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INTERNS ARE A CREATIVE,  
TALENTED  

RESOURCE FOR YOUR  
ORGANIZATION 

Western Washington University 

Employer’s Guide to 
Developing an Internship 

A wide variety of large and small busi-
nesses, non-profit organizations, and 
public sector institutions have found that 
Western Washington University student 
interns are a dynamic and cost-effective 
resource for their organizations. In fact, 
many employers have found them to be 
so successful that they have built intern-
ships into their long-term operations and 
staffing plans.   

Interns are  a GREAT resource. For example, in-
terns may: 

• Assist on special projects  

• Provide additional help during peak business 
periods 

• Offer fresh, creative perspectives and energy  

• Possess a willingness to learn and try new 
ideas 

• Contribute experience with research tech-
niques, computer skills, and current theoretical 
knowledge 

• Serve as additional staff at minimal or no cost, 
without making a long-term commitment 

• Provide an organization with a low-risk opportu-
nity to try out a possible new employee for a 
future job opening 

HOW EMPLOYERS BENEFIT FROM AN 
 INTERNSHIP PROGRAM 

In order to attract top quality interns, savvy em-
ployers understand the benefits to the student and 
structure internships in such a way that the experi-
ence benefits both the student and the employer.  
Students seek internships that allow them to: 

• Gain work experience in a professional envi-
ronment  

• Receive professional mentoring 

• Establish a professional network  

• Make their academic studies more relevant 
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WHAT STUDENTS LOOK FOR IN AN  
INTERNSHIP 



Internship programs offer students an op-
portunity to expand their education into 
the world of work.  They put classroom 
theory into practice, test tentative career 
choices and build their professional ex-
perience in preparation for graduation.  

Internships are designed by the employer 
to meet their organizational needs while at 
the same time providing for the needs of 
the intern.   

Interns make a short-term, time-limited 
commitment to work for an employer to 
gain valuable experience and exposure to 
the work environment in their field of inter-
est.  The employer in turn, commits to pro-
viding a learning experience and specific 
work assignments related to a student’s 
studies and/or career interests. 

Depending on the situation, internships 
may be highly structured or, alternatively, 
they may be quite flexible.  An internship 
can be part-time or full-time, paid or un-
paid.  Some internships last only one 
quarter, some are as long as a year.   

Academic credit may or may not be avail-
able, depending on a student’s major. An 
employer does not necessarily have to 
approach an academic department prior 
to developing an internship.  In most 
cases, it is the responsibility of the student 
intern to identify a faculty advisor to work 
with during the internship.  In these cases, 
the student, faculty advisor and employer 
work cooperatively to identify realistic 
learning goals for the internship.  The em-
ployer may be asked to provide a written 
evaluation at the end of the internship. 

WHAT IS AN INTERNSHIP? 

Developing an Internship:  GETTING STARTED 

Special Projects. Most employers have a 
“wish list” of projects that need to be done but 
have limited or no staff to organize and imple-
ment them.  

Students, because of the nature of their aca-
demic schedules, often seek internship oppor-
tunities of limited duration (generally 2-3 
months). Thus, employers find interns to be an 
ideal solution for their “wish list.”  

For example, interns can be assigned to organ-
ize research projects, plan special events, or 
develop special promotional campaigns.  When 
developing an internship involving special pro-
jects, you should identify goals, timelines, and 
outcomes so that everyone understands the 
purpose and expectations involved. 

On-Going Operations.  Some organizations 
experience peak periods where additional staff 
are needed.  Others may operate under limited 
budgets and need additional staff throughout 
the year.   

Interns may be able to alleviate some of these 
challenges.  For example, interns may be as-
signed to serve as facilitators for youth groups, 
human resource management support staff, 
public relations assistants, or marketing associ-
ates.   

Remember that students are looking for intern-
ships that provide them with pre-professional 
experience with an opportunity to learn.  There-
fore, it is probably not a good idea to assign an 
intern to a position which is strictly clerical.  Of 
course, as with any job, there may be some 
clerical duties involved in the internship; they 
should not be the only duties of the intern. 

WHAT CAN AN INTERN DO FOR US? 

QUESTIONS?  CONTACT THE WESTERN WASHINGTON UNIVERSITY  

CAREER SERVICES CENTER AT (360)650-3240 



Hiring an intern is a cost-effective strategy for 
meeting immediate and long-term personnel 
needs.  Internships cost little or nothing com-
pared to regular full-time employees. Some 
interns work without pay and those that are 
compensated are paid modest wages, a 
monthly stipend, or whatever an organization 
can afford and feels is equitable. Generally, 
interns do not receive employee health or re-
tirement benefits.  

HOW MUCH DOES IT COST? 

Developing an Internship:  THE BASIC SUPPORT 

How long will the internship last?  Once you 
determine what the intern will do, you should 
then determine how much time it will take to 
accomplish the goals.  Generally, students look 
for internships that last 2-3 months, coinciding 
with the academic quarter.  However, it is not 
unusual for students to stay longer at intern-
ships which they find fulfilling.   

If you feel that an intern needs to commit to a 
longer period, that is fine, just bear in mind that 
you may be limiting your candidate pool. 

Part time or full-time?  Some internships are 
set up on a part-time basis (10-20 hours per 
week), allowing students to gain experience 
while maintaining a partial or full load of credits.   

Many students intern during the summer 
months when they have the greatest amount of 
free time.  This is convenient for employers be-
cause this is also the time when many organi-
zations choose to begin special projects that 
may require additional labor. Occasionally, stu-
dents are willing to take time off from classes 
during quarters other than summer in order to 
intern full-time.   

DETERMINE HOW MUCH TIME IT 
WILL TAKE TO GET THE JOB DONE  

A crucial and occasionally overlooked 
step in developing internships involves 
identifying the office support needed for a 
successful internship.  To get the most out 
of an internship, the employer should con-
sider the following: 

• Who will supervise the intern?   

• Will the intern work in one department 
or several?  

• What kind of orientation and training 
will the intern need?   

• Where will the intern’s work area be 
located?  

• Will the intern have access to equip-
ment and tools to accomplish the tasks       
(e.g., telephone, fax, computer, etc.)? 

• What hours will the intern work? 

• Will the intern be paid?  How much? 

• What will be the intern’s daily routine 
be? 

IDENTIFY THE NECESSARY  
OFFICE SUPPORT  

 



Developing an Internship:  RECRUITING 

Once you establish some of the intern-
ship basics, you can write a job de-
scription.  You’ll use this description to 
recruit and hire the intern.  Many em-
ployers also find this useful to inform 
staff about the intern and to establish 
clear expectations about the intern-
ship.  It is a good idea to include the 
following in a brief description: 

• A brief organizational description  

• Position title 

• Skills & qualifications required or 
preferred 

• Duties and responsibilities 

• Pay rate (if any) or other compen-
sation. Other benefits  

• Students will be interested to know 
about the professional value of the 
internship. For example:  network-
ing, learning opportunities, special 
experience/skills to be gained 

• Hours per week 

• Start/end dates of the internship 

WRITING THE JOB  
DESCRIPTION 

The Career Services Center can provide you as-
sistance in recruiting the right student for your 
internship.  To be successful, you should con-
sider using the following resources: 

Online Listing.  The Career Services Center will 
list your internships free on an online Internship 
Connections bulletin at www.careers.wwu.edu.  
To submit a listing, complete the online form on 
our website. If it is more convenient, you may 
email the information to Careers@wwu.edu.   

When we receive your listing, we will also email 
appropriate academic departments and students 
who have expressed an interest in internships. 

Contacts in departments.  Since students often 
seek information about internships from their 
academic departments, it’s an excellent idea to 
send internship postings directly to faculty and 
staff.  The Career Services Center can provide 
you with contacts and addresses. 

Classified advertising in the student newspa-
per.  The Western Front is widely read by stu-
dents and is distributed free on campus twice a 
week.  Classified advertisements reach a large 
audience and the cost is reasonable.  For more 
information contact the Western Front directly at 
(360) 650-3160. 

Flyers.  The Career Services Center will distrib-
ute flyers to departments and other places where 
students seek information about internships.  For 
more information, contact the Recruitment Coor-
dinator at (360) 650-2944. 

Internship & Career Fairs.  The Career Ser-
vices Center hosts several career and internship 
fairs each year. A booth at one of these events is 
a great way to reach and meet a large numbers 
of students seeking internships. 

ADVERTISING THE POSITION 



Developing an Internship:  THE LEARNING CONTRACT 

A student interning for academic credit  
may be required to develop a learning 
contract.  It resembles a job description,  
but its purpose is to formally identify the 
responsibilities and expectations of both 
the intern and supervisor.   

Although your input is important, you do 
not have to take the lead role in devel-
oping the contract.  It is the student’s 
responsibility to work with the appropri-
ate faculty to develop the document. 

Your contribution to the contract might 
include a job description, information 
about supervision and evaluation or in-
put into learning activities.  

The Career Services Center strongly 
recommends that all interns and their 
sponsors develop a learning contract, 
regardless of whether or not they are 
earning academic credit for the intern-
ship.  A sample contract is attached to 
this guide. 

 

General Data. This section should include 
names, addresses, phone numbers and posi-
tion titles for the supervisor, student and faculty 
sponsor, if one is utilized. 

Job Description. Describe the role and re-
sponsibilities of the intern. List duties, projects 
to be completed, deadlines, etc., if relevant. 

Supervision. Describe the supervision to be 
provided.  Detail the kind of instruction, consul-
tation, etc., the student will receive and from 
whom. 

Evaluation. How will the student’s work per-
formance be evaluated?  By whom?  When 
and how often? 

Learning Objectives. What is the student ex-
pected to learn through this experience?  Be 
specific.  Try to use concrete, measurable 
terms. 

Learning Activities. Describe any activities 
that will help the student meet his/her learning 
objectives. Include projects, research, report 
writing, etc., and relate them to the learning ob-
jectives. 

List readings, writings, contacts with faculty 
sponsor, field trips, observations, etc., and re-
late these activities to the learning objectives. 

Agreement: 

It is a good idea to include a statement that the 
contract may be terminated or amended by the 
student, faculty sponsor, or internship supervi-
sor at any time upon written notice, receipt and 
agreement by the other two parties.  All parties 
should sign and date the document. 

WHAT IS A LEARNING  
CONTRACT? 

COMPONENTS OF THE 
LEARNING CONTRACT 



This is an important process for all parties in-
volved.  A student performing a full-time, ten 
week internship may be evaluated at the follow-
ing intervals: 

1. The first evaluation should be done relatively 
soon after the intern’s starting date, usually at 
the end of the first week. The purpose of this 
meeting is to make sure everyone’s initial expec-
tations are being met. 

2. The second evaluation should come about 
mid-way through the internship. This is a good 
chance to assess progress made towards as-
signed goals and determine what resources are 
necessary to complete assignments. 

3. A final evaluation should occur during the last 
week of the intern’s commitment. This gives the 
employer the opportunity to measure the intern’s 
impact on the organization and determine if the 
company’s needs were met. The intern can also 
reflect on the experience and assess how he/she 
has benefited. 

EVALUATING THE INTERN 

Developing an Internship: EVALUATION & FOLLOW UP 

OTHER HELPFUL TIPS 

• Students can and should take a lead 
role in drafting a learning contract 
(see sample on next page). 

• If you are unable to offer remunera-
tion, consider offering other benefits 
such as free services or products,  
enrollment into workshops or confer-
ences, gift certificates, etc.  

• If you are a community-based 
agency focused on education, envi-
ronment, human needs or public 
safety, your intern may qualify for 
Students in Service/Americorps edu-
cation awards. Refer them to 
SISCC@wwu.edu for information.  

• Include interns in your staff meet-
ings, retreats, and social events. 

• Be sure to clarify the intern’s work 
schedule. It helps if you can be flexi-
ble during exam weeks. 

• Offer to write a letter of recommen-
dation at the end of the internship.  

• If you can’t hire the student once the 
internship is completed, offer advice 
and mentorship regarding networking 
and job search strategies in your pro-
fessional field. 

• Solicit the student’s advice on how 
you might improve the internship in 
the future. 

• Ask the intern to help recruit a re-
placement — word of mouth is a very 
successful recruitment tool! 



            

SAMPLE LEARNING CONTRACT (NOTE: The is ordinarily drafted by 
the student and faculty advisor with input from the employer.) 

A.   JOB DESCRIPTION:  Describe in as much detail as possible your role and responsi-
bilities while on your internship.  List duties, projects to be completed, deadlines, etc., if 
relevant. 

 Acting as legislative aide, I understand that I will be responsible for doing background 
research on legislative issues under consideration in the State Legislature.  This re-
search will involve library work, telephone inquiries, and field visits to constituent agen-
cies and organizations.  I will. write background papers on my findings by deadlines to 
be determined by my supervisor.  I will provide general assistance in the office - to be 
determined by my supervisor.  I will provide clerical assistance in the office--telephone 
answering, reception, messenger service--on an occasional basis, as needed.  I will 
work 40 hours per week and overtime as needed. 

B. SUPERVISION:  Describe in as much detail as possible the supervision to be provided.  
What kind of instruction, assistance, consultation, etc., you will receive and from whom, 
etc. 

 I will meet weekly with my supervisor to monitor the progress of my research and learn 
about the use of the State Library from other research staff in the office.  I will visit the 
district office.  Jean Marat, Office Manager will give me a general orientation and assist 
me as needed in performing general office tasks. 

C.    EVALUATION:  How will your work performance be evaluated?  By whom?  When? 

 My work will be evaluated by my supervisor and myself in a final consultation session.  
We will use a standard state employee evaluation form as well. 

D. LEARNING OBJECTIVES:  What do you intend to learn through this experience?  Be 
specific.  Try to use concrete, measurable terms.  I will be able to: 

      (1) describe how public policy is developed and enacted in the state legislature. 

      (2)  understand the roll and activities of a state legislator. 

      (3)   examine and develop an in-depth understanding of the involvement of racial mi-
norities in the development of at least two major pieces of social policy legislation in the 
state and the consequences as a result of its enactment or lack of enactment in the 
legislature. 

     (4)    develop and practice legislative research and report writing. 

     (5)    improve communication skills - writing, conversing, etc. 

Developing an Internship: SAMPLE LEARNING CONTRACT 

SAMPLE LEARNING CONTRACT IS CONTINUED ON NEXT PAGE 



E.    LEARNING ACTIVITIES: 

(1) On-the Job:  Describe how your internship activities will enable you to meet your learn-
ing objectives.  Include projects, research, report writing, conversations, etc.,  which you 
will do while working, relating them to what you intend to learn. 

 By writing in State Representative George Danton’s office, consulting with my supervisor 
and co-workers, by following legislation from initiation to enactment, by researching its 
need and impact, by visiting constituents, by writing reports, by having to communicate 
clearly by telephone, memo, etc., I will be able to attain my learning objectives.   

 (2)  Off-the Job:  List reading, writing, contact with faculty sponsor, peer group, discussion, 
field trips, observations, etc., you will make and carry out which will help you meet your 
learning objectives. 

 At the conclusion of my internship, I will write two papers.  One will be a self-evaluation of 
my progress made toward meeting learning objectives.  The other will be a term paper 
(10-15 pages) following the legislative history of a major social policy issue in this year’s 
legislative session and focusing on the involvement of Hispanic Americans in its develop-
ment and enactment and its probable impact on their lives. 

F. EVALUATION:  How will you know what you have learned, or that you have achieved 
your learning objectives?  How do you wish to evaluate your learning objectives?  Who 
will evaluate?  When?  How will a grade be determined?  By whom?  When? 

 Evaluation of my progress made toward my learning objective through this internship will 
be done in the following ways:  Objectives 1,2,3, and 5 through my term paper, my self-
evaluation report, and through conversations with my faculty sponsor.  Objective 4 by 
feedback from my internship supervisor and faculty advisor on reports that I write on my 
legislative research. 

 My grade will be determined by my faculty sponsor who will take into account my self-
evaluation and evaluation of my internship supervisor of my work performance. 

G.  AGREEMENT 

This contract may be terminated or amended by student, faculty sponsor or internship supervisor at 
any time upon written notice, which is received and agreed to by the other two parties. 

 

Student Signature:___________________________________Date:__________ 

 

Faculty Sponsor:____________________________________Date:__________ 

 

Internship Supervisor:________________________________Date:__________ 

 

Copies of this contract will be distributed to all parties. 

Developing an Internship: SAMPLE LEARNING CONTRACT 

SAMPLE LEARNING CONTRACT continued 


