projects and how you tackled it.
• Why should we hire you for this internship?
• What qualifications do you think you have for this position?
• Are you willing to travel?
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Orientation Overview Checklist
EXPLAIN THE MISSION
o
o
o
o
o

How did the organization start?
Why did the organization start?
Who is the target market for your products or services?
What is special about your products or services?
How can the intern contribute to your mission?

EXPLAIN THE STRUCTURE
o
o
o
o
o

Who reports to whom?
Who is the intern coordinator/supervisor?
What department will the intern be working with? What does this department do?
Who makes the final decisions for the department?
Who can answer questions the intern may have?

ORGANIZATION RULES, POLICIES, EXPECTATIONS
o
o
o
o
o
o
o
o
o

What are the work place standards and procedures?
How do the phone and mail systems work?
What times can the intern access their supervisor?
What safety regulations must the intern follow?
How does the intern record their hours?
Are there any security or confidentiality policies in place?
What is the work dress code?
Does the intern need to complete any forms or file any reports periodically?
Is there any approved office correspondence or message systems in place?

INTERN RESPONSIBILITIES
o
o
o
o
o
o

What is the intern’s role?
Will the intern need to complete or work on any projects?
What are the available resources for the intern?
How much training will the intern need to complete?
What can the intern do without supervision?
Will the intern be working with clients/vendors?

MONITORING AND EVALUATION
o
o
o
o

How often will an evaluation take place?
Will the intern know they are being evaluated?
What kind of feedback will be given?
Who will be in charge of the intern/monitoring their work?
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STUDENT EVALUATION OF INTERNSHIP FORM
ORGANIZATION:

LOCATION:

SUPERVISOR:

SEMESTER/YEAR:

1.

PLEASE RATE THE FOLLOWING PARTS OF YOUR INTERNSHIP BASED UPON THIS
SCALE:
(5)-EXCELLENT (4)-GOOD (3)-FAIR (2)-POOR (1)-NOT OBSERVABLE (0)-NOT APPLICABLE TO ME

_____ WORK RELATES TO MY FIELD OF STUDY
_____

ADEQUATE EMPLOYER SUPERVISION/GUIDANCE

_____

HELPFUL SUPERVISION/GUIDANCE

_____

OPPORTUNITY TO DEVELOP MY COMMUNICATION SKILLS

_____

OPPORTUNITY TO DEVELOP MY PERSONAL SKILLS

_____

OPPORTUNITY TO DEVELOP MY CREATIVITY

_____

OPPORTUNITY TO DEVELOP MY CRITICAL THINKING SKILLS

_____

OPPORTUNITY TO USE MY TRAINING

_____

ADEQUATE OPPORTUNITIES FOR FEEDBACK

_____

ACCEPTANCE OF COWORKERS

_____

RESPONSIBILITIES GIVEN DIRECTLY RELATED TO MY ABILITY AND GROWTH

_____

COOPERATIVE COWORKERS

_____

COMFORTABLE WORK ENVIRONMENT

_____

GIVEN MATERIALS NECESSARY FOR WORK

_____

ENJOYABLE EXPERIENCE

FEEL FREE TO EXPAND ON ANY OF YOUR RESPONSES BELOW OR PROVIDE ANY OTHER FEEDBACK BELOW:

2. WOULD YOU WORK AT THIS ORGANIZATION

____ YES _____ NO ____ UNCERTAIN

AGAIN?

3. WOULD YOU WORK FOR THIS SUPERVISOR

____ YES ____ NO ____ UNCERTAIN

AGAIN?

4. WOULD YOU RECOMMEND THIS ORGANIZATION TO OTHER STUDENTS?
____YES WHY OR WHY NOT?

________________________
DATE:
________________

5. YOUR

___________

NAME:_______________________________________________________________
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_____ NO _____ UNCERTAIN
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YOUR
LOGO

Employee Rounding Form

HERE

Employee Rounded On: ____________________________ Department: ___________________________
Date: _______________________ Interviewer: ________________________________________________

QUESTIONS

COMMENTS

1. What is going well?
2. Who would you like to recognize and why?

Who:

Why?

3. Do you have the equipment you need to do your job?
4. Do you have ideas on how to improve efficiency and/or customer
satisfaction?
5. Is there someone at work that encourages your development?
6. In the last two weeks, have you been recognized for doing good work?
7. At work, do you feel that your opinions and suggestions count?
8. Does the mission /purpose of the company make you feel that your
job is important?
9. Are your co-workers committed to doing quality work?
10. Rate your team's engagement level on teamwork:
Circle One:

Explain:

Sucks -- some work together -- mostly a team -- we are all in

11. Rate your team’s engagement level on communication:
Circle One:

Explain:

Start up only - small groups have formed - we are pretty open - model department

12. In the last 6 months, what opportunities have you been given to
grow personally or professionally?
13. Is there anything that needs our prompt attention?

SUMMARY OF ROUND:
Who is being recognized from rounding and how?
What barriers/issues need to be resolved?
Issues that need immediate attention?

Iowa State University Career Services Contacts
www.career.iastate.edu
careerservices@iastate.edu
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College of Agriculture and Life Sciences:
Website: www.career.ag.iastate.edu
Phone: 515.294.4725
Director- Michael Gaul, mikegaul@iastate.edu

College of Business:
Website: www.business.iastate.edu/careers

Undergraduate Business Career Services
Phone: 515.294.2542
General Email: buscs@iastate.edu
Director-Kathy Wieland, wielandk@iastate.edu
Career Coordinator- Tammy Stegman, tstegman@iastate.edu
Career Coordinator- Sarah Van Vark, svanvark@iastate.edu
Recruiting Coordinator- Meredith Williams, meredith@iastate.edu
Office Coordinator- Patty Hefflefinger, pkheffle@iastate.edu
MBA/Graduate Business Career Services
Phone: 515.294.5133
General Email: gradjobs@iastate.edu
Director- Mark Peterson, markp@iastate.edu

College of Design:
Website: www.design.iastate.edu/career/
Phone: 515.294.7428
Career Services Coordinator- Tiffany Atilano, tiffany@iastate.edu

College of Engineering:
Website: www.eng.iastate.edu/ecs/
Phone: 515.294.2540
General Email: ecs@iastate.edu
Director-Brian Larson, blarson@iastate.edu
Student and Alumni Professional Development- Roger Bentley, rbentley@iastate.edu
Cooperative Education and Internship Program Coordinator- Joely Swenson, jswenson@iastate.edu
Program Assistant-Allie Rowe, arowe@iastate.edu
Program Assistant- Natalie Bryant, nbryant@iastate.edu

College of Human Sciences:
Website: www.hs.iastate.edu/career-services/
Phone: 515.294.0626
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General Email: hscareers@iastate.edu
Director- Loni Pringnitz, lonip@iastate.edu
Program Assistant- Aubree Johnson, aubreej@iastate.edu

College of Liberal Arts and Sciences:
Website: www.las.iastate.edu/careerservices/index.shtml
Phone: 515.294.2967
General Email: lascs@iastate.edu
Program Coordinator: Taren Crow, taren@iastate.edu

College of Veterinary Medicine:
Website: http://vetmed.iastate.edu/academics/current- students/career-and-placement
Phone: 515.294.0772
Director- Mindy Schminke, schminke@iastate.edu
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CyHire Employer Instruction Guide
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Des Moines Area Community College (DMACC)
Technical Scholars Program

40

