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ACADEMY OF FINANCE
Stratford Senior High School
14555 Fern, Houston, Texas  77079



Office of		Telephone:  713.251.3546
Kristy Schaper		Fax:   713.251.3420
Campus Coordinator                             			E-mail:  pamela.schaper@springbranchisd.com


TO:	Academy Interns
FROM:	Ms. Schaper, Academy Coordinator
RE:	Internship Responsibilities
DATE:	May 16, 2019


On the Stratford AOF Website you will find important information that should be helpful to you in your internship position.  Please read and review the material and plan to utilize as many of the suggestions as appropriate.  You are also responsible for reviewing and following the guidelines from the Student Internship Guide found on the Stratford AOF Website.

We hope that you will use your internship as an opportunity to demonstrate your competence and initiative to all those with whom you become acquainted.  The positive impression you make will be helpful to you in the future when you are seeking a reference or a permanent position.  Recognize that you are also creating an impression of the entire Academy program through your performance on the job.  We hope that you will insure that future Academy interns will be warmly received by your employer.

The following items need to be turned in during Spartan Time by the Thursday, August 29, 2019 
· Student Evaluation Form – link found on the SHS AOF Website
· Employer Evaluation Form – link found on the SHS AOF Website.  It can be mailed, scanned and emailed or faxed to me.
· PowerPoint Slide – link of template examples are located on the SHS AOF Website.  Email the slide to me with your first and last name – name of company.   
EX:  Harry Smith – Shell Oil

If you have any questions, problems or concerns please contact me at: pamela.schaper@springbranchisd.com or call/text at:  713.444.9673.  Please make sure you identify yourself!
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ACADEMY OF FINANCE 
STRATFORD SENIOR HIGH SCHOOL
STUDENT INTERNSHIP GUIDE FOR CLASS 2018

A.  PREPARING FOR INTERNSHIP
· Take an interest in your company.  (Ask for materials relating to their history, products, business activities, research the company on the Internet, etc.)
· Understand the importance of your job in its relationship to:
	a.  the responsibility of other employees in your area,
	b.  other departments,
	c.  the company as a whole.
· Ask questions.
· Be conscious that the accuracy of your job tasks is important.
· If the workload is less than you are capable of handling, ask for more to do.
· Understand and be aware of your job tasks.  You should be able to explain what you do to visitors and to your classmates.
· Arrive on time to work each day.
· Be alert and energetic throughout your working day.
· Be polite and courteous to all.
· Don’t watch the clock.  Be a dedicated, enthusiastic employee.
· Remember that you will be evaluated by your supervisor at the end of the internship.
· Have ready access to the telephone number for your supervisor and a contact person where you work in case you need to call in that you are ill or will be late.  If you have to leave a message, make sure you eventually talk to a supervisor to know if the message was received.
· Know who to turn to if you have problems on the job.
· Obtain two business cards from your supervisor.  Keep one in your wallet and give Mrs. Schaper the other one for her records.
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By the end of your Academy internship you should be able to:
· explain the major purposes of your firm
· describe your responsibilities
· know and report where information comes from and goes to
· explain the importance of your assignment
· report your supervisor’s name, title and telephone number
· explain the importance of the department or area where you work as it relates to other departments and the firm
· explain how your firm earns profits
· explain how your firm is special or different from other similar firms
· describe the major activities and areas of operation of your firm
· prepare source documents without supervision
· demonstrate professional telephone skills
· report on the historical background of the firm
· identify the president and key personnel at your firm
· describe job opportunities and educational requirements of positions in your career area
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How to Succeed on the Job:
	· Be on time
· Be responsible
· Be dependable
· Be cooperative
· No TEXTING/FACEBOOK
	· Be courteous
· Be honest
· Be pleasant and polite
· Dress for success
· No wire/Bluetooth headsets 
	* Do not use street language.
* Do not eat at your desk.
* Do not chew gum while on the job.
* Be alert coming and going to work, do not socialize with strangers.


Using the Telephone
* Ask permission to use the telephone for personal calls.
* If you are permitted to make personal calls, make them short.  Remember, this is a business telephone.
You and Your Supervisor
* Make a note of your supervisor’s name and telephone number.
* Call your supervisor no later than 9:00 a.m. if you are ill and cannot go to work.
* If you become ill on the job, ask your supervisor for permission to leave.
* Listen carefully when instructions are given.  If necessary, take notes.  Ask questions when you do not understand.
* Keep a notebook of instructions you have already been given – it may be several days before you do a task again.
* Follow instructions.  Do not try to improvise.  There may be a reason why a job must be done in a particular way.
* If you are directed to use office equipment which is unfamiliar to you, ask for instructions.  Do not risk damaging or hurting yourself on a machine you do not know how to operate.
* The records you handle are confidential.  Do not disclose any information you may see.
* Ask your supervisor if there is additional or different work if you feel under-utilized.
Getting Along with Fellow Workers
* If you have a problem:  Try to resolve it yourself.  If you cannot. – ..ask your supervisor to help you and contact AOF School Coordinator for advice.
* If you are given assignments by more than one person, check with your supervisor as to which task takes priority.
* Pitch in and help when things are busy.  Be willing to stay after 5 p.m. if there is a particular task to be done.
* Socializing is restricted to lunch and after work.  Be at your desk during the working day; let your supervisor know if you must leave the work area.
For Your Personal Growth
* Try to figure out how your job fits into the overall operation of the company.
* Read the papers and forms you are working with.  Be able to explain their purpose and what they mean.
* Read the newspaper every day.  How does the national and world news affect your company?  Your job?
* Observe the supervisors.  What special characteristics do they have that have helped them succeed?  Do you have these traits?
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DO’S
At The Start
· Regard yourself as a professional, despite your temporary status.  Have confidence.
· Learn and follow office policies:  dress code, protocol, schedule, etc.
· Expect that problems and dilemmas will occur.  Perseverance, patience and a pleasant personality will help you to overcome, or at least cope with, any difficulties.
Integrating Into A New Environment
· Start by being formal with everyone; allow others to tell you what forms of address are appropriate.  Gradually, depending upon the climate, establish friendly working relationships.
· Identify the people who control the flow of your work.
· Observe and learn to appreciate the routine and secondary functions of the office
· If you go to a meeting, take notes.  They will help you recall who spoke and what happened.  It will get easier as you get to know people.
Establishing Your Internship Tasks
· At your first opportunity, establish the expectations and limits of the internship with your supervisor
· Try to predict what you will have accomplished at the end of your assignments.
· Make sure that all your assignments display high quality work and thoroughness.
· If occasionally assigned some routine work, be helpful and pleasant and complete the task with the same standard of performance you would apply to your other work.
Developing Intern-Supervisor Rapport
· Establish a good working relationship with your supervisor so you can freely discuss what you are getting or not getting from the internship.
· Assure your supervisor that you want to learn and will make every effort to make the internship worthwhile.
· If you need more guidance discuss it with your supervisor.  However, respect the supervisor’s other responsibilities and work schedule - there is a time and a place to ask for help.
· Monitor your own progress; you will be taken more seriously by your supervisor and fellow employees.
· Remember that your supervisor is responsible for you and your relations with other offices and employees.  Make these contacts pleasant, productive and efficient.
Elements Of A Successful Internship
· Make the most of your situation:  gain as much experience and knowledge as possible and try to make a meaningful contribution to the office.
· Follow through on whatever you undertake.  Deadlines are important; adhere to them strictly.
· Discuss progress and experiences with other interns; their feedback and strategies can help you learn faster.
· If you have free time, offer to help your colleagues or find something pertinent to read.  You should never be idle.
The Future
· Take advantage of your situation to be on the lookout for job announcements related to your background and interests.
· Treat the internship as though it were a permanent job.  Work hard, seriously and effectively.  Your best recommendation is the reputation you establish for yourself.
DON’TS
At The Start
· Don’t be a know-it-all.  Remember that you are in an internship primarily to learn.
· Don’t expect special treatment or special liberties; this only inhibits relationships with others and your supervisor and colleagues my not take you seriously.
Integrating Into A New Environment
· Don’t be so aggressive as to threaten other employees, but be competitive enough to establish a basis for receiving favorable recommendations.
· Don't try to exercise unwarranted authority, but do be ready to offer suggestions.
· Don’t be afraid to ask questions.
· Don’t be “pigeon-holed” into doing one task.  Try to expand your knowledge by seeking new responsibilities and challenges.
Establishing The Internship Tasks
· Don't pretend that you understand or know how to do something when you do not; ask questions until you have a clear understanding of what you are expected to do.
· When you leave the internship don’t leave any unfinished work in such a condition that no one else can continue from where you left off.
Developing Intern-Supervisor Rapport
· Don’t neglect to have regular meetings with your supervisor for feedback on projects.  Keep yourself visible.
· Don’t require constant supervision.
· Don’t cause any negative feelings between your office and others.
· Don’t be afraid to admit there is something you don’t understand or to take responsibility if you’ve made a mistake.
· Don’t make excuses or cover up.
Elements Of A Successful Internship
· Don’t be upset or hostile if your ideas are dismissed. Don’t be overwhelmed with feelings of insecurity or inadequacy.  Instead, learn how to make useful contributions.
· Don’t be shy.  Contribute whatever you believe to be relevant.
· Try not to make mistakes, but don’t be defensive if you do.  Learn from your mistakes and you won’t repeat them.
· Don’t get involved in office problems or politics.  These are generally no-win situations.  Be an impartial observer.
The Future
Don’t lose the friends and contacts you make during the internship.  There may be opportunities to network and cultivate other relationships.  Remember, in a particular field or occupation it really is a small world! 

[bookmark: _Toc11125427]E.  USING QUESTIONS AS A VOCATIONAL SKILL
1. The ability to pose sound questions is of critical value to students in school.  It is also a critical employment skill.  Employers recognize and promote workers who can recognize and isolate problems and quickly gather the information needed to solve the problems.  They do not respond well to employees who simply say, “I don’t understand.”
2. Pinpoint exactly what aspect of something you do not understand and why.
3. Ask educated questions.
4. Take notes when receiving an answer to a question.
5. Try not ask the same question twice.
6. If a response to your question does not answer your question, rephrase the question.
7. Create a list of questions based on experiences in and out of school and on the job.  A good questioner not only gets promoted, but keeps up with changing job conditions, changing technology, and changes in the business environment. 
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· Speaking on the telephone is an important part of your job.  Proper telephone skills will help you communicate more effectively.
· Effective communication takes effort and practice.  Using the following courtesies, procedures and policies will be beneficial to your employer and will help you to be successful on the job.
Answering The Phone
1. Answer by the second or third ring.
2. Say your department and your name first when you answer.  
Example:  “Sales Department, Sheila Smith speaking”.
3. Your tone of voice should be pleasant.  You communicate better if you speak cheerfully and show you are ready to listen.  Use your natural speaking voice.  Avoid slang and jargon whenever possible.
4. Speak clearly.  Say your words carefully, not too fast or too slow.  Always speak into the mouthpiece so you can be heard.  If you have an accent, the caller may have a difficult time understanding you.  Speak even more carefully.
5. Do not smoke, eat, or drink while you are talking on the phone.  When you talk with something in your mouth, the caller may not be able to understand you.
6. Take a message if the party is not available.  Repeat the key elements of the message to the caller to make sure it is correct.  Distribute messages promptly.  (See below for message taking procedure.)
7. Thank the caller and replace the receiver gently.
Putting Someone On Hold
1. Do not pick up the phone and say “Hold, please.”  First give the caller the option of holding.
2. If you are taking a call for someone else and that person is unable to take the call, ask the caller if s/he would like to hold or leave a message/voice mail.
3. Be aware of who is holding.  Check back with the caller after a minute or two of holding.
4. Always thank caller for holding.
Placing A Call
1. Introduce yourself and your department, then ask for the party you are calling.
2. Return all calls on a timely basis.
3. When you return a call and the party is not there, leave your name and a message.  This will help minimize the “phone chase”.
Taking A Message
Ask the following information when taking a message:
1. name and title of person calling,
2. company affiliation of caller,
3. phone number,
4. what the message is regarding.
5. Write down date and time of call.
Handling Minor complaints
1. Listen to the caller explain the problem and ask for any information that may be needed to solve the problem or explain the problem to your supervisor.
2. Acknowledge the caller’s concern.  This shows that you listened and understand the caller’s problem, even if you do not agree with it.  If it seems to be a minor complaint, proceed.  If not, ask them to hold, inform your supervisor of the complaint, then transfer call to supervisor.
3. If it is a minor complaint, tell the caller what you will do to resolve or help the situation.  Do not promise what you cannot deliver.  Ask caller if your suggestion is satisfactory.
Examples Of Concerns Or Minor Complaints
1. A misunderstanding that you can clear up with an explanation.
2. A request for something you can handle for the caller.
3. A second request for something, after the first one was not acknowledged.
4. Someone asked you to do something that you haven’t done yet. 

G.  POWERPOINT SLIDE
Every Academy intern must submit a PowerPoint slide using the template found on the SHS AOF website.  Using the template slide, replace the information with your information.  This slide needs to contain the following:  

· Your name
· Clear logo of the Internship site.  
· At least one picture of your face while working.  Please use a close up picture that is clear.  It can be a fun picture!

Template:
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Academy of Finance
Internship Slide Requirement

* You can access this on lhe Slra(ford Website.

You are required to use one of the templates below.

+ Save this slide show to your computer.

+ Delete the slides you do not want to use.

+ Update the slide with your information.

+ Save slide as your name — training station name

+ Email slide to: pamela.schaper @springbranchisd.com
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