Please email your completed Position Description to Linda: lmcascarelli@ysu.edu

This is our Format Form for your Internship or Co-op Description  
[Please put your organization’s logo in this area of your description]

If you don’t have a formatted logo online, please type your organization’s name in place of this heading 

ALL BLUE INK SHOULD BE REMOVED BEFORE EMAILING
Date (month year):

     
Intern/Co-op:


     please leave this space blank
Internship/Co-op Title:
     
Internship Location:

     
Supervisor’s Title:

     
Desired Semester(s):
please indicate Summer 2008 (May 19-August 12) and/or Fall 2008 (August 25-December 12)
ORGANIZATION / INTERNSHIP SELLING POINTS:
(Share information about your organization and why a Student would want to intern with you in this internship)  
INTERNSHIP LEARNING OBJECTIVES:
(3-5 things that the Student Intern should glean from this experience, they should be measurable)   
INTERNSHIP DUTIES / RESPONSIBILITIES:
(What duties and activities are expected from the Student to be successful – Expectations should be based on learning activities a student can successfully complete within the hours required during one 15-week semester (summer semesters are 12 weeks)  
	Majors
	Min Hours

Required
	Average Hours

Per Week
	Academic

Credit

	Business freshmen and sophomores
	150
	10
	1

	Business juniors and seniors
	225
	15
	3

	Business nonprofit juniors and seniors
	300
	20
	3

	Computer science juniors and seniors
	225
	15
	1-4

	Engineering juniors and seniors
	300
	20
	1

	Engineering tech juniors and seniors
	400
	27
	1

	Masters level students (higher level projects)
	225
	15
	3


MINIMUM QUALIFICATIONS:
(List minimum requirements, i.e. major, class standing, GPA, classes taken, experience level, car, driver’s license, dress requirements, drug testing, background check, ability to work certain hours/days, ability to lift a certain amount, any physical needs, etc.)  
COMPENSATION:
(Indicate hours per week, hourly pay/salary/stipend, pay range, commission, bonuses, pay periods, etc.  PLEASE NOTE:  If UNPAID or a STIPEND, the Student Intern will work no more than the minimum required hours for their course (150, 225, 300 or 400) – unless otherwise negotiated prior to the Intern beginning the internship.)   
CONTACT INFORMATION:
Employer:


     
Address:


     
City / State / Zip:

     
Main Phone Number:
     
Website Address:

     
Contact Person:

     
Position / Title:

     
Email Address:

     
Phone Number:

     
Fax Number:

 
     
Intern Supervisor:

          If the Intern will be supervised only by the Contact, type SAME on this line, delete lines below
Supervisor Title:

     
Email Address:

     
Phone Number:

     
Fax Number:


     
See SAMPLE Marketing Internship Description below—please delete it before emailing your internship description 

Please delete this SAMPLE description before emailing your internship description
	[image: image1.png]



	SAMPLE MARKETING, INC.


Date:



September 2007
Intern:





Internship Title:

Marketing Intern
Department Location:
Marketing – Youngstown, OH
Supervisor’s Title:

Director of Marketing
Desired Semester/Period:
Spring and/or Summer 2008
ORGANIZATION / INTERNSHIP SELLING POINTS: 

Founded in 1975, SAMPLE MARKEING, INC. (SMI) is a full-service national marketing firm specializing in the pharmaceutical and healthcare industry.  National award-winning advertising with 11 Clio Awards for international ad campaigns and has maintained over 20% of the Fortune 500 as clients in the last 12 years.

Our Marketing Intern will get an excellent look at the healthcare industry from a hands-on, learn-by-doing market research approach supervised by a seasoned healthcare marketing professional who will provide the Intern with as much responsibility as she or he can handle. Our last three Interns were hired full time. 

INTERNSHIP LEARNING OBJECTIVES:

· Learn to work in a demanding team environment with marketing professionals

· Hands-on experience in marketing research, data analysis and presentation development

· A realistic look at targeted marketing and communications in a full-service marketing firm

INTERNSHIP DUTIES / RESPONSIBILITIES:

· Research competitve markets, collect and analyze data, and develop presentations for clients

· Assist in developing internal and client reports using Microsoft Excel and Access

· Assist in developing print, television and radio media campaigns

· MINIMUM QUALIFICATIONS / REQUIREMENTS:

· Junior or senior marketing or advertising/public relations major with a minimum overall 2.5 GPA

· Knowledgeable in Microsoft Word, PowerPoint, Excel, Publisher, Access and Internet research

· Excellent written, verbal and listening communications skills

· Must be team oriented as well as self-motivated enough to able to work with little supervision

· Creative, dependable, detail-oriented and great follow-through skills

COMPENSATION:

Will work around the Intern's schedule – 15-20 hours per week at $8.50 per hour, paid bi-weekly

CONTACT INFORMATION:

Employer:


Sample Markeing, Inc.
Address:


One Federal Plaza West
City/State/Zip:

Youngstown, OH 44503

Main Phone Number:
(330) 555-5000
Website Address:

www.samplemarketing.net
Contact Person:

Heather Ropper
Position/Title:

Human Resources Manager

Email Address:

heather.ropper@samplemarketing.net
Phone Number:

(330) 555-5100

Fax Number:


(330) 555-5101

Intern Supervisor:

Donald Trumpet

Position/Title:

Director of Marketing

Email Address:

don.trumpet@samplemarketing.net
Phone Number:

(330) 555-5565

Fax Number:


(330) 555-5566
Internship Description Approved by: ____________________________________________________ Date: __________________

Department Chair’s Signature


