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NEMRA Representative Internship Program Check Lists
The objective of any successful internship program is to aid in the recruitment and evaluation of potential employees. To help attract the next generation of sales representatives we must offer students a chance to experience our industry first-hand. 

On the following pages we provide a series of check lists you can use to design and execute an effective internship program.  
The first list is designed to help your firm prepare for the task of taking on an intern.  The second list guides you through the process of recruiting your intern. The final list will help you manage this future member of our industry.

Pre-Employment Action Plan
The following tasks need to be addressed prior to commencing the search for the intern.

· First, develop a job description for the position with a detailed list of tasks and assignments.

NEMRA’s Intern Position Description (included in your internship package) has been designed to help you complete this task.


· Second, develop a week-by-week schedule for the intern.  

NEMRA’s Sample Intern Schedules (included in your internship package) have been designed to help you complete this task.


· Third, assign a project or set of projects to the intern. This could include database cleanup, website edits, email marketing, newsletter editing, social media projects, outbound selling via telephone, lead follow up, and administrative support. It is important the intern have a set of responsibilities they must work on when not training with others. 


· Fourth, assign an employee that will serve as the intern’s mentor and identify the employees that will coordinate the intern’s work and training.


· Fifth, identify office resources and workspace needs of the intern.  This will likely include a dedicated telephone and IT support.


· Finally, develop a profile of your ideal candidate. When doing this identify: the academic major and GPA the candidate must poses; the computer, social media, and data management skills you are looking for; whether the intern must live locally or have access to housing and transportation; inter-personal skills required; and, previous experience you would like to see in a candidate. Also, decide whether you will hire a child of an existing employee or another electrical industry relationship.

Recruiting an Intern

The following tasks need to be addressed after you decide to take on an intern.

· Determine where and how you will recruit the intern. For example, it could be:

· Through a college, university, or technical school career center
· Through a website

· Through word-of-mouth in the industry


· Start recruiting early. Give yourself at least three to four months before you need the student to start.  The best applicants are hired early.


· Develop relationships with career center personnel if you are recruiting on campus. Let them know what you are seeking in an intern. 

NEMRA’s Draft Introduction Letter (included in your internship package) has been designed to help you complete this task.


· Prepare promotional materials describing your firm and the intern position. Applicants will be looking at your website and will want to learn about our industry. 

NEMRA’s Internship Program Brochure (included in your internship package) has been designed to help you complete this task.


· Determine the questions you will use during the interview process and a hire carefully. The intern could be a future employee.


· Put your internship offer in writing with the rate of pay, office hours, and start and finish dates. 

Managing the Intern
The following tasks need to be addressed after you hire an intern.

· Make sure you keep in contact with the intern before they start work. 

· First impressions are very important.  Be certain the mentor is ready to greet the intern on their first day and has time to familiarize the intern with the company.

· Make certain the mentor keeps in touch with the other employees who will be working with and training the intern.  

· Set aside time for a mid-course review with the intern.

NEMRA’s Sample Intern Schedules (included in your internship package) identify good times for these reviews.

· At the end of the internship conduct an exit review with the intern to evaluate their performance and get feedback on the agency’s internship program.  
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