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History 
The Administration and Finance Internship Program was established in March of 2005, after then President Eddie 

bΦ aƻƻǊŜΩǎ Ǿƛǎƛǘ ǘƻ ŀƴƻǘƘŜǊ ǳniversity with a similar program.  He envisioned an on campus internship that would 

ŜƴƘŀƴŎŜ ǎǘǳŘŜƴǘǎΩ ǎƪƛƭƭǎ ŀƴŘ ƪƴƻǿƭŜŘƎŜ within their major, while preparing them in the practical application of 

their course work to the workforce.  Mrs. Clementine Cone, the former Vice President of Administration and 

Finance set in motion a plan that began with twelve internships spread across seven different Administration and 

Finance departments. 

Mission 
The mission of the Administration and Finance Internship Program is to provide experiential learning outside of 

the classroom. Students are expected to gain vital practical skills and experience within a real job format which 

will give them an excellent window in their future professional career. Through these internships, students 

sample potential career fields, explore workplace culture, and gain the experiences necessary to build a 

marketable internship infused résumé.  Additionally, our internships provide students with an opportunity to 

expand their business 

relationships, which 

become extremely useful 

when seeking 

employment after 

graduation.  
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Goals and Objectives 
The internship is a pedagogical experience integrating educational classroom learning with a professional work 

setting there by providing the opportunity to meet the ǇǊƻƎǊŀƳ ǇŀǊǘƛŎƛǇŀƴǘǎΩ goals and objectives.  

I. Professional  
o Understand the business practices of a large side organization while adhering to codes of 

professional ethics 
 

o Sharpen aspects of professionalism, including reliability/responsibility, respect for others, follow 
thru, and project management  

 
o Develop new knowledge and skills of how their major has real applications 

 
o Understanding the importance of working independently and in a collaborative team 

environment to achieve success in an assignment 
 

o Observe the functions of a large, multifaceted organization, particularly its administrative and 
operational units  

 
o Gain career knowledge and evaluate career options and goals  

 
II.  Academic  

o Apply concepts and methodologies gained from academic experience to a professional work 
setting  
 

o Apply the technical and analytical skills learned in a classroom setting to solve work place issues  
 

III. Personal  
o Develop self-awareness and emotional stability, interpersonal and group process skills, 

communication 

Internship Guidelines and Forms 
I. Internship Forms 

o Virginia State University Employment Package 
Á Commonwealth of Virginia Application for Employment 
Á Authorization for Release of Information Form 
Á Criminal History Record Request Form (Finger prints are required, for out-state student) 
Á Payment of Child Support Disclosure Form 
Á Employee Direct Deposit Authorization Form 
Á Recommendation From (one must be from a professor in your major and one from any 

professor at the university) 
Á Reference Sheet (one from previous employment) 

o Un-Official Transcript 
o wŜǎǳƳŜΩ 
o Administration Policy on Student Attire Verification Form 
o Presidential Policy on Use of University Electronic Resources Verification Form 
o Use of Personal Cell Phones During Business Hours Verification Form 
o Confidentiality  Agreement Form 
o Student Internship Agreement Form 



 
II. Academic Eligibility 

o VSU Undergraduate Student 

o Academic good standing, with a cumulative GPA of 3.0 

o Student Classification (Sophomore, Junior or Senior)based on credit hours 

o College of Business Major (Accounting, Management Information Systems, Management and 

Marketing) 

o School of Engineering, Science, Technology Major (Manufacturing Engineering, Computer Engineering 

and Computer Science) 

o College of Agriculture Major (Hospitality Management) 

 
III. Time Frame 

o The internship is available for one academic year, approximately 27 weeks and usually begins the last 
week of August and runs through the first week in May.  
 

o The internship is a part-time position and should not exceed 20 hours per week during each academic 
semester session. If the intern is allowed to work over the winter and spring break, it should not 
exceed 28 hours per week.  A schedule should be established between the supervisor and intern. 

 

o The University does not guarantee an internship for each consecutive year. Each intern is required to 
re-apply to the program at the beginning of each academic year.  

 
o Interns will be interviewed at least two 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 
o The intern will be compensated for his or her work.  The rate of pay is $10.09 an hour.  Interns will not 

be allowed to work with any other university departments while in the internship program. Interns are 
not qualified to receive state benefits. 
 

o LƴǘŜǊƴǎΩ ǎƛƎƴ-in sheets should be submit to the office of  Administration and Finance  in Virginia Hall 
room 220, at the close of business on the 15th and 30th /31st of the month.  Any late sign-in sheet will 
delay the studentΩǎ ǇŀȅŎƘŜŎƪ to the next pay period. 

 
o The interns are paid on the 1st and 16th 

of the month. 
 
 
 
 
 
 
 
 
 
 
 
 



V. Application and Interview Process 
The Administration and Finance Internship program at Virginia State University abides by the Commonwealth 
ƻŦ ±ƛǊƎƛƴƛŀΩǎ Human Resources standards, polices and interview selection procedures.  Complete internship 
applications must be submitted to the Career Service Advisor/Internship Program Coordinator. The internship 
application and selection process is detailed below: 
 

o A spreadsheet of applicants with completed applications is compiled by the Career Services Office 
Career Advisor/Internship Program Coordinator and presented to the Interview Panel.  The 
Administration and Finance Internship Coordinator reviews each application to determine whether 
the applicant meets the requirements for the program.   
 

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

 

VI. Role of the Intern 
o Professional Conduct:  Your conduct during your internship is important. Issues such as improper 

attire, attitude, punctuality, dedication, ethical conduct, confidentiality, and notification to the site 
supervisor if you cannot keep a specific commitment will be reported by your supervisor to Internship 
Coordinator.   If you fail to meet your site ǎǳǇŜǊǾƛǎƻǊΩǎ ŀƴŘ/or Internship CoordinatorΩǎ expectations in 
regards to any of these areas, your internship will be terminated immediately.   
  

o Students are required to attend all mandatory meetings and career enhancing seminars throughout 
the academic year.  If the student misses two meetings or seminars, he/she will be terminated. 
 

VII. Role of the On-Site Supervisor 
o The supervisor assigns, monitors 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 sign-in sheet on the 15th and 30th or 31st  of each 
month 

 

 

 



 

 

 

 

2013-2014 Administration & Finance Internship Program Participants 
President Keith T. Miller (right) 

David Meadows, Vice President of Administration and CFO (left) 
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