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Summer Internships 2009

WorkReady’s Summer Internships provide Philadelphia high school students with paid workplace experiences at
area businesses for six weeks during the summer. These internships give young people a taste of the working
world, exposure to career opportunities, and an understanding of how school is connected to economic success.

The program is an integral component of WorkReady Philadelphia, a system of programs supported by a broad-
based partnership that is dedicated to building the region’s future workforce. WorkReady is managed by the
Philadelphia Youth Network (PYN) in collaboration with dozens of organizations including four key employer
recruitment partners: the City of Philadelphia, Greater Philadelphia Chamber of Commerce; Philadelphia
Academies, Inc.; and United Way of Southeastern PA. Through its Working Solutions initiative, the Chamber
has helped to more than double the number of WorkReady internships over the past two years.

What kindss of students participate?
Philadelphia students are eligible for internships if they:
» Wil begin 11" grade or higher in the fall;
»  Successfully complete pre-employment and workplace expectation seminars; and
»  Have been pre-screened and are ready to become productive interns.

What's the employer’s role?
»  Offer paid internships (avg. $8/hr) for at least 20 hours per week for six weeks during July and August;
»  Allow interns to attend off-site work-readiness training provided by the program one day per week;

» Interview and select qualified candidates, and assign them to supervisors who are eager to work with and mentor
young people; and

»  Assess interns at the beginning and end of the experience, including helping them to develop a workplace
portfolio demonstrating mastery of key employment skills.

Why should my business get involved?

» To help eager and talented students understand the keys to workplace success;
»  To serve as positive role models for tomorrow's workforce; and
»  To be recognized for making an important contribution to the city and region.

We're not in the internship business. What kinds of supports will we get?

Orientation and training for your employees on working with young people;

Assistance in crafting job descriptions and projects that will benefit your interns and your
company;

Personal attention to candidate processing and support for intern performance; and
Payroll services, including Workers Compensation and General Liability Insurance.

What's the timeline?

» Intern interviews and selection will take place in May and June, and
»  Internships run for six weeks from July 6 to August 14.

WHO GAVE YOU
YOUR
How do | sign up or get more information? FIRST BREAK?

»  Hire an intern at http://www.workreadyphila.com/irf.html, or
»  Contact the Philadelphia Youth Network at 267-502-3800 / info@workreadyphila.com.

» | info@workreadyphila.com www.workreadyphila.com
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»  To help eager and talented students understand the keys to workplace success;
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We're not in the internship business. What kinds of supports will we get?

Orientation and training for your employees on working with young people;

Assistance in crafting job descriptions and projects that will benefit your interns and your
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Personal attention to candidate processing and support for intern performance; and
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WHO GAVE YOU
> Internships run for six weeks from July 6 to August 14. YOUR

FIRST BREAK?
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The Philadelphia Youth Network is the managing partner of WorkReady
Philadelphia and contracts with several dozen youth-serving organizations
to operate WorkReady programs on behalf of the Philadelphia Workforce

Investment Board and its Council for College and Career Success.

The following organizations will manage grant-funded WorkReady
internship programs in Summer 2009:
Allegheny West Foundation
ASPIRA, Inc. of Pennsylvania
Boys and Girls Clubs of Philadelphia
Cambodian Association of Greater Philadelphia
Communities In Schools of Philadelphia, Inc.
Community Action Agency of Delaware County, Inc.
Congreso de Latinos Unidos, Inc.
Diversified Community Services
Girard College Development Fund
Greater Philadelphia Federation of Settlements
Greater Philadelphia Urban Affairs Coalition
Indochinese American Council
Intercultural Family Services, Inc.
Management & Environmental Technologies, Inc.
North Light Community Center
To Our Children's Future with Health
United Communities Southeast Philadelphia
YouthBuild Philadelphia Charter School

The following organizations partner to recruit employers for WorkReady Philadelphia programs:
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Roles and Responsibilities

Lead Employer Contact (owner, president, human resources manager, or designee)

Be a champion for the program at your organization and encourage employees to
participate.

Identify a person to coordinate the program at your worksite.

Identify departments/work locations that will meet program objectives.
Recruit mentors/supervisors for the program.

Provide time for employees to mentor/supervise youth.

Make accommodations for young people with special needs.

Mentor/Supervisor (employee who works directly with the young person)

Youth

Attend program orientation/training.
Provide ongoing instruction and guidance to the young person.

Hold an orientation for the young person, specifying policies and procedures regarding dress,
behavior, attendance, and the consequences of not adhering to those rules.

Design a meaningful experience for the young person by providing challenging work
assignments.

Monitor and approve the young person’s timesheet.
Evaluate the young person’s work experience and performance.

Consult with the Philadelphia Youth Network or your contractor agency if problems arise at
the worksite.

Maintain a positive attitude and be a good ambassador for the WorkReady program.
Complete work assignments and take the initiative.

Observe the policies and procedures of the worksite and the program.

Complete a timesheet with the signature of your supervisor.

Attend the all required WorkReady activities.

Complete an evaluation during and upon completion of the program.

Consult with the program contact if problems arise at the worksite.

Philadelphia Youth Network or Contractor Agency

Recruit and pre-screen youth.

Match youth and schedule interviews at employment site.
Conduct employer orientations.

Evaluate the worksite and the young person’s performance.
Provide professional development for youth.

Manage payroll.

Provide ongoing support to youth and employers.
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Implementing a Successful Internship Program

Planning ahead is critical to successful implementation of an internship program. The first steps include:

Identifying an Internship Coordinator

The first step is to identify the person within your company or organization who will coordinate your
internship program. This person will be responsible for implementing the various steps identified below
to develop the program.

Assessing Internal Needs

The next step in designing your internship program is an assessment of internal projects or staff needs.
The internship coordinator should work with staff to evaluate current projects and workload to determine
appropriate situations where an intern might contribute. Staff should consider:

e What ongoing tasks take place in my department or organization?
e  What is the workload of our department or organization?
e What projects are currently on the “back burner”?

One great use of an intern is to devote time to projects that might currently be on the “back burner” due
to insufficient time or talent among existing full-time staff. For example, do you have new materials you
would like to develop, or existing brochures you would like to have updated? Would you like to redesign
your organization’s website, but just don’t have the time? Interns can be a great source of assistance,
given proper supervision, for these labor-intensive tasks.

Allocating Resources
Before your intern’s first day with your organization, you should plan the allocation of resources.

Time Resources
e  Will your intern participate in a new employee orientation session?

e How often will the mentor set aside time for regular meetings with the intern throughout the
duration of the internship?

e Can others in the department set-aside time to answer questions as they arise?

e How will the intern’s schedule (usually Monday through Thursday, four days per week and
offsite professional development seminars on Friday) impact the duties that may be assigned
to him/her?

Material Resources

What will your organization need to provide for the intern? You should plan ahead to provide these
resources so that your intern can begin work immediately on his/her first day. Some resources you may
need to supply could include:

e A computer with particular software installed
e An organizational e-mail account

e A telephone extension

e A voice mailbox

e  Office supplies

y o
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Implementing a Successful Internship Program (continued)

Identifying Mentor, Project Team and Supervisor

Each intern should be assigned to a mentor within your organization. The mentor may be a department
head, project leader, or long-time employee who is knowledgeable on the project where the intern will
work. The mentor’s role should include some initial orientation for the intern, as well as developing an
ongoing relationship.

It is beneficial for each intern to be integrated into a department or project team, where he/she will not
only learn from completion of his/her own assigned tasks, but will also develop a sense of the bigger
picture. Part of the learning experience should be an opportunity for the student to see how his/her own
tasks fit into the timeline and outcome of the project as a whole.

Integration into a department or project team can also provide the intern with an opportunity to refine
teamwork and communication skills. Others on the team can provide guidance to the intern, both on
specific project tasks and on aspects of professional work ethic and culture, such as time management and
meeting deadlines, or managing interactions with a difficult customer. Team members can guide the
intern in overcoming challenges and learning from his/her mistakes. An intern can benefit greatly from
the experience of others on the team.

Interns should be assigned to a supervisor, like any other employee. The supervisor may or may not be
the same person as the intern’s mentor— that will depend on your organization’s size and work structure.
The role of the supervisor is to assign day-to-day tasks, monitor progress, and to evaluate the intern’s
work products or outcome.

Assigning Meaningful Project Work

In addition to integration into a department or project team, attention should be paid to the assignment
of meaningful project work. Your intern is not looking to spend the summer making photocopies or
getting coffee. Certainly, this does not mean that interns should be exempt from occasionally stuffing
envelopes with the rest of the team, but the focus of the internship experience should be devoted to
meaningful project work.

Within the scope of your project, consider tasks where an intern will be challenged to apply his/her
knowledge or improve his/her skills. Remember that your intern is there to learn and gain experience.
Consider your intern’s skills and strengths, and give your intern a chance to make a meaningful
contribution to a project.
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The Hiring Process

Hiring an intern is much like hiring a regular employee, with two exceptions. Chiefly, interns will most
likely not be as experienced as other potential employees. Secondly, interns will depend on their mentors
for guidance and supervision throughout the summer. As WorkReady interns are 16-21 years of age, this
will be the first “real” work experience for many of them and they will depend on you for support. But
you will get support, too. Every company that hires an intern is assigned a program contact, a
Philadelphia Youth Network (PYN) or contractor agency employee who will be your point of contact
throughout the duration of your involvement. Here are some things for you to consider while you
prepare for the hiring process:

Identifying candidates

e Your program contact person will select candidates for you to interview based on the
qualifications you specify.
e The program contact person will be in touch with you to confirm your interview schedule.
- All youth candidates will be contacted by your program contact person.

- Resumes and interview evaluation forms will be emailed to you prior to the scheduled
interview date.

o Selections should be made after all candidates have been interviewed.
e Your program contact person will notify the candidates of your decision.

Interviewing Guidelines

o Candidates should go through only one round of interviews with a centralized interview
designee or panel.

e Allow half an hour for each interview.
o Review resumes beforehand and prepare specific questions to ask.
o Complete the provided evaluation form immediately after each interview.

During the Interview
e Candidates will be nervous, so it is important that you create a welcoming environment.
e Encourage candidates to ask any questions they may have about the position.
e Discuss if they are a good fit-
- Do they have the necessary skills?
- Do they have interest in the position?
e Complete the evaluation form for each candidate.

Making the Decision
o Review your evaluation of each candidate.
- Who is most qualified?
- Who will fit best within your team dynamic?

e Choose who you will hire and fax the evaluation forms for all candidates to your program
contact person.

e Your program contact person will notify your intern.





