Internship Role Description – Employer Completion Form
Section 1 — Basic Information
Organization Name: _______________________________________________
Department/Team: _________________________________________________
Internship Title: _________________________________________________
Internship Term (e.g., Summer 2025; 10–12 weeks): ___________________
Compensation: _______________________________________
Time Commitment (hours per week): ________________________________
Work Modality: ☐ Onsite ☐ Hybrid ☐ Remote
Location(s): _____________________________________________________
Section 2 — Position Overview
Provide a 2–3 sentence summary describing the purpose of the internship and how it fits within your organization.
Position Overview:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Section 3 — Learning Objectives (NACE-aligned)
List 3–5 learning goals tied to NACE competencies.
1. ________________________________________________________________________
2. ________________________________________________________________________
3. ________________________________________________________________________
4. ________________________________________________________________________
5. ________________________________________________________________________
Section 4 — Primary Responsibilities and Projects
Describe 4–7 specific, project-based responsibilities.
1. ________________________________________________________________________
2. ________________________________________________________________________
3. ________________________________________________________________________
4. ________________________________________________________________________
5. ________________________________________________________________________
6. ________________________________________________________________________
Key Deliverables (if applicable):
______________________________________________________________________________
______________________________________________________________________________
Section 5 — Qualifications
Required Qualifications:
- ___________________________________________________________________________
- ___________________________________________________________________________
- ___________________________________________________________________________
Preferred Qualifications:
- ___________________________________________________________________________
- ___________________________________________________________________________
- ___________________________________________________________________________
Section 6 — Supervision and Mentorship
Primary Supervisor (name and title): ________________________________________
Supervision Structure (check all that apply):
☐ Weekly 1:1 meetings    ☐ Midpoint evaluation    ☐ Final evaluation
☐ Access to project leader or mentor    ☐ Job shadowing
☐ Workshops/training sessions    ☐ Intern cohort programming
Mentoring and development opportunities:
______________________________________________________________________________
______________________________________________________________________________
Section 7 — Work Environment and Logistics
Work Hours / Schedule Expectations:
______________________________________________________________________________
Required Equipment or Software:
______________________________________________________________________________
Travel or Special Requirements:
______________________________________________________________________________
Section 8 — Application Process
Application Materials Required:
☐ Résumé  ☐ Cover Letter  ☐ Writing Sample  ☐ Portfolio  ☐ Other: ____________
How to Apply:
______________________________________________________________________________
Application Deadline: _____________________________________________
Expected Interview Timeline: _______________________________________
Section 9 — Compliance Check (optional)
Has this internship been reviewed for compliance with the FLSA Primary Beneficiary Test?
☐ Yes ☐ No ☐ Not Applicable (internship is paid)
Does the role avoid replacing regular employees? ☐ Yes ☐ No
Does the internship provide clearly defined educational benefits? ☐ Yes ☐ No
