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I. Purpose

Students in the AUS School of Business and Management are required to complete Business Internship (BUS 397) to fulfill their graduation requirements. Participation in an internship allows students to combine an on-the-job career learning experience with related academic course work to enhance their overall educational experience. 

Internship can offer students opportunities to:

· Acquire work experience which can be used in pursuit of a career;

· Put academic learning into practice;
· Enhance professional skills;
· Match career/employment choices with personal skills and competencies;
· Understand business processes and see how specific projects relate to larger business goals.
II. Eligibility

Students, who have competed at least 75 earned credit hours (excluding IEP and 00X course credits) with a minimum GPA of 2.0, are eligible for Business Internship (BUS 397).

III. Internship Guidelines

· Internships may be completed in any of the academic semesters including Summer I and Summer II. To be eligible for the Summer II internship, the student has to present a weekly working schedule demonstrating completion of 240 hours with 6-hour working days during Ramadan.
 Only after verification of the latter with the employer, the student will be allowed to complete his/her internship during Summer II semester. 
· During fall and spring semesters the internship can be taken with no more than six (6) other hours of university credit ONLY if the student is graduating in the same semester. 

· Summer internships CANNOT be taken in conjunction with other courses, with an exception for those students with only three (3) credit hours toward graduation.  

· Internships must involve a minimum of six weeks of consecutive full-time work—a total of 240 hours, at the placement company. Working from home IS NOT acceptable. 
· Internship work ABSENCES have to be supported by valid medical reasons. The student should not miss more than two work days during his/her internship. The student is required to notify his/her internship supervisor prior to being absent. When the student resumes his/her work, a medical record has to be presented to the employer verifying the reasons for being away from work. A copy of it has to be also submitted along with the post-internship documents to the Internship coordinator at the university
· All ABSENCES have to be compensated by the extended internship duration.
· Students MAY NOT work directly in a family business or with a parent or a relative at an internship site.

· Students MAY NOT be supervise by a former AUS graduate, who has less than 5 years of full-time working experience.

· Students must apply for internships prior to commencing the internship experience. The pre-internship documents have to be submitted at least one week before the internship starts. 

· The internship placement CANNOT be changed after the pre-internship documents have been submitted to the internship coordinator. 

· Internships completed without the Internship Coordinator’s approval WILL NOT be considered valid.  

IV. Academic and Professional Integrity
Throughout the course of the internship the student is expected to comply with the internship Guidelines, outlined above. Failure to conform to the Internship Guidelines will result in failing BUS 397: Business Internship, with XF in the academic transcript. 

Dissatisfactory Internship Assessment report from the employer will also result in failing of BUS 397: Business Internship.

The student, who failed BUS 397, will have to repeat his/her internship at a different organization.  
V. Internship Successes

Every semester, selected students will be recognized for outstanding internship performance, which will be based on:

· The Internship Assessment Report from the employer;

· Quality of  the student’s Internship Report and Daily Journal; 
· Rewards/recognitions/certificates/etc. obtained at the placement company during the internship;

· Offer of the full-time employment after the internship completion.  

VI. Prior to Internship

Before students are registered for BUS 397: Business Internship they are required:

1. To review the Internship Handbook and to attend information sessions, which will be conducted during Fall and Spring semesters. The dates of the sessions will be posted in the Internship website: http://www.aus.edu/sbm/internship/dates

2. To find a hosting company where the internship will be served.

3. To submit a resume and cover letter to the selected company. The company choice has to be approved by the Internship Coordinator at SBM. Students’ Resumes and cover letters have to be previewed by the Internship Coordinator prior to their submission to the company. (Samples are contained in the Appendix, p. 6-7).

4.  To complete and submit (before the internship starts) to the SBM Internship Coordinator the following documents:

a. Undergraduate Internship Application, signed by both parties: the student and his/her supervisor, and stamped by the company (a sample of this document appears in the Appendix, p. 8);

b.  SBM Internship Agreement, printed on the company’s letterhead, signed and stamped by the supervisor (A sample of this document appears in the Appendix, p. 9). This document outlines internship dates, key objectives and tasks of the internship.  It is often referred to as the ‘learning contract’ between the intern and the company and outlines what the student should do or learn from the internship. It should be on the company’s letterhead, bear the company’s stamp or seal, and be signed by the internship supervisor and the student.                                        

c. Working Schedule, printed on the company’s letterhead, signed and stamped by the supervisor. It states start and end dates of and the regular timings for the internship. (For a sample of this document, see Appendix, p. 10) It does not have to be extensively detailed for the student applying for his/her internship during Summer I. However, for the student applying for the internship in Summer II, a weekly working schedule has to be presented. 
Please keep copies of all documents you submit to the Internship Coordinator!
VII. During Internship

Work Conduct

During internship, to establish a positive image, gain respect and praise of the supervisor and work colleagues, students are advised:
1. To dress appropriately in line with a company’s dress code;

2. To project professional attitude toward work colleagues;

3. To demonstrate initiative, enthusiasm, and creativity;

4. To cooperate with a supervisor and work colleagues; 

5. To adhere to high ethical standards;

6. To always be on time for their duties;

7. To keep confidentiality regarding the company’s clients, operations and employees;
8. To communicate to internship supervisor any problems encountered during the internship.
Internship Requirements

Throughout the duration of the internship students are required to maintain a Daily Journal. There should be an entry of tasks, observations, challenges and experiences for each working day. 

The journal is meant to be more than a log of the tasks performed. The objective of the journal is to insure that students are thinking about what they are doing, examining what they learn, and considering how the internship relates to their classes and personal career goals.

It is recommended for all students to take a few minutes at the end of the work to reflect on their daily challenges and achievements. The daily journal is intended to provide the Internship Coordinator with a good understanding of what the day-to-day routine was like during the internship, and the student’s reactions to what he/she did. Though, it can be hand-written during the Internship, it will have to be typed for submission. (For an example, see the Appendix, p. 10.)
VIII. After Internship

A. Post-internship Documents to be submitted by Students

As students complete their internship, it is their responsibility to submit the following documents to the SBM Internship coordinator:

1. Student Internship Feedback Form, typed, signed and dated by the intern (See example in the Appendix, p. 11-12);

2. Daily Journal;

3. Internship Report – students’ reflection on their experiences. The report has to be at least 4 pages, double-spaced, Font Size 12. The report has to include the following sections, providing as much detail as possible and including specific examples:
a. Introduction, stating where and when internship was performed with brief description of the company and its strategy.

b. Work Performed, including a summary of activities and tasks, initial job responsibilities, changes in job scope over the internship.

c. Internship Goals, stating the goals of your internship and which ones were achieved. 
d. Educational Value, describing what was learned about chosen career field and the business environment through the work performed. 
e. Relationship to Academic Experience, describing any connections that were found between the works performed as an intern and one’s classroom experiences prior to and during the internship. Students have to be very specific.
f. Professional development, highlighting challenges, and achievements.
g. Conclusion, stating what was learnt from internship, its value, and any impact on future career choice.

4. Internship Assessment Report: Students must ensure that the Internship Assessment Report is completed, signed and stamped by the supervisor. The student asks the supervisor:

· To confirm that the student has fulfilled the contractual obligations stated in the SBM Agreement and hence completed the internship;
· To rate the student’s performance;
· To comment on the student’s readiness to enter the workplace. 
A hard copy of the Internship Assessment Report must be submitted to the SBM Internship coordinator in a sealed and stamped envelope along with the post-internship documents listed above. The supervisor can also e-mail or fax (+971 6 5585065) it to the SBM Internship Coordinator. 

B. Deadline for submission

 All the above documents have to be submitted within one week after the last day of the internship if the internship. 

C. Professional Courtesy 

As students complete their internship, they are advised to send a Letter of Appreciation to their supervisor and the host company’s HR department. (For an example, see the Appendix, p. 14.) A copy of this letter should be submitted with the post-internship documents. 
Appendix

SBM Internship Documents Checklist

Pre-internship Documents:

1. _______ Internship Application

2. _______ SBM Internship Agreement

3. _______ Working Schedule

Post-internship Documents:

4. _______ Daily Journal 

5. _______ Internship Report

6. _______ Student Feedback Form

7. _______ Internship Assessment Report 

8. _______ Thank-You Letter to Employer

All the above documents must be submitted to meet the requirements of BUS 397: Business Internship. 

Sample Cover Letter

Mr. Ali Mohamed

Executive Director

Gulf Gonkulator, LLC

King Faisal Street

Sharjah, UAE







September 5, 2009

Dear Mr. Mohamed,

Would your organization please consider allowing me to perform my six-week (240 hour) internship there this coming term? The internship is a requirement for my major within the School of Business and Management at the American University of Sharjah, and I have attached a description of what is expected of me and also what is expected of a potential employer.

My C.V. is attached, and I can provide letters of reference from my professors should you wish further background on my abilities and qualifications.

Thank you for your consideration; I can be reached via e-mail at g00066666@aus.edu.

Sincerely,

Sahar Smith

School of Business and Management

American University of Sharjah

PO Box 26666

Sharjah, UAE

Mohammed Zaed
PO Box 26666 
Sharjah, UAE
+(971) 50 4837987 

EDUCATION 
Sep 2002 – Present, American University of Sharjah, UAE        
Candidate for Bachelor of Sciences in Business Administration with major in Finance 

Relevant Course Work: 

· Business finance 

· Financial Accounting 

· Financial Analysis 

· Corporate Finance Theory 

· Introduction to Investments 

· Principles of Management 

 RELATED EXPERIENCE 

Feb 2005 – Present, The Capital Group Companies, Dubai, UAE
Trust Account Representative 

· Established new accounts and transfers with a high level of efficiency and accuracy. 

· Research, resolve, and communicate issues to financial advisers and shareholders. 

· Demonstrated a strong customer service/client relations perspective while servicing shareholder accounts. 

· Collaborate with team manager and other team members to resolve team tasks and create workshops for the department. 

Sep 2003 – Feb 2005, Bank of America, Fullerton, CA
Teller 

· Assisted customers with several financial transactions. 

· Promoted new services and products to customers. 

· Originated new bank accounts for customers. 

AWARDS 
· Spring 2006, Chancellor’s List of American University of Sharjah, with a 3.9 GPA.

· 2004-2005, Dean’s List of American University of Sharjah with a 3.9 GPA.

SKILLS
· Computer: Proficient in Microsoft Word, Excel and Photoshop 

· Language: Fluent in Spanish 
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	School of Business and Management

Phone: 971-6-5152141                     P.O. Box 26666,  Sharjah,  United Arab Emirates
        Fax: 971-6-558-5065

UNDERGRADUATE  INTERNSHIP  APPLICATION


	A.
	STUDENT  INFORMATION

	1.
	NAME: 
	2.
	ID NUMBER:  

	3.
	MAJOR:  
	4.
	SEMESTER OF GRADUATION:    

	5.
	HOME  PHONE NUMBER: 

	6.
	MOBILE NUMBER: 

	7.
	AUS  EMAIL:  

	B.
	INTERNSHIP  DETAILS

	1.
	ORGANIZATION’S NAME:
	

	2.
	BUSINESS SECTOR:   
	

	3.
	ADDRESS:
	

	4.
	STUDENT’S DEPARTMENT:
	

	5.
	STUDENT’S WORK PHONE NUMBER: 
	

	6.
	STUDENT’S WORK EMAIL:  
	

	7.
	STARTING DATE OF INTERNSHIP:
	

	8.
	COMPLETION  DATE OF INTERNSHIP:
	

	C.
	SUPERVISOR’S DETAILS

	1.
	SUPERVISOR’S NAME:
	

	2.
	SUPERVISOR’S JOB TITLE:  
	

	3.
	SUPERVISOR’S DEPARTMENT:
	

	4.
	SUPERVISOR’S PHONE NUMBER:
	

	5.
	SUPERVISOR’S FAX NUMBER:
	

	6.
	SUPERVISOR’S EMAIL ADDRESS:
	

	7.
	BEST TIME TO CONTACT  SUPERVISOR:
	

	STUDENT  SIGNATURE
	SUPERVISOR  SIGNATURE

	DATE:
	


Please print the following on the company letter head, sign and give it to the student for submission 

Date

SBM INTERNSHIP AGREEMENT 

 (Name of Company) has agreed to provide an internship for (Name of Student, Student ID number) for a period of (Number of working hours), beginning on (Start date of internship) until (End date of Internship).

The objective of the internship is to supplement the intern’s general theoretical knowledge that has been gained through academic course work with a practical work experience.  The internship objective will be achieved by the intern’s performing the following duties.  (Please list 4 or 5 key activities in which you will involve the intern)

1.

2.

3.

4.

5.

(Attach additional sheets of paper for more duties if necessary)

Upon completion of the internship the student will submit a paper to the university summarizing his or her duties during the internship and how the knowledge they gained can be applied to their future career.  

___________________________



_____________________

Print Internship Supervisor Name



Supervisor Title

___________________________



_____________________

Supervisor Signature






Student Signature

Please print the following on the company letter head, sign and give it to the student for submission 

INTERNSHIP WORKING SCHDEULE

Student Name
__________________________

ID number ______________

Company Name
__________________________

Starting Date 
__________________________

Ending Date
_____________

The intern will be working _____days a week, (please circle the days)

SUNDAY, MONDAY, TUESDAY, WEDNESDAY, THURSDAY, FRIDAY, AND SATURDAY;

, _____hours a day, from _____until _____ o’clock. 

Total number of working days_________
Total number of working hours__________

________________________________



____________________________

Print Internship Supervisor Name




Supervisor Title

________________________________



____________________________

Supervisor Signature







Student Signature

Sample Journal Entry

Thursday, January 31, 2009

Today I was given the task of developing the first draft of a telephone survey that will be used to determine what new services our clients are interested in seeing us offer. I will be working on this for the next two weeks, then my supervisor will evaluate and edit my work. After that I will actually use the survey to contact our clients. I’ll be responsible for the interviews and the data analysis. I will then get to present my results to the management team at the firm. This will be one of two major responsibilities I’ll have this semester.

Given that this will be an interview-type survey and only about 30 clients will be contacted, it seems

to me that this would be an example of “Exploratory Research,” a topic that we covered in my MKT

337 class. My supervisor suggested that I outline what I think are the important issues and then contact three of the clients she works with to get their general feedback before I begin to put together the draft of the survey. I seem to remember this type of initial discussion being part of the research process we studied in class. She stressed that I should be very clear about the questions I will ask before I do these initial interviews and that I should TRY to get the answers over the phone, because that will tend to get the clients talking more freely about their thoughts and ideas, but that I should give them the option to answer by e-mail. My supervisor said that I should be very sensitive to the client’s time and that’s why it is important that I think carefully about what I’ll ask. I will start on writing my initial questions tomorrow and do the first three interviews as soon as possible so I can get started on the draft.

LEARNING OUTCOME: I learned about the general structure of the marketing research process and began to learn about preparing interview questions.

	P.O. Box 26666,

Sharjah,  

United Arab Emirates     
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American University of Sharjah

School of Business and Management


	Phone: 971-6-515-2141                                                                                                                                      Fax: 971-6-558-5065

E.mail:tgibbs@aus.edu   

                                                          

	STUDENT INTERNSHIP FEEDBACK FORM

	A.
	STUDENT  INFORMATION

	1.
	NAME: 
	5.
	ID NUMBER:  

	2.
	MAJOR:  
	6.
	YEAR OF GRADUATION:    

	3.
	HOME  PHONE NUMBER: 
	7.
	MOBILE NUMBER: 

	4.
	AUS EMAIL: 
 
	8.
	PERSONAL EMAIL:  

 

	B.
	STUDENT’S INTERNSHIP  DETAILS
	C.
	INTERNSHIP  SUPERVISOR

	1.
	ORGANIZATION’S NAME:


	1.
	SUPERVISOR’S NAME:

	2.
	STUDENT’S DEPARTMENT:


	2.
	SUPERVISOR’S JOB TITLE:  


	3.
	STUDENT’S WORK PHONE NUMBER: 


	3.
	SUPERVISOR’S DEPARTMENT:

	4.
	STUDENT’S WORK EMAIL:  


	4.
	SUPERVISOR’S PHONE NUMBER:



	5.
	STARTING DATE OF INTERNSHIP (DD/MM/YY):
	5.
	SUPERVISOR’S FAX NUMBER:



	6.
	COMPLETION DATE (DD/MM/YY):
	6.
	SUPERVISOR’S EMAIL ADDRESS:



	D.
	WORK RELATED EXPERIENCE

	1. a)
	Was the program well planned and delivered for you to benefit from this experience?



	  b)
	Did you waste a lot of time before you were given purposeful work?



	2. a)
	Do you feel that your Internship experience was meaningful in a general way?  

(  “YES” give us some examples:



	    
	( “NO”, give us some reasons



	    b)
	Do you feel your Internship experience was meaningful keeping in view of your major or career goals?

(  “YES” give us some examples:



	
	( “NO”, give us some reasons



	3. a)
	The work environment was conducive / encouraging?  ( “YES” please give us some examples:



	    b)
	( “NO”, give us some reasons for your feelings:



	4. a)
	Would you recommend other SBM students to take advantage of Internship offer with this organization in future?  ( ‘YES’ please give us some details:



	    b)
	( “NO” – please give us some reason for your dissatisfaction:



	F.
	ANALYZING EFFECTIVENESS OF SBM CURRICULUM

	1.  a)
	Do you feel that SBM courses are well designed and helped you meet demands at work?  

( “YES”, then name a few courses that helped you and in which way:



	     b)
	( “NO”, what should the school do differently?



	2.
	Did you feel that your Internship experience would have been more fruitful if you completed certain courses before your Internship?  Which ones and how would these courses have helped?



	3.
	What was your most valuable experience during the Internship period and why?



	a)
	Name a few positive experience:



	b)
	Name a few negative experience:



	4.
	Was your current position closely related to your major?  Please “X” against the appropriate answer:

( Yes                             (  No                                          (  You selected a different field 



	6.
	Any other comments that will help the School and our students:



	STUDENT  SIGNATURE
	DATE




Cover Page for Daily Journal/Internship Report

Daily Journal

Sarah Smith

ID # 28798

July 20, 2009

BUS 397: Business Internship, Summer I, 2009

American University of Sharjah

Letter of Appreciation

Mr. Ali Mohamed

Executive Director

Gulf Gonkulator, LLC

King Faisal Street

Sharjah, UAE







September 5, 2009

Dear Mr. Mohamed,


I would like to thank you for taking me as an intern in your company for six weeks. I learned a great deal from working with the highly professional and supportive employees of your company. It really helped me to put some of my academic work into practice. 

I sincerely hope that I contributed to your organization during the time I was there.

Sincerely,

Sahar Smith

School of Business and Management

American University of Sharjah

PO Box 26666

Sharjah, UAE

� The UAE Ministry Requirement


� Students may receive assistance in finding an internship from the Office of Development and Alumni Affairs, Directorate of Corporate Relations, located in the Main Building in offices MM07A, MM07C, and MM07D. Students may also check the following website for internship openings: www.aus.edu/sbm/internship/Internship_Opportunities.
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