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So You Want 
to Create an 
Internship 
Program?
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My name is Kate Szumanski, 
and this is who I am. 
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Internships 

Is it for me and my company?
• Do you have tasks associated with 

strategic projects that need 
completion? 

• Would a new, fresh perspective 
boost an area of your organization? 

• Do you have a technical need, such 
as updating your website? 

• Would any employees be more 
productive if they had some 
assistance?

What is an internship?

A form of experiential 
learning that integrates 
knowledge and theory 
learned in the classroom 
with practical application 
and skills development in 
a professional setting. –
From the National 
Association of Colleges 
and Employers 
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Benefits
• Interns can fill a specific skill need.

• Employers can check off their back-
burner list.

• Enthusiastic interns bring fresh ideas to 
the office.

• Employers have the opportunity to train 
the future workforce.

• Mid-level staff members have the 
opportunity to manage.

• It’s like an advertisement to college 
students.

• Who knows—you might find your next full-
time employee.
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Employer Responsibilities 
▹ Employers must treat interns fairly—just like 

all employees.
▹ Employers should ensure that interns are 

learning through meaningful work.
▹ Employers should understand that many 

interns require initial training to guarantee 
their success.

▹ Employers must recognize that interns are 
part of the team.

▹ Students need feedback and evaluation to 
become stellar employees.
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10 Steps to Success
Developing an Internship Program

(Huge thanks to Campus Philly for much of this information.) 
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“For a smooth and successful 
process, companies should 

plan the entire internship 
before it starts—job 

description, team and 
supervisor assignments, 

hours, compensation, projects 
and tasks, and evaluation. 

7
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1. Identify an 
internship 
coordinator. 

• At each organization, if 
possible, one person 
should coordinate all 
internships. 

• Whoever it is, he/she 
should have the capacity 
to devote time to the 
program.  

• The internship coordinator 
may work with various 
departments to determine 
the company’s needs. 

8
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2. Assess Needs.
• Do I experience a “busy time” 

when I could use support? 
• Are there any upcoming 

projects that will require extra 
staff time? 

• Is there a project that I’ve 
wanted to do, but I just 
haven’t had the time to begin? 

• Are our website and collateral 
materials as good as they can 
be? Is our database up to 
date?

• Would my company benefit 
from a research project, such 
as a competitive analysis?

3. Assign Mentor, 
Supervisor, and Project 
Team

MENTOR
Acts as the “intern buddy.” He/She will be 
the student’s go-to source for questions 
ranging from “What’s the best way to begin 
this task?” to “Is there a good lunch spot 
nearby?” The mentor can be the supervisor, 
fellow team member, or simply a longtime 
employee. 

SUPERVISOR
Is the student’s boss, assigning work, and 
monitoring progress. Regular feedback and 
structured evaluations can help the intern 
understand his/her strengths and the areas 
that need improvement, promoting growth 
during the internship.

PROJECT TEAM
Is comprised of the people with whom the 
student will work most. The best interns are 
those who are fully integrated into a team.
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ASSESSING NEEDS 
UNMET NEED

What is it?

With whom would the 
intern work?

UNMET NEED

What is it?

With whom would the 
intern work?

UNMET NEED 

What is it?

With whom would the 
intern work?
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UNMET NEED

What is it?

With whom would the 
intern work?

UNMET NEED

What is it?

With whom would the 
intern work?

TIMEFRAME

Summer Months

Fall Semester (August 
Through November)

Spring Semester 
(January Through 
April)
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FIND YOUR INTERN(S).
4. Write Internship Description 
and Solidify Pay and Hours.

Like all job listings, internship 
descriptions should clearly state 
the company background, goals 
of the position, hours and 
necessary skills, plus required 
coursework or majors. While 
shaping the description, the 
internship coordinator and the 
supervisor should determine 
whether the student will be paid 
and how many hours they expect 
the intern to work.

5. Post Internship Opening.

Publicize your open position. Post it to your 
own organization’s website and to college 
and university career management systems.

6. Evaluate and Interview Candidates.

This is similar to finding and hiring any 
employee. Because students have less 
experience than other candidates you 
may have interviewed, you should prepare 
appropriate questions beforehand. Here 
are some examples: 

• Why did you choose your major?

• What extracurricular activities are you 
involved in?

• What coursework have you completed 
that will help you succeed in this 
position?
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7. Complete Day-Before Prep.

▹Be sure that your intern has everything 
he/she needs to start off right.

▹Set up time for the intern to meet 
his/her mentor, supervisor, team and 
other staff members.

▹Designate the intern’s workspace, 
along with computer and office 
supplies.

▹Alert the appropriate person that the 
intern will need a phone number and e-
mail address (perhaps).

▹Set time for an office orientation.

12
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8. PROVIDE AN ORIENTATION 
ØRemember, this may be the student’s 

first office experience. 
ØOn your intern’s first day, ensure that 

he/she gets to know the office—
people, layout, equipment, 
procedures and etiquette. 

Ø If the internship counts for credit, you 
may be required to call a 
representative from the school or fill 
out a form outlining the goals of the 
program.

13

9. Get to Work. 
Your intern’s work will boost your bottom line 
in a few different ways: 

q His/Her work contributes to the company’s 
total output, and other employees may 
enjoy extra time to start new projects or 
further invest in current ones. 

q You’ll notice that in time and with your 
support, the intern will become a valuable 
member of the team, contributing work, 
sharing ideas, and bringing enthusiasm to 
the office every day.
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In addition to evaluating the 
student, the internal team 
should evaluate the 
internship program: 

• Did the hours work?
• Did the project or company 

benefit from the student’s 
work?

• What could have improved 
the experience? 

• Would other departments 
benefit from an intern?
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10. Evaluate the Intern and 
the Internship Program.
• You may find it useful to set up an employee 

review halfway through the internship. It’s 
here that you and the intern can discuss 
successes and areas for improvement. 

• At the end of the internship period, you should 
reiterate the student’s accomplishments and 
give advice for the future. 

• You may want to offer to be a reference for 
them as they seek new internship positions or 
full-time jobs. (Or, hire them!) 

• If the internship counts for academic credit, 
you may be required to fill out an evaluation or 
meet with a representative from the school. 

14
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Making the Decision 
Discuss internally what your organization can afford 
to offer an intern. Ask other companies in your field 
about their policies and inquire with college career 
offices. If you cannot afford “the norm,” consider 
adjusting the hours of the internship or adding other 
incentives, such as a transportation stipend. Most 
importantly, be sure that your internship would be 
perceived as a value to the student—whether through 
pay or through experience.

15

THE COMPENSATION 
QUESTION  
In some industries, unpaid internships 
are common, and compensation 
comes in various forms; in others, 
companies pay interns well. 

Levels of Compensation 
Typically, internship wages for non-
technical majors range from $10-12 
per hour, while students studying 
technical majors may pull in $15-20.

Alternatives
Many companies that cannot pay 
interns an hourly wage choose to 
compensate them in other ways—a 
monthly, semester, or project-based 
stipend; a housing allowance; parking 
or transportation reimbursement; or a 
scholarship fund that contributes to 
the cost of academic credits.
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FAQS
Q. I’ve heard about some changes in non-paid employee 
rules. Could my company get in trouble for having 
unpaid interns? 
A. Because of the increasing need for students to gain 
real-world experience to graduate and land a job and the 
pressure on employers to produce more with less in the 
current economy, non-paid internships have been on the 
rise and have gained the attention of some watchdog 
groups. The simple answer: For your unpaid internship 
program to meet regulations, ensure your interns are 
learning, gaining experience, and bolstering their related 
coursework.

16
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FAQS
Q. Interns are young, inexperienced and don’t 
have a real tie to the company. Are they more 
trouble than they’re worth? 

A. On the contrary, most interns prove to be 
enthusiastic employees who bring new life to 
projects or procedures. After all, when they aren’t 
working at their internship, they’re learning the 
most up-to-date information about their chosen 
field of study.
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FAQS
Q. How long are internships? 

A. Typically, internships last 10 to 12 weeks 
and run on the same timeline as semesters: 
fall (August through December), spring 
(January through May) and summer (May 
through August). However, your internship 
program can be customized to fit your needs. 
For example, if you have a two-month project 
that calls for additional help, search for 
students who want to work in that timeline. 

18
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FAQS
Q. Can I hire an intern as a full-time employee 
at the end of their internship? 

A. That’s one of the great advantages of an 
internship program. It gives employers the 
opportunity to find talented young 
professionals before they graduate. Once 
they get their diploma, feel free to offer them 
a permanent full-time position at your 
organization. 
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THANKS!
Any questions?
You can find me at:
Kathryn.Szumanski@Villanova.edu

@KateSzumanski on Twitter
LinkedIn

20
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PRESENTATION DESIGN
This presentation uses the following typographies and colors:
▹ Titles: Miriam Libre
▹ Body copy: Barlow Light

You can download the fonts on these pages:

https://github.com/MichalSahar/Miriam-
Libre/tree/master/fonts/otf

https://www.fontsquirrel.com/fonts/barlow

Indigo #a5b0fe

You don’t need to keep this slide in your presentation. It’s only here to serve 
you as a design guide if you need to create new slides or download the fonts 
to edit the presentation in PowerPoint®
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EXTRA GRAPHICS

22

https://github.com/MichalSahar/Miriam-Libre/tree/master/fonts/otf
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SlidesCarnival icons are editable shapes. 

This means that you can:
● Resize them without losing quality.
● Change line color, width and style.

Isn’t that nice? :)

Examples:

23
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Now you can use any emoji as an icon!
And of course it resizes without losing quality and you can change the color.

How? Follow Google instructions 
https://twitter.com/googledocs/status/730087240156643328

✋👆👉👍👤👦👧👨👩👪💃🏃💑❤😂

😉😋😒😭👶😸🐟🍒🍔💣📌📖🔨🎃🎈

🎨🏈🏰🌏🔌🔑 and many more...

😉

24

24

https://twitter.com/googledocs/status/730087240156643328
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Place your screenshot 
here
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iPHONE PROJECT
Show and explain your web, app or 
software projects using these 
gadget templates.
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