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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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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?

¢ 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

o  Office supplies

36

y o





