Start Off on the Right Foot with your College Intern


Enterprise Mobility (IT) Intern
August 20, 2018

MacBook, iPad, iPhone, Workspace
Jeff Jacobs
Email, Wi-Fi, Box (content-sharing tool) configured upon arrival
Security Badge Required
1. Develop and/or strengthen interpersonal (soft) skills that are critical to success in the classroom, as a student, in the work environment, as a young professional, and in the community, as a valued member of society.
2. Learn how to diagnose and provide support for technical issues across the enterprise’s mobile app inventory. Connect with affected users, to help them troubleshoot and identify solutions to issues that impact their user experiences with Medtronic’s technical portfolio.
3. Identify area(s) of interest that you may want to pursue in your education and professional career, by networking with other interns, individual contributors, mentors, and/or business teams within the organization.
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 

Onboarding Two Week Schedule
Time
Monday 
August 20
________________
Tuesday
August 21
________________
Wednesday
August 22
________________
Thursday
August 23
________________
Friday
August 24
________________
1:00 PM
N/A
Building Tour & Get-to-Know-You (GTKY) [image: ]
Enterprise Mobility Core Apps & Services Overview
Medtronic Meetings App & GTKY (Angi)
User Experience Design for Mobile Apps
1:30 PM
N/A
Building Tour & Get-to-Know-You (GTKY)
Enterprise Mobility Core Apps & Services Overview
Medtronic Meetings App & GTKY (Angi)
User Experience Design for Mobile Apps
2:00 PM
N/A
Team Member Introductions [image: ]
App Inventory & iOS Testing
Folio App & GTKY (Molly)
General App Support Activities
2:30 PM
N/A
Workspace and Equipment Configuration [image: ]
App Inventory & iOS Testing
Folio App & GTKY (Molly)
Administrative Matters/Misc. Activities
3:00 PM
N/A
Workspace and Equipment Configuration
Work on Cornerstone Trainings
Effective Time Management & GTKY (Cate)
Work on Cornerstone Trainings (If Necessary)
3:30 PM
N/A
Workspace and Equipment Configuration
Work on Cornerstone Trainings
Effective Time Management & GTKY (Cate)
Work on Cornerstone Trainings (If Necessary)
4:00 PM
N/A
Team Overview, Expectations, Job Responsibilities, General Q&A [image: ]
Work on Cornerstone Trainings
Work on Cornerstone Trainings
Work on Cornerstone Trainings (If Necessary)
4:30 PM
N/A
Team Overview, Expectations, Job Responsibilities, General Q&A
Work on Cornerstone Trainings
Work on Cornerstone Trainings
Work on Cornerstone Trainings (If Necessary)















Onboarding Two Week Schedule (continued)
Time
Monday
August 27
________________
Tuesday
August 28
________________
Wednesday
August 29
________________
Thursday
August 30
________________
Friday
August 31
________________
1:00 PM
1:1 & Week-in-Review
Project Management 101 & GTKY (Sean)
Medtronic Meetings Support (Angi) 
App Deployments & GTKY (Mark)
Set up time to meet with key contacts on related teams  [image: ]
1:30 PM
1:1 & Week-in-Review
Project Management 101 & GTKY (Sean)
Medtronic Meetings Support (Angi)
App Deployments & GTKY (Mark)
Set up time to meet with key contacts on related teams
2:00 PM
Business Analyst 101 & GTKY (Mahshad)
Content Management System Intro
Priority Management
App Inventory Re-Signings
General App Support Activities
2:30 PM
Business Analyst 101 & GTKY (Mahshad)
Content Management System Intro
Priority Management
App Inventory Re-Signings
General App Support Activities
3:00 PM
App Testing & Familiarization
Analytics & Performance Monitoring
ServiceNow & Support Tickets 
Development Planning
Administrative Matters/Misc. Activities
3:30 PM
App Testing & Familiarization
Analytics & Performance Monitoring
ServiceNow & Support Tickets
Development Planning
Administrative Matters/Misc. Activities
4:00 PM
App Testing & Familiarization
Free[image: ]
Free
Worktime
Free
4:30 PM
App Testing & Familiarization
Worktime
Free
Free
Worktime








Suggested Intern Orientation Checklist
[bookmark: _GoBack]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.)
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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