Business Leadership Program

Internship Recognition Form

This form serves two purposes.  First, to ensure meaningful planning amongst the student, the supervisor, and the BLP Director before the internship begins.  Second, once concluded, to evaluate whether the student accomplished the internship goals, responsibilities, and tasks. 
Student’s Name ___________________________________________________UPS ID _________________
Internship Organization ____________________________________________________________________
Internship Position Title ______________________________________________________________________

Internship Organization Address _________________________________________________________________________________________

Supervisor/Title ____________________________________ E-Mail ________________________________

Supervisor Phone ____________________________________ Fax _________________________________

Exact Dates of Internship:   From ___________________________  To ___________________________

Pre-Internship Authorization
□ We have discussed the details of the proposed internship including but not limited to goals, responsibilities, tasks, and readings to be accomplished.

Student Signature/Date ____________________________________________________  
BLP Director Signature/Date _______________________________________________ 
Supervisor Signature/Date _________________________________________________

To fulfill the BLP Internship degree requirement, the BLP student will:
1. Acquire Pre-Internship BLP Director Authorization/Signature and Supervisor Signature

2. Work a minimum of 120 hours on planned tasks.

3. Write a one-page plan on the planned goals, responsibilities and tasks.

4. Have a reading list of at least three related books/magazines/journals.

5. Complete a final executive summary that reviews your activities and how they related to learning outcomes.

6. Acquire Post-Internship BLP Director and Supervisor Signatures.
Post-InternshipVerification
□ We have discussed the details of the preceding internship including but not limited to goals accomplished, experiences gained, feedback received, and possible areas for improvement.

Student Signature/Date ____________________________________________________
Supervisor Signature/Date ________________________________________________
BLP Director Signature/Date______________________________________________ _______________________________________________________________

□  Evaluation Unit Copy
□  BLP Office Copy

The following is an EXAMPLE of what you need to put together 
in relation to your Internship and attach to the Internship Recognition form.

Planned Goals/Responsibilities/Tasks

Description:

Summer Management Internship with Company

Ten weeks long from ______ through ______

· Seven weeks in the Tacoma Mall Store

· Three weeks in the Corporate Buying Offices in Seattle

Goals:

· To receive an in-depth look at a major retail company, from the sales perspective and from the buying perspective.

· To learn the roles of and gain experience as a sales manager and a buyer.

· To understand the positions of all employees in the stores and in the corporate office.

· To receive hands-on experience working with staff, the public, and major manufacturers.

Responsibilities:

For the first seven weeks:

· Shadow and act as a Department Sales Manager.

· Interview and shadow other major positions in the store, including: Store Manager, Assistant Store Manager, Human Resources Manager, Merchandising Team manager, Security Manager, etc.

For the last three weeks:

· Shadow and act as Assistant Buyer.

· Interview Buyer, Planner, Divisional Merchandise Manager, Regional Merchandise Manager, etc.

· Complete and present various store and corporate employees.

Tasks/Projects:

Week 1: Develop a recognition program to improve service in assigned department.

Week 2: Track the sales performance of department and a key item.

Week 3: Develop a program to address any human resources needs in department.

Week 4: Develop an action plan for a security problem in department.

Week 5: Assist Department Manager with yearly inventory.

Week 6: Improve visual presentation in department.

Week 7: Execute major sales promotion and competitive shop other retailers.

Week 8: Create a daily sales plan for upcoming spring season.

Week 9: Create a distribution plan for spring.

Week 10: Make a list of best and worst sellers for the week and present Final Project.

Reading List

1. The bi-monthly employee newsletter

2. Various packets of information from corporate buying training classes:  Style reporting and Analysis; Financial Analysis; Purchase Order Overview; FedBuy Overview; FedPrice Overview; FedView Overview

3. Vogue, and other fashion magazines

Final Executive Summary

My internship with company X did not turn out as I expected.  I went into the position expecting my responsibilities and activities to occur as my notebook outlined them.  This was not the case.  In the first three weeks, I was shuffled between three different Sales Managers and three different departments.  I was so busy helping these managers out that I did not complete my first project until the end of the second week.  The retail world is chaotic and my manager and I could spend hours putting away the “dump” or listening to disgruntled customers.  Sales associates soon called on me for advice (they thought of me as a manager) and I quickly learned to act fast with what little experience I had.  The buying office was a little more organized, but once again the structure that I expected was not there.  I helped out with whatever needed to be done, whether tracking daily sales or answering the questions of store employees.  Every time I interviewed an employee, I asked them to describe their typical day.  They would start off everyday with a to-do list, but interruptions always arise.  They learned to prioritize and to do as much as they could.  My internship was the same.  I had a to-do list of projects for each week and I accomplished, them, but I did much more than a notebook could ever prepare me for.

I expected my management internship to be fun, interesting, and valuable.  I did not expect to get as much out of it as I did.  I had the unique opportunity to see this company from every aspect.  I spent much time interviewing and shadowing practically every position in the Tacoma store.  I saw the Sales Associate’s perspective vs. the Store Manager’s perspective.  I listened to the complaints from the Sales Manager and then saw the problems prompting those complaints in the buying offices.  After graduation, I want to work as a consultant and I chose to make this internship into a consulting project.  I was an outsider who listened and watched.  At the end of my internship, myself and three other interns gave a presentation to 10-12 corporate employees, addressing all of these problems.  Most employees only get to experience a few roles; I was luck y enough to see them all.

Overall, I discovered that retail is fun, but I will probably not make a lifelong career out of it.  But I did learn so much more than the roles of a Sales Manager and a Buyer.  I saw the problems that can occur within any major company, whether it focuses on retail or not.  At many times, I was the leader and at others I was follower.  Most importantly, I learned that an internship can be as valuable and interesting as you make it.
