Marketing Department—La Salle University
Part-Time, For-Credit Internship Assignment Guidelines
Introduction

The following guidelines outline your project for your internship.  The final write up will be due the following week after the internship is completed.  In the event you’re doing this over the summer, please get it to the supervising faculty member no later than a week after your last day on the internship.  You have two main assignments:
The Weekly Diary

At the end of each week you’ll email me a brief summary of what was most memorable for the week that applies to either learning about marketing, people who work in marketing, or what you learned about yourself.  This last topic can include things you learned you can do well, that you’d like to learn to do better, some position that you’d be interested in getting someday, or perhaps an instance where you applied some concept or skill you learned in your classes.  Keep a copy of each email as you’ll be putting them into your final report.  I expect none of these to be over a page unless something really exciting happened that requires a large amount of description.

The first week’s entry also has a special assignment.  Please arrange a meeting with your internship supervisor to discuss all the potential learning experiences and opportunities you can have on the internship, and rank order them by your interest (this one can be over a page).

The Final Report

Overall Instructions and guidelines:


· Please have a cover page: Your name, date, a title and the name of your internship business.

· Structure your write-up for the reader: write out each general question as a header for each of your answers.  Use subheadings as often as possible, along with bullet and/or numbered lists when possible.

· For the parts of your write-up that will be done at the end of the semester, keep a notebook to write down instances and examples of experiences that you’ll be writing up at the end of the semester.  Not only will this help you remember, it will also make your end-of-semester write-up go more quickly.

· If you develop any materials (ads, PPt presentations, etc.) make copies and attach them to your write-up.  

· Spelling always counts.  If you haven’t used the writing clinic yet, this could be good time to utilize their services.

· While lengths may vary, the overall write-up will probably 10-15 pages of double spaced text.  Please start each section on a new page


Assignment Sections:

1. Diary Summary and Self-assessment:  One of the main goals of internships is to have the opportunity to identify your skills, aptitudes and interests.  Go back over your weekly diary entries, and choose the ones that had the greatest impact on you.  What specific tasks, activities and/or projects have you’ve been involved with that you’ve both enjoyed and feel that you’ve done well?  What areas gave you difficulty?  Identify specifics in both areas.  Finally, what potential job/career opportunities interest you that would utilize these strengths?

2. Marketing theory and model applications research topic:  This section requires you to link marketing theory and/or models to your internship experiences.  You want to be able to link a specific model or concept to your actual experience.  Please think back over all that you were involved with as well as what you observed.  What concepts from your classes did you recognize in your internship’s activities?  Please be specific by identifying the specific topic(s), the course(s) and the application you witnessed.  Hopefully at this point you will be familiar with topics such as price-quality relationships, elasticities, value versus quality sells, segmentation (benefit, demographic, psychographic, geo demographic or geo psychographic and related methods), consumer choice models, involvement, channel and logistical issues, retailing store set and design, and a host of other topics.  You will want to discuss this topic with the faculty member supervising your internship assignments before getting started with this section.  

3. Job shadowing/description:  Of all the people who work full-time at your internship, choose one that interests you and interview the individual, finding answers to the following questions:


a. How did they end up in their current position? (education, prior job experiences, personal experiences, etc.)

b. What are their normal day-to-day activities and responsibilities?

c. What do they like most about their job?

d. What do they like least about their job?

e. Shadowing opportunity: to the extent possible, can you accompany this individual while they are doing their job?  If so, write up this experience.


4. Brief internship summary for future students:  Write a brief description that we can use to inform other students about the internship.  Write the Internship business, location, and the semester you interned.  Then write a brief (e.g., 5-7 sentences) of your internship experiences, the type of work you did, what you liked about it, what types of students would like this experience and your overall opinion of the experience.  These won’t have your name on them, so you can be open and honest.


5. Updated resume with your internship added:  Please follow the resume instructions at http://www.lasalle.edu/~jonesd/index.htm (just click on the resume guidelines link).  We’ll be using that in a thank you letter at the end of the internship.


6. Your “Thank you” letter: Please write a thank you letter to your internship supervisor thanking them for the opportunity, highlight what you thought were the best parts of the internship and attach a copy of you resume with the internship experience added to the resume.
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