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History

The Administration and Finance InternsRippgramwasestablishedn March of 2005, after thePresident Edig
bd az22NBQa OnivardityiwitliaRimilary@giakh $éEnvisioned an on campus internship that would
SYKIyOS aidzRSy (i a eitha théirfmbjdr, whilg preparifighérin 8:&k@astical application of
their course work tahe workforce. Mrs. Clementine Cortbe former Vice fesident of Administition and
Finance set in motion a plan thaegan with twelve internshipsspreadacross seven different Administration and

Finance departments.

Mission
Themissionof the Administration ad Finance Internship Program is to provide experiential learning outside of
the classroom. Studentre expected tajain vitalpracticalskills and experiencithin a real job format which

will give them an excellent window in their futupeofessional career. Through thesgernships students

sample potentiatareer field, explore workplace culture, and gain the experiences necessary to build a
marketableinternship infusedésumé. Additionallyour internships provide students with aspportunity to
expand their business
relationships, which
becomeextremelyuseful
when seeking
employment after

graduation
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Goals and Objectives

The internship is pedagogicaéxperience integratingducationalclassroomearningwith a professional work
settingthere by providing the opportunity to meet theINP 3 NJ Y  LIgollE ahdobjedtivesi & Q

I.  Professional
0 Understanathe businesractices of a large siderganizationwhile adheiingto codes of
professional ethics

0 Sharpen aspects of professionalism, including reliability/responsibility, respect for ofbléys;
thru, and project management

o Develop new knowledge and skitilshow their major has real applications

0 Understandinghe importance of wrkingindependently andn a collaborative team
environmentto achieve success in an assignment

0 Observe thdunctions of a largemultifacetedorganization, particularly its administrative and
operational units

0 Gain career knowledge and evaluate career options and goals

Il. Academic
0 Apply concepts anthethodologiegyained from academic experience to a professional work
setting

o0 Applythe technicaland analytical skillearned in a classroom settirig solve wok place issues

[ll.  Personal
o Develop slf-awareness and emotional stability, interpersonal and group process skills,
communication

Internship Guidelines and Forms

I.  Internship Forms
0 Virginia State University Employment Package

A Commonwealth of Virginiapplication for Employment
Authorization for Release of Information Form
Criminal History Record Request Form (Finger parg requiredfor out-state student)
Payment of Child Support Disclosure Form
Employee Direct Deposit Authorization Form
Recommendation Frorfone must befrom a professor in your maj@ndone from any
professor at theuniversity)

A Reference Sheet (one from previous employment)
Un-Official Transcript
wSadzySQ
Administration Policy on Student Attire Verification Form
Presidental Policy on Use of University Electronic Resources Verification Form
Use of Personal Cell Phones During Business Neufication Form
Confidentiality Agreement Form
Student Internship Agreement Form
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II.  Academic Eligibility

0 VSU Undgraduate Student

0 Academic good standing, with a cumulative GPA of 3.0

0 Student Classification (Sophomore, JuminEeniorpased on credit hours

o0 College oBusiness Major (Accounting, Management Information Systems, Management and
Marketing)

0 School oEngneering Science, Technolod§ajor (Manufacturing Engineering, Computer Engineering
and Computer Science)

o0 College of Agriculture MajoHpspitality Management

lll.  Time Frame

0 The internship iqvailablefor one academic year, approximately weeksandusually begins the last
week of August and runs through tiiest week inMay.

0 The internship is a pattme position and should not exceed 20 hopes weekduringeachacademic
semestersessionlf the intern is allowed to work over the winter and sgibreak, ishould not
exceed 28 hours per weeld scheduleshould beestablishedbetween the supervisor and intern.

0 The Universityloes notguaranteean internship foreachconsecutiveyear. Each intern is required to
re-apply to the program at the baégning of each academic year

o Internswill be interviewedat leasttwo months prior to the start of the internship. Placements will be

determined no less than one week prior to the beginning of the semester of the experience.

IV. Compensation

(0]

(0]

The internwill be compensated for his or her workl'he rate of pay is $10.09 an houmterns will not
be allowed to work with any otharniversitydepartments while in the internship prograrmterns are
not qualifiedto receivestate benefits.

L v i S NJh&teetsshbulype submit to the office oAdministration and Finance in Virginia Hall
room 220, at the close of business the 15" and 30" /31 of the month Any late sigrin sheet will
delay thestudentQ & LJI & & rfexd pay period

The interrs arepaid onthe 1%and 16"
of the month




V. Application and Interview Process
TheAdministration and Finandaternship program aV¥irginia State Universiigbides by the&Commonwealth
2 ¥ + A NEnan/Redo@cstandards, polices andterview selection procedures. Complete internship
applications must beubmitted to the CareeBerviceAdvisor/Internship Program Coordinator. The internship
application and selection proseis detailed below:

0 A spreadsheet of applicants with compldtapplications is compiled by theareer Services Office
Career Advisor/Internship Program Coordinaaod presented tdhe Interview PanelThe
Administration and Finance Internship Coordinatewiews each application to determine whether
the applicantmeetsthe requirements for the program.

o All prospective intern candidates will be contactedpiyoneto notify them as to whether or not they
are invited for an interview.

VI.  Role of the Intern
o Professional Conductyour conduct during your internship important Issues such damproper
attire, attitude, punctuality, dedication, ethical conduct, confidentiality, and notification tosite
supervisor if you cannot keep a specific commitment will be reported by your supervisdetoship
Coordinate. If you fail to meet yousitea dzLJS NJIJ A/ér tedship Cogréinatd® éxpectations in
regards toany of these areayour internship will béerminatedimmediately

0 Students are required totgend all mandatory meetings and career enhanciagigarsthroughout
the academic year If the student misses two meetiagr seminas, he/she will be terminated.

VII.  Role of the ORSite Supervisor
0 The supervisoassignsmonitors and evaluates tasks and projects.

o Following completion of the internship, the supervisor completes an evaluation and recommends
whether the intern deserves credit for the course.

o The supervisor is responsible for turning in all interns-siggheet on the 18 and 33" or 31* of each
month
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Appendix A: Forms



DHRM Form 10-012 (Rev. 9/03)

Commonwealth of Virginia

Please print in ink (preferably black) or use typewriter Send this application

An Equal Opportunity Employer directly to the agency
Number of attachments announcing the vacancy.
Position number Application for Employment

Employees of the Commonwealth and applicants for employment
shall be afforded equal opportunity in all aspects of employment
without regard to race, color, religion. political affiliation, national

As a means of accommodation to persons with specific
disabilities that prevent them from completing this application,
confidential assistance i» fillina.autthis aseipationmandbe oo

origin, disability, marital status, gender or age. obtained by calling the agency to which you are applying.

1. Position applied for 2. Agency

(one per application)
(Note: Completion of number three is optional. Failure to submit social
security number on this form will not prohibit employment consideration.

3. Social Security No.

Social security number may be required on other forms prior to employment.)

4. Full legal name 6. Home Phone ()

Last First Middle

5. Address 7. Business Phone )

8. E-mail Address

City State Zip

O D203 04 Os Os O7 Os o Owod 11 012

9. EDUCATION
a. Check highest grade completed

b. If you did not complete high school, do you have a high school equivalency diploma? OYes [JNo
¢. Check number of years of post high school education hh O304 OsOs O 7
Name and Location of Institution Hrs Degree Major or Specialty Minor Dates Attended
Received
1.
2.
3.
d. If you expect to complete an educational program in the near future, please indicate what type of degree or program and expected
completion date:
10.  EXPERIENCE — Use Supplementary Experience Form(s) for additional space. Starting with the most recent, describe ALL paid, military and
applicable voluntary experience. Highlight your knowledge, skills and abilities which best demonstrate your qualifications for this position.
You may list significantly different jobs within the same organization as separate items. May we contact your present supervisor? OvYes [ONo
a. Job Title Duties:
Employer
Address
Phone
Type of business
Immediate supervisor
Title Number and titles of employees you supervised
Salary (start) (finish) Equipment used
Dates (mo/yr) to (mo/yr) Reason for leaving
Full-time Part-time Hours/week Your name if different from present
b. Job Title Duties:
Employer
Address
Phone

Type of business

Immediate supervisor

Title Number and titles of employees you supervised

Salary (start) (finish) Equipment used
Dates (mo/yr) to (mo/yr) Reason for leaving
Full-time Part-time Hours/week Your name if different from present







