
 

INTE 391 

All of this information is from the CANVAS class (LMS) 

Internship Program, x6016 

Internship Faculty Advisors (IFA):  Orlando Williams, owilliams@messiah.edu 

Joy Fea, fea@messiah.edu  

Ashley Jones, ajones@messiah.edu 

 

INTERNSHIP PROGRAM MISSION AND GOALS 

The mission of the Messiah University Internship Program is to honor God by educating students 

in self-directed learning, reflection, professional development, self-assessment, career 

exploration and faith integration. 

Internships represent a learning strategy that integrates practical work experience with a directed, 

reflective, academic component to help you develop personal, professional and academic 

competencies. 

 The primary goals of the Internship Program are for a student to gain: 

1. Competency as a self-directed learner 

2. Professionalism 

3. Self-assessment and reflection skills 

4. Career exploration network 

5. Faith integration opportunities 

 Results/outcomes: 

1. Integrate classroom theory with real-life experiences 

2. Explore a potential career field 

3. Develop career-related skills and abilities 

4. Observe professional people and behavior 

5. Build a network of professional contacts, potentially developing mentoring relationships 

6. Gain a competitive edge for employment or graduate school admission 

7. Boost maturity and self-confidence 
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COURSE SCHEDULE – Either Spring/Fall/Summer 

January or August or May 

 Attend Orientation Class 

 Review Schedule and become familiar with CANVAS course 

 Download the Work/Reflection Log spreadsheet from CANVAS and 

begin keeping the log 

 Speak with site supervisor this week about work schedule 

   Due: Read and Sign Policies 

February or September or June 

 Schedule an appointment with Internship Faculty Advisor (IFA) via 

Zoom/In person 

 Sign up for CPDC event 

Due:  Job Description – Upload into CANVAS 

Due:  Rough draft of your Learning Objectives/Goals – upload into 

CANVAS 

Due: Appointment with IFA  

Due:  Revised Learning Objectives/Goals - signed and dated by both you 

and your site supervisor  

            Due: Have your resume checked by Career and Professional Development 

Center 

March or October or July 

 Schedule 2nd IFA appointment  

 SkillSurvey Mid-point Evaluation 

 Meet with site supervisor to discuss any midterm feedback  

Due: Professional Communication in the Workplace  

 Due:  Resume  

Due:  Mid-point evaluation – submitted by Site supervisor 

Due:  Information Interview 

 Due: Appointment with IFA  

April or November or July 

     Due:  LinkedIn Profile 

 Due:  Reflection Questions 

 Due:  CPDC Event 



 Due: Executive Summary – upload in to CANVAS and email to major 

advisor 

    Due:  Work/Reflection Log – upload it to Canvas, MUST be hand signed  



MANDATORY ORIENTATION FOR STUDENT INTERNS (50 POINTS) 

This is a one-time orientation, the only time the internship course meets altogether. Attend the 

orientation and answer the questions at the conclusion to receive credit for the assignment. 

READ AND SIGNED POLICIES (10 POINTS) 

There are documents that all NEED TO BE VERY CAREFULLY READ.  You are legally 

responsible for all of the information in each of these documents so please do not take this 

lightly.   Please read, sign the bottom of each and upload these forms.   

 Messiah University Student Intern Values Policy 

 Messiah College Harassment Policy 

JOB DESCRIPTION (25 POINTS) 

It is extremely important that you clearly understand what your sponsoring organization and 

supervisor expect from you. What responsibilities and duties will you have? What are you 

expected to accomplish by the end of the internship? How will your work performance be 

evaluated? 

Meet with your site supervisor and clarify your job description in writing. In many cases, the 

sponsoring organization may already have a written job description to review with you. If not, 

take the initiative to put into writing what you understand your supervisor’s requirements, and 

ask your supervisor to review and approve it. 

WORK/REFLECTION LOG (75 POINTS) 

This is a log of all of you hours, internship activities, and learning.  You will submit the log one 

time at the end of the semester, but you need to keep the log every day, starting the first day of 

your internship. 

CHECK-IN APPOINTMENT WITH INTERNSHIP FACULTY ADVISOR (50 POINTS) 

Meet with your IFA in the Career and Professional Development Center to discuss your 

internship and review the rough draft of your Learning Objectives
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3. After reviewing with your supervisor, both of you are to sign and date the learning 

objectives.  

Upload a Word or pdf copy to Canvas for your IFA to grade.  Or a picture. 

4. At the end of the semester you will discuss the outcomes of your learning objectives on 

your Executive Summary. 

Review your learning objective throughout the internship, and monitor your progress. If 

questions arise, consult with your Internship Faculty Advisor. Your progress and achievement 

will be both monitored and evaluated through the internship class, site visitation (where feasible 

according to college budget, time, and geographical location), site supervisor evaluation 

and Final Project presentation. 

 

PROFESSIONAL COMMUNICATION – EMAIL ETIQUETTE (50 POINTS)  

Employers universally value good communication skills. Often, an employer's first interaction 

with a candidate is through written communication, specifically email. Clear, concise, and 

professional communication is key in making a good first impression.  

For this assignment: 

1. Find an internship or job opportunity that sounds interesting to you. You can search for 

opportunities through Handshake or one of the job search sites listed on the CPDC 

website  

2. Read How to Write a Proper Email: https://www.grammarly.com/blog/email-writing-

tips/ 

3. Following the advice in the article above, write an email to the HR manager of the 

position you're interested in, introducing yourself and stating your interest in the 

position.  

o Use this email as an opportunity to articulate your elevator pitch in writing. Who 

are you? What skills and experiences do you bring to this position? Why are you 

interested in it? 

o Important: You do not need to email the actual HR manager. You can give the HR 

manager a fictitious name for the purposes of this assignment. You will submit 

this email to your IFA through Canvas.  

o You will be evaluated on all aspects of the email, including subject line, greeting, 

body of the email, and closing.  

RESUME (35 POINTS) 

You will upload a copy of your resume which includes your current internship.  Please follow 

the Resume guidelines in Career and Professional Development Center (CPDC) 

(https://www.messiah.edu/info/21086/undergraduate_students/1786/handouts_and_guides) 

) 
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1. What knowledge and skills were you able to hone or gain in this ELI experience that you 

could apply within a professional context? Describe and give examples from your ELI 

https://livemessiah.sharepoint.com/:w:/s/IDCorner/EbpL18xpuHNMi9a39jTTQlgBROP19Lsdl7PP4x3aPbld9A?rtime=3rPrxOEn10g


Future Plans 
Explain how this experience has impacted your future plans for study and work. 

Professional Networking 
What opportunities did you have to network and who did you speak with that had an 

impact on you? 

Preparation/Recommendations 
In what ways did your major-specific classes assist you in this experience? 

        What recommendations, if any, would you make to your academic department? 

  

 

ONLY FOR REPEATING INTERNS  

Because you have already completed the assignments for the course before, some of the 

assignments are not required for you.   

INTE 391 Required: 

 Work/Reflection Log 

 Two IFA appointments 

 Supervisor Email  

 Learning Objectives – final signed 

 Reflection Questions 

 Executive Summary 

 Midterm Employer Evaluation 

 Final Employer acknowledgement of hours 

 Two Information Interviews  

 Attend two events offered by the Career and Professional Development Center 

 

 

 

 



 

 

 

 


