
BEST PRACTICES 

The more detail you include when describing the internship experience and the skills you seek, the 
more student interest you will likely generate.  Whether the internship is paid or not, you won’t get 
much interest if you describe the intern’s responsibilities in one sentence, or use general 
descriptions that lack specific details.  Here are some examples for you to consider before 
submitting your internship posting: 

Describe the Intern's Responsibilities 

Good Bullet Point Example 

• Helping to design, engineer, and style new products 
• Contributing to product brainstorming sessions 
• Designing and setting up new test equipment 

• Creating and implementing test procedures 
• Designing new catalogs, advertisements and website/blog updates 

Good Paragraph Example 

“This intern will assist with the day-to-day groundwork that goes into producing television, radio, 
internet and print advertisements. You will be involved in important research for projects, writing 
scripts and copy that may potentially be included in finalized ads, aid in designing graphic design 
and layout concepts for ads, as well as speaking with and helping clients through phone calls and 
email. You may even work on promotions of feature-length documentary films!” 

Weak Example 

“The intern will be working closely with the Marketing Department to assist in all areas.” 
  

Describe the Qualifications 
Be clear and specific about the types of skills and experience you need. 

Good Bullet Point Example 

• Strong interpersonal, analytic and communication skills 
• Demonstrated ability to manage multiple projects and priorities; attention to detail 
• Positive attitude; team player 

• Open to Sophomore, Junior or Senior students 
• Students pursuing a degree in _________ are preferred, but opportunity is open to all 

majors. 

Good Paragraph Example 

“Qualified individuals will have strong communication and analytical skills, high levels of 
commitment, and initiative.  Specific skills/interest in ___________ is preferred.  So, if you are up for 
the challenge and looking for invaluable and real-industry experience that will impress future 
employers on your resume, apply immediately!  OPEN to ALL MAJORS.” 
  



Describe the Benefits 
Employers may also describe the benefits/learning goals that students will receive from their 
internship experience.  When students clearly understand the learning goals they can achieve, they 
see more value in an opportunity.  

Good Bullet Point Example 

• Acclimating to the business environment and attaining real world business experience 
• Exposure to full marketing mix and related tools/programs to support professional 

development 
• Learning about customer relationship management and its impact on a company’s bottom 

line 

• Gaining direct experience in all aspects of event planning and marketing 
• Mentoring from high performance marketing team 

  

Describe How Students Apply 

Example 

Students will send a brief cover letter and resume to the individual listed in the internship description 
direct via email.  Please list a  contact individual’s full name in the online internship posting form – 
you can list his/her direct work email address or use an email alias. 

Interviewing potential student interns can be done through 1:1 interviews either at your organization 
or the UNH Advising Career Center at the Durham campus during the academic year.  If you are not 
in the local area and you have multiple candidates applying for an internship, you can use a phone 
interview to screen candidates for a follow-up second interview at your organization. 

  

Important Information 

• Our office does not place students in internships.  Some internships will generate a lot of 
interest and applicants while others may not depending on many variables, including but not 
limited to: whether an opportunity fits a student’s career development and learning 
goals, whether the internship is paid or not, amount of available students with matching skill 
sets, commute time/distance to the internship, the quality and consistency of mentoring and 
supervision, and number of hours per week.  
  

• If you are offering an unpaid internship, you should check with the New Hampshire 
Department of Labor website for specific guidelines regarding these opportunities. 
  

• Internship Posting Disclaimer:  Please review the information on the following link for 
additional information. 

 

 

http://www.nh.gov/labor/inspection/school-to-work.htm
http://www.nh.gov/labor/inspection/school-to-work.htm
https://www.unh.test/uacc/career/internship-posting-disclaimer


Intern Orientation 
This critical ‘first impression’ for both student and employer is part of any successful 
internship.  Right from the start interns should receive clear information about the company culture, 
work expectations, and their own intern responsibilities.  Ask questions to check in and be sure the 
intern understands the information they need to know.  Considering that most internships run only 8-
12 weeks, the more effective the intern’s orientation the sooner s/he can begin accomplishing 
learning goals and become a productive member of your organization.    

Choosing an Intern Mentor/Supervisor 
The best person for this role should be someone in your organization who enjoys working with young 
people, is patient, and has some teaching skills.  This person doesn’t have to be the youngest 
member of your staff, but someone who understands the importance and value of mentoring for the 
student and the organization, and enjoys helping others learn.  The mentor plays a key role in the 
professional development of the intern and is the primary point of contact for the intern and UNH. 

Take the Time 
It’s important that the intern’s mentor/supervisor has the time to work with the intern.  Consistent 
supervision and honest and clear feedback will help the intern fulfill your expectations and learn 
skills they need.  It’s best to set consistent meeting times – weekly or biweekly.  Beyond 1:1 
meetings on site, if the student is working outside of your office for any part of their internship, 
contacting them via email or phone just to check in and let them know they can contact you with 
questions will send a good message to the intern and will encourage them to do so. 

Real Work + Engagement = Results  
Give your intern real work and responsibility for meaningful individual projects that will contribute to 
your organization and help the student accomplish specific learning goals.  Each internship has its 
share of administrative work, but the more an intern feels like s/he is contributing through substantial 
hands-on projects, the more engagement and dedication they will show as they increase their skill 
development and learning.  According to a recent survey conducted by the National Association of 
Colleges and Employers (NACE), effective internships are where most of the student's time is spent 
engaged in professional activities.  The top three are activities are: analysis/problem solving, project 
management, and communication (verbal/written with clients/staff/members).  

Share Your Knowledge 
Since your intern applied to your organization, they want to learn about your company and the 
industry.  Introduce them to related concepts and ideas outside of their daily responsibilities and help 
them see the bigger picture at your company (and beyond).  Whether it’s during your weekly 
supervisory meeting or an informal conversation during lunch, these interactions will help expand the 
student’s knowledge, enhance their professional development and give them the confidence and 
skills they need to be successful. 
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