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Business/Accounting Internship,  MGMT 4803 & ACCT 4803 Spring 2008
Business internships and practicums are is designed to introduce you to an actual business situation in order that you may gain a better understanding of the application of business principles and bridge the gap between theory and practice.  The experience will help prepare you for a career in the business community.

REQUIREMENTS for the internship are as follows:

1. At the beginning of your work experience you will develop specific written learning objectives for the internship.  Review by the supervising faculty will result in approval or a request that they be rewritten. 
2. Beginning the second week of work you will select one work situation that has taken place and briefly review it in writing.  You should explain how it relates to a business principle you have learned and, where possible, document the principle to a textbook or class lecture.  You should type and email this two page paper to your supervising faculty member.  During the semester you will have two papers due.  See MyCampus. 

3. Your textbook is Live Your Calling by Kevin & Kay Marie Bennfleck.  You will be responsible for reading all 6 parts and creating a Life Calling Map.
4.
You will submit an activity report form to the supervising faculty member following the instructor's visit to the company.

5.
We will meet as a class three times during the semester.  Our first meeting will be an orientation and the two following meetings will be used as a debriefing time. Tentative dates for the spring 2008 are: January 22nd, February 19th, and April 29th. 
6.
Students will need to complete their self-evaluation at the end of their internship. You will also receive a copy of your supervisor’s evaluation.  This time can be used to evaluate your strengths and weaknesses and also to cover any final questions, which you might have.

THE GRADE for the internship will be assigned by the internship faculty member.  It will be based upon:

1.
The employer's evaluation (based on the written evaluation and the employer's discussion with the internship supervisor); (approx. 70%). 

2.   Evaluation by the faculty member of the written requirements and general attitude, cooperation, and success of the internship experience; the quality of your papers has a significant impact (approx. 20%) on your final grade. The paper submissions expected are:


a. Practicum/Internship learning objectives (Paragraph 1. above).


b. Two 2-3 page papers relating work experience to faith and academic courses in SWU business programs.


c. Life plan in the format of pp.93-107 in the text.


d You are expected to meet 3 times during the semester as specified in Para. 5 above. 

3. Individual student discussion with supervising faculty member concerning the internship experience.  The student will provide a self-evaluation to the faculty member.  (approx. 10%)
4. Lack of attendance or tardiness without justification at class meetings or at the work assignment will be a factor in the overall grade (Approx. 5%).
COURSE OBJECTIVES
· Integrating your faith with workplace issues.

· Applying & synthesizing your academic experiences to solve real workplace problems.

· Adding value to a local business and improve the relationship between SWU School of Business and the local business.

· Encourage the following Personal Qualities (PQ):
Personal Qualities (PQ): 

1. Biblical attitudes and values

Apply Christian principles to decision making; to be a person of integrity; exhibit a servant attitude; understand a vocation as a "calling"; show humility; demonstrate a good work ethic; exercise good stewardship; and respect authority. 

2. Communication skills

Can speak effectively to another individual; write factual material clearly and concisely; read with comprehension/speed; question effectively; write persuasively; speak effectively to groups; listen intently/objectively; explain concepts orally; critique, edit, and proofread; and express feelings appropriately. 

3. Interpersonal skills

Able to influence others; negotiate and compromise; withstand and resolve conflict; understand the feelings of others; encourage debate; organize and delegate tasks; motivate and develop other people; and appreciate/reward people's efforts. 

4.  Creative/innovator skills

Ability to face the unknown with boldness; develop a healthy, constructive nonconformity; maintain a sense of imagination/curiosity; be willing to assume sensible risks; accept responsibility for successes/failures; tackle problems with optimism; develop a healthy self-image; accept change as a challenge; overcome the fear of failure; and be willing to see things through. 

5.  Leadership skills

Able to articulate a vision; show a willingness to take responsibility; understand followers and their needs; demonstrate the need/drive to achieve; be capable of motivating others; accept and learn from criticism. to identify critical issues; to use tact, diplomacy, and discretion, able to act decisively; behave confidently and courageously.
· Improve and Implement Business Knowledge (BK): 

1. Management

a. Knowledge of core behavioral principles and theories upon which important management skills are based.

b. Competency in the skills of influencing others and managing change. 

2. Strategy

a. Knowledge of the overall strategy design framework into which to integrate functional knowledge gained in earlier courses with strategy and policy issues. 

b. Awareness of the centrality of ethical values in the context of individual and organizational effectiveness. 

c. Comprehension of the breadth of responsibility of the modern corporation.  

3. Marketing

a. Understanding of the vocabulary of marketing.

b. Understanding of the principles of sound and ethical marketing, including product development, pricing, promotion, distribution, and consumer behavior.

c. Ability to apply marketing principles to realistic marketing situations.

FINAL COMMENTS

You are a representative of Christ Jesus and of SWU when you are in your internship.  This is an exciting time where we will help facilitate your entry (for some) in the business world.

If there are any issues and struggles with your internship, professionally or personally, please contact your faculty supervisor immediately.  Matters of termination or relocation of an intern reside with the supervising faculty member and the dean of the School of Business. 

Southern Wesleyan University
School of Business

Internship PROCESS
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BUSINESS INTERNSHIP APPLICATION -Fall Semester - 2007

DEADLINE:  September 4th, 2007           Return to Dr. Mahony jmahony@swu.edu
Name                                                                           SWU  #  





Home Address                                                        

 Birth Date 

                                      


                                                           

Cum GPA 

      

Campus Address 









                                                                                                                     

Home Phone ________________________________Campus Phone ______________________

Years you have attended SWU                                . Home email: _________________________

Classification during internship will be:  Junior         ;  Senior         ;  Post-grad 
        
Anticipated Career Interests: 










Types of Business Experience in which internship is preferred (INDUSTRY & JOB TYPE)

For example:  Banking, marketing department.


1st Choice                                                    
2nd Choice 



                                               

3rd Choice 




                                                
Could you have an auto available if necessary for work transportation?  Yes          No 
  

Please attach a personal résumé.  Your submitted résumé will be duplicated for presentation to client.  Prepare your résumé using the “Elegant” résumé template in Word and email it to the professor. 

I understand that the specific type of position preferred, compensation, and/or expense reimbursements are not guaranteed.






(Signed) 



Date: 



DO NOT WRITE IN THIS BOX         

Date Received:                   Client Placement: 





                                                                              
Approved:  Yes          No          Position: 






                                                                                           
Campus Interview                   Supervisor: 





                                                                                         
Client Interview                 
  Address: 






Client Phone: _____________________________________________                                                               

You find this Microsoft Word template by going to File, New, Other Documents, Elegant Resume

RichARD C. ANdrews

	objective

	
	 MACROBUTTON NoMacro [Click here and type objective]

	Experience

	
	2001–2003
Arbor Shoe
Southridge, SC

National Sales Manager

· Increased sales from $50 million to $100 million.

· Doubled sales per representative from $5 million to $10 million.

· Suggested new products that increased earnings by 23%.

	
	1998–2000
Ferguson and Bardell
Southridge, SC

District Sales Manager

· Increased regional sales from $25 million to $350 million.

· Managed 250 sales representatives in 10 Western states.

· Implemented training course for new recruits — speeding profitability.

	
	1990–1998
Duffy Vineyards
Southridge, SC

Senior Sales Representative

· Tripled division revenues for each sales associate.

· Expanded sales to include mass market accounts.

· Expanded sales team from 50 to 100 representatives.

	Education

	
	1991–1995
Southridge State University
Southridge, SC

· B.A., Business Administration and Computer Science.

· Graduated Summa Cum Laude.

	Interests

	
	Southridge Board of Directors, running, gardening, carpentry, computers.

	Tips

	
	Select text you would like to replace, and type your information.




fax (123) 098-7654 • e-mail me@mycompany.com

12345 Main Street • any city, State or Province 12345-6789 • Phone (123) 456-xxxx

Intern Self-Evaluation Form

Intern Name    












Job Title 





    Department 






Company  














                                                                                                                       

Address  













                                                                                                                       

Supervisor                                                    
 
   Title  






Internship period from: 


  to  



1.   Based on the following scale how would you assess the clarity of your expectations and tasks?


1______
 
    2 ______     
       3______
   4______                5______


  Unsatisfactorily
       Partially
         Adequately
   Clearly

  Exceptionally


  defined
                  defined
         defined
    defined
            defined

2.   How well did you feel you were able to meet the requested expectations and tasks?


1______
   2______
             3______
    4______
 5______


  Did not meet
     Partially
          Met
  
   Exceeded

   Consistently


  expectations
     met 
          expectations
   expectations
   exceeded



          expectations
   expectations

3.   How was your work environment?

1______                   2______                  3______
     4______
     5______

  Poor                         Fair                          Good
    Excellent
  Outstanding

4.   How would you describe the other employees’ interaction with you?

1______                   2______                  3______
     4______   
5______

  Poor                         Fair                          Good
       Excellent
  Outstanding

Intern Self-Evaluation Form ~ page 2

5.   What was the highlight of your experience?

6.   What was the low point of your experience?

7.   What would have improved your intern experience?

8.   Explain the skills that you learned and how you will use these skills in the future.

9.   How did this experience affect your perceptions of this company?

10.  How did this experience affect your interest in pursuing a similar position?

Other comments:

Signature of intern 






    Date 





Business & Accounting Internship Evaluation

Intern Name    











                                                                                                                      

Job Title 












    

Department 














Company 














                                                                                                                       

Address  












                                                                                                                   

Supervisor                                                     

   Title  






Internship period from: __________  to __________

This evaluation will assess the achievements of the intern in relation to the expectations and tasks established at the beginning of the internship.  The process includes the completion of this form by 

the supervisor and a formal review by the supervisor with the intern.

Assessment Scale: 

5
Consistently exceeds expectations

Performance is exceptional.  Intern demonstrates unusually high level of accomplishment 

in contributing towards achievement of assigned responsibilities.

4
 Exceeds expectations

Performance clearly exceeds the full range of duties and responsibilities.  Work is of high 

quality, far above the standard, and is achieved on a consistent basis.

3
Meets expectations

Performance meets expectations.  Intern achieves objectives, meets requirements at a competent and dependable level.

2 Partially meets expectations

Performance needs improvement to meet the standard level.  Performance characterizes superficial knowledge for the expectations and tasks of the position.

1 Does not meet expectations

Intern fails to achieve minimum acceptable level of performance.  Performance characterizes lack of knowledge for the expectations and tasks of the position.
Characteristics:




Supervisor Evaluation Form ~ page 2

The following job characteristics signify what the Southern Wesleyan University Business Department considers important in performing defined expectations, tasks, and responsibilities.  The following assessment signifies the performance of the intern using the assessment scale from page 1 of this form.  If a job characteristic is not applicable to the intern’s performance objectives, N/A will be used in the assessment column.

	JOB CHARACTERISTICS
	ASSESSMENT
	COMMENTS

	1.  Job knowledge
Demonstrates technical competence to perform the job.
	
	

	2.  Accountability
Accepts responsibility for all job duties.  Takes ownership of job responsibilities and for professional behavior in the workplace.
	
	

	3.  Internal Relationships

Intern works efficiently and cooperatively with co-workers and other departments.  Is responsive to organizational needs.
	
	

	4.  External Relationships
Represents the company with courtesy, tact and efficiency.  Interacts effectively with the public.
	
	

	5.  Quantity of Work

Produces the required amount of work in the required time frame; provides services to appropriate members of staff without forfeiting quality of work product.
	
	

	6.  Initiative
Voluntarily takes on tasks or responsibilities.  Actively seeks out ways in which to contribute.
	
	

	7.  Work/Self-Management
Plans and organizes own work, uses time effectively and sets appropriate priorities.
	
	

	8.  Problem Solving & Decision-Making
Able to resolve work problems and make appropriate decisions within the scope of responsibility.  Knows when to seek supervisory guidance to resolve problems.
	
	

	9.  Communications
Is skilled in transmitting and receiving information orally and in writing, both with individuals and groups.
	
	

	10.  Performance Management
Sets appropriate standards for self.
	
	

	11.  Teamwork
Participates in team decision-making and works toward accomplishment of team goals.  Actively participates in taskforces.
	
	

	12.  Flexibility
Able to adapt to new and/or challenging or changing situations.
	
	

	13.  Reliability
Timeliness, attendance, takes on additional responsibilities, etc. as needed.
	
	

	14.  Creativity
Proposes new ideas.  Finds new and better ways of doing things.  Has ability to think “outside the box”.
	
	

	15.  Appearance
Dresses appropriately for the workplace.
	
	


Supervisor Evaluation Form ~ page 3
List the most significant projects or activities in which the intern has participated while under your supervision and rate the intern’s performance in that activity.















     Assessment
1.








    











 5   4   3   2   1 



2.





















5   4   3   2   1
3.





















5   4   3   2   1
Strengths exhibited: 

Areas for growth & improvement: 

Comments: 

Overall Performance
  ______ Excellent     _____    Very Good      ______ Good       _____ Marginal
    _____ Unsatisfactory

Signatures

The signatures on this evaluation signify that the supervisor has completed this form in good faith and discussed 

it with the intern.

Signature of supervisor 





    Date 



Signature of intern 






    Date 




(Supervisor and intern keep a copy) 

SOUTHERN WESLEYAN UNIVERSITY

School of Business

Student Intern Activity Report

Name 





                                                

Cooperating Firm    





                                               
Visited by                                                   

Date     





1. Briefly describe your activities  










2. Do you feel your activities are worthwhile and helpful to you?                  If no,

explain.        











3. How often do you interact with your supervisor?

                Daily               Twice a week               Weekly               Once in a while 

4. Does your supervisor provide you with adequate feedback?               If no, explain.

5. How many days have you missed work since the supervising professor's last visit? 

   
Reason(s)    











6. Additional remarks    










SOUTHERN WESLEYAN UNIVERSITY

School of Business

Student Intern Log of hours worked 

	Date
	Start time
	Ending time
	Hours worked

	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Signature: _____________________     Total hours worked:  ___________
Date:  ___________    
School of Business


907 Wesleyan Dr.					Phone:  864-644-5343


Central, SC  29630					Fax:      864-644-5959


							E-mail:  jmahony@swu.edu





Students sign up 


for the course








Students go to class meeting / orientation first week of classes








Students fill out internship application & complete a resume


SUBMIT to faculty








Faculty contacts local companies





Information letter





Student sets up an interview with company








Student and company agree on placement








Faculty sends internship agreement contract to company





Internship Agreement





Student is placed in internship








Monthly reviews of student activities, papers, and class to debrief experiences








Company does intern evaluation


Student does self-evaluation








Student acquires practical business skill & develops character through internship





Faculty evaluates resume and internship need / possible match





Requests student to redo resume if unprofessional





Second week of semester





SOUTHERN WESLEYAN UNIVERSITY


School of Business 


907 Wesleyan Dr.					Phone:  864-644-5343


Central, SC  29630					Fax:       864-644-5900


							E-mail:   jmahony@swu.edu





SOUTHERN WESLEYAN UNIVERSITY


School of Business 


907 Wesleyan Dr.							Phone:  864-644-5343


Central, SC  29630							Fax:       864-644-5958


																			E-mail:  	jmahony@swu.edu








