INTERNSHIP PORTFOLIO GUIDELINES

Cover/Title Page, Resume, and Job Application




10 points














Organizational Chart (Your employer/mentor may already have this.)



  5 points

Pictures to Show What You Do On the Job (five minimum)



10 points

Employee Training Guides/Manuals & Policy Manuals (If available)

  10 points

Samples of Forms (Used on the Job)






  5 points

Job Description for three positions in the Business/School



15 points

Interview your three people, including mentor, in your Business/School to learn the following:











30 points

· Level/Amount of Education

· Where He/She Trained/College

· Experience Required

· Entry Level Salary

· Benefits You Get With This Job

· Future Outlook for Your Career Area

· List likes/pros of the Job

· List dislikes/cons of the Job

· Do You Recommend This Job/Career?  Why or Why Not?

· Would You Choose This Job/Career Again?  Why or Why Not?

Include a Description of Any Project(s) That You Have Worked


on During the Internship






5 points

Complete a typed Two-Page Paper to Summarize Your 


Internship.  Make Sure to Include Pros and Cons of the


Job, Best and Worst Experiences, and Whether or Not



You Have Changed Your Mind About This Career



10 points

You should clearly identify each section of Your Portfolio.  This can be done with tabs and cover sheets with bold titles.  If you have a question(s) concerning this Portfolio, please ask for assistance.

The Portfolio is due the same day as your Exit Presnetation

