Start Off on the Right Foot with your College Intern

Intern Workflow Planning Tool 
Supervisor Name: 
Job Type: 
Company: 
Start Date:
Arrival Preparations
Intern Year Long Goals 
Please List: 3 Goals, Outcomes, or Skills you Desire your Intern(s) to have by the End of the Internship 
 Hardware Required (Computer, Phone, Desk)
Network Access (Email, Wifi, Specific Programs, Sharepoint, ServiceNow)
2nd Contact Person (Out of Office, Unavailable)
Security Badge & Access 

IT – Service Desk
8/20/2018

Service Desk to provide and have set up
Computer and softphone at workstation
Jim Jeff–Mentor/Tom Michael-Senior
Will be acquired through WebCARF process once network ID is obtained. 
Service Desk Supervisor to arrange
Show an aptitude towards learning new IT skills and have learned at least two new skills 
	Such as:  
Increased knowledge in Microsoft Excel
Be adept at Microsoft Outlook, email and scheduling

Be able to complete work assigned with little direction – Examples: 
	Run reports and collect date
		Daily Snapshot
		Trend analysis reports
		Flash report (weekly and monthly)
		Knowledgebase Key Work reports

Be proficient at ServiceNow ad hoc reports and ServiceNow filters.



Onboarding Two Week Schedule
Time
Monday 

________________
Tuesday

________________
Wednesday

________________
Thursday

________________
Friday

________________
1:00 PM
Rm 562 
Meet and Greet with full team[image: ]
Basic training – John Smith - ServiceNow [image: ]
Basic Training – John Smith- 
Basic Training – John Smith
Advanced Training – John Smith
1:30 PM
HR Paperwork/Introduction to Allina [image: ]

Basic skills assessment  –
Basic training –
Basic training –
Advanced Training[image: ]
2:00 PM
Computers - login/security; online training
1. Rules and regulations (ITS person on call in case login issues)
2. Security pictures and badges

Basic training –
Basic training –
Basic training –
Advanced Training
2:30 PM

Basic training –
Basic training –
Basic training –
Advanced Training
3:00 PM
Tour of 4th and 5th floors; Greenway
Basic training –
Basic training –
Basic training –
Advanced Training
3:30 PM
Mentors - Pickup Interns to take to cubes to get set up 

Basic training –
Basic training –
Basic training –
Advanced Training
4:00 PM
Cube orientation
Basic training –
Basic training –
 [image: ]Review of what was learned this week
Review of what was learned this week during basic training (can be moved to Friday if basic training continues until then.)
Advanced Training
4:30 PM
PC / Cube Orientation - Mentors - Escort intern to lobby. Badges may or may not be ready for pickup  [image: ]
Load apps on pc.  
Basic training – 
Team Player [image: ]

Advanced Training
s














Onboarding Two Week Schedule (continued)
Time
Monday

________________
Tuesday

________________
Wednesday

________________
Thursday

________________
Friday

________________
1:00 PM
Advanced Training – Service Now
Advanced Training – SN – Gathering Data [image: ]
Advanced Training - Verint
Advanced Training
Advanced Training
1:30 PM
Advanced Training – Service Now
Advanced Training – ad hoc filters
Advanced Training
Advanced Training
Advanced Training
2:00 PM
Advanced Training - ?  sit with Molly - SN support
Advanced Training - reports
Advanced Training - Daily Snapshot
Advanced Training
Advanced Training
2:30 PM
Advanced Training - ?  sit with Jill
Advanced Training - CMS
Advanced Training –  Flash Report - Weekly
Advanced Training
Advanced Training
3:00 PM
Advanced Training - ?  sit with Jill 
Advanced Training - CMS
Advanced Training – Flash Report - Monthly
Advanced Training
Check apps and access.
3:30 PM
Ride along with Analyst
Ride along with Analyst
Ride along with Analyst[image: ]
Ride along with Analyst
Review/test learning from the past week.  Answer questions. [image: ] 
4:00 PM
Ride along with Analyst
Ride along with Analyst
Ride along with Analyst
Ride along with Analyst
Review/test learning from the past week
4:30 PM
Ride along with Analyst
Ride along with Analyst
Ride along with Analyst
Ride along with Analyst
Review/test learning from the past week








Suggested Intern Orientation Checklist
Explain the Mission of the Organization
 
· How did the organization start? Why? 
· What is unique about your product or service? 
· Who benefits from your product or service? 
· What are the organization's current objectives? 
· How may the intern contribute to those objectives? 

Explain the Organization Structure

· Intern Supervisor & Leadership Structure 
· Department Responsibility 
· Department Decision Making Process 
· Which Personnel Can Answer Different Kinds of Questions? 

Define the Intern's Responsibilities
 
· Intern's Role? 
· Projects to be Assigned to Intern? 
· Resources Available to Intern? 
· Required Training? Schedule Time for Onboarding 
· Intern interactions with Clients and Vendors? 
· Tasks to be Completed without Supervisory Approval? 
· Do Other Employees Understand the Intern's Role? 
· Introducing the Intern to Staff, Clients, & Vendors
· Additional Opportunities and Resources Available to Intern

Outline Organizational Rules, Policies, & Expectations

· Special Industry Jargon
· Work Standards and Procedures
· Supervisor Access for Intern (days, times, and duration) 
· Mail, Phone and Email/Network Tips & Tricks?
· Required Safety Obligations
· Completed Projects Procedure
· Required Regular Forms & Reports
· Security & Confidentiality Concerns
· Dress Code & Appearance Policy 
· Tour: Assigned Work Space, & Areas of Interest (Lunch Room, Prayer Area, and Restrooms)
Review General Office Information

· Emergency Protocols 
· Working Hours & Breaks
· Absence Accountability (Sick and Vacation Requests)
· Staff Meeting Schedule 
· Parking and/or Parking Permits 
· Cell Phone Policy (if Applicable) 
· Computer Passwords and Email System 
· Office Equipment (Fax, Shredder, etc.)
· Office Resources (Files, Supplies, Manuals, etc.)
[bookmark: _GoBack]Experience shows that employers who take adequate time at the beginning of the internship to orient the student reap productivity and effectiveness more quickly than those who don't. 
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