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About the Philadelphia Youth Network

About the

Philadelphia Youth
Network
The Philadelphia Youth Network (PYN) creates education and
employment opportunities for youth and young adults. We believe
every young person deserves the chance to cultivate their talents
and to achieve their dreams.
To make more opportunities available to youth and young adults,
we:
●
●

Here are the facts:
•

•

In 2020, the unemployment
rate for 16- to 25-year-olds
was the lowest it has been in
50 years, and then
skyrocketed to the highest
ever recorded.
The number of disconnected
youth could grow to almost
25%, wiping out a decade’s
worth of progress.

●
●

Build systemic solutions that close gaps in youth serving
systems.
Support and train youth-serving organizations to deliver high
quality programs that develop academic and career readiness
skills.
Engage employers and system leaders to ensure that today’s
young people will be prepared to join tomorrow’s workforce.
Design comprehensive service networks to prepare youth for
successful futures in school, work, and life.

OUR VISION
To alleviate poverty and promote equity through education and
employment.

OUR MISSION
To create coordinated systems which promote the attainment of
academic achievement, economic opportunity, and personal success.

OUR IMPACT
Together with our partners, we have provided more than 225,000
opportunities to young people since PYN was founded in 1999.
We are always fueled by our vision, especially in the face of 2020’s
economic downturn and civil unrest, which affected everyone – our
young people included. The data demonstrates the severity and
urgency of youth employment.
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About the Philadelphia Youth Network

The Career Development
Framework

PYN’s Career Development Framework provides a
unified approach to skill development, career
readiness, career retention, and advancement,
bridging the career pathway needs of the emerging
workforce with the expectations of employers.
The Framework depicts a flexible pathway that varies
based on the developmental needs of each young

person, beginning with awareness, proceeding
through exploration and preparation and training and
immersion, and culminating with employment and
advancement. Specific milestones serve as indicators
that young people are on a path to success, including
secondary credential attainment, post-secondary
connection, and self/family-sustaining employment.

About the Philadelphia Youth Network

Internships typically fall under the intermediate
category within the career continuum, focusing on
career exploration and preparation.
Ideally, the internship is building on existing
early-stage career awareness that the youth has
gained through school or other programs and
positioning youth for more advanced training and
immersion that will lead to meaningful and
sustainable career advancement and success.
This intermediate stage is vitally important and
provides youth with a formal introduction to the
world of work and can serve as a transformational
bridge between academic instruction and career
entry.
Youth experience levels and skill development at the
start of an internship can vary widely depending on
their prior experience and exposure. It’s important to
be intentional when approaching your internship
design to meet youth where they are and consider
how this experience fits into their broader career
development journey.
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QUESTIONS ABOUT THIS TOOLKIT OR
LOOKING FOR ADDITIONAL SUPPORT?

CONTACT THE PHILADELPHIA YOUTH
NETWORK:
John Brennan
Senior Business Partnership Specialist
Email: jbrennan@pyninc.org
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Introduction to Virtual
Internships
With the safety issues related to the COVID-19
pandemic still in effect and an accelerated shift to
virtual work for the long term, now is the time to create
a virtual internship program for your company.
This toolkit will walk you through how to structure a
virtual internship and how to build relationships with
interns in a virtual environment. Throughout the
toolkit you will find checklists, templates, and concrete
examples that will provide you with a solid foundation
and set of tools to build an effective, high-quality virtual
internship at your company.

Why Youth Employment Matters
Research shows that working during the high school
years can have many benefits, including:
•
•
•
•

Boost academic performance
Increase long-term wages and employment
Augment family income
Promoting safer communities

Introduction to Virtual Internships
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Introduction to Virtual Internships

In the wake of the pandemic, the nation’s youth
unemployment rate surged from 7.7% in
February to 27.4% in April (Bureau of Labor
Statistics, 2020). Further, youth living in low-income

urban communities are only about half as likely to
find jobs as their suburban peers. Given these
factors, providing youth with paid internship
experiences is more important than ever.

Beyond the benefit to youth and communities, internships can benefit your organization by:
•
•
•

Providing a leadership opportunity to junior employees by giving them a supervisory role in managing
an intern.
Encouraging diversity of thought, which benefits your business — participating young people come from
different backgrounds and offer fresh perspectives.
Participating in a collective effort to contribute to the future success of our region's economy, which
depends on having a talented and highly skilled workforce.

Why Virtual Internships?
While in-person experiences have been dramatically
impacted by COVID-19, we know that providing work
opportunities remains critical in ensuring that young
people are not left behind as we recover from the
impacts of this pandemic. However, virtual
internships have benefits beyond just pandemic
safety.
●

Remote work eliminates barriers related
to distance and transportation.

●

Embracing video conferences makes it
possible to arrange for a broader group of
guest speakers from all over the

What began as a seemingly short-term inconvenience
is now clearly becoming a permanent and significant
shift in how and where people work. Many
employers and employees are embracing the
advantages of remote work, including lower
office costs and greater flexibility for employees.
Research from the Aspen Institute identified the
following virtual internship benefits:
world, including people usually not able
to connect to young people in person.
●

Virtual projects can facilitate multiple
shorter internships or other types of
exposure to various careers within one
summer.

Additional benefits of supporting youth through virtual internships include:
●

Ensuring that young people continue to
have connections to a work experience

●

Providing opportunities for skill-building
i.e., digital literacy

●

Training our future workforce to work in
our increasingly virtual world

●

Rethinking and reaffirming process and
strategy through the “fresh” eyes and
curiosity of youth
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Best Practices for Virtual Internships

Best Practices for
Virtual Internships
In this section we’ll cover some overall best practices,
which will be described in greater detail through the
toolkit. Many of the best practices for creating a

successful in-person internship apply to virtual
internships, with some additional considerations and
challenges.

Things to keep in mind
Be Flexible and Prepared to Adapt
Communication Styles and Expectations
Remember that you may be the intern’s introduction
to professionalism and the world of work. Be
prepared to teach them about professional behavioral
norms, but also be open minded to different
perspectives. For example, you probably have some
colleagues who respond better to email and others
who prefer a phone call. Interns may be most
responsive to communication methods such as text
message. You might want to help them set up
notifications for work-related messages on their
phones.

Focus on Relationship Building
The relationship that you are able to build with your
intern will be foundational to their engagement and
success. In some cases, the social capital and
networks that youth gain through their internship
can be even more valuable than the hard skills and
knowledge.

Design a plan for the internship that builds
in variety and flexibility
Interns will be more successful if they have a clear
guide to their internship that includes projects,
expectations, and deadlines. Consider offering your
interns a variety of experiences including career
exploration workshops, self-paced learning or
research, and concrete work projects.

Be aware of the limitations of virtual
connection and screen-time fatigue.
Think about how to build in time away from the
screen, such as projects that encourage interns to
explore their communities. Consider mailing a kit to
your intern with hands-on activities or printed
materials. If your organization has any branded swag
such as t-shirts or pens, include those as well to
make your intern feel welcome and a part of the team.

How to Structure a Virtual Internship
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Things to avoid
Don’t be overwhelmed with designing
every detail of the perfect internship in
advance.

Don’t go it alone by taking on the full
responsibility of mentoring and managing
the intern on your own.

Giving youth an opportunity to co-create their internship
experience with you will facilitate greater engagement
and assist with relationship building.

Involve multiple colleagues, including individuals
from different departments or even different
companies. Talking with a wide variety of individuals
in your company or industry will give interns a richer
and deeper understanding of the variety of work
experiences and career paths available to them.

How to Structure a
Virtual Internship
Employer Readiness
Interested in hosting a virtual intern but not sure if
you’re ready? PYN has developed a detailed Employer
Readiness Rubric that will walk you through a selfassessment of your organization’s level of readiness to
create a successful internship environment aligned

with the Career Development Framework discussed in
the first section of this toolkit and provides a
categorized checklist to help you identify the specific
steps you can take to increase your readiness to host
an intern. View the Employer Readiness Rubric here.

Virtual Internship Readiness
PYN’s Employer Readiness Rubric provides a
comprehensive foundational guide to creating a
successful internship environment. For virtual
internships, there are a few additional considerations.
Technology: Prior to the start of the internship,
schedule a time to discuss technology needs and
requirements with your intern. Make sure they have a

working computer with a webcam and sufficient
internet connection. Ask if they have a plan for where
they will be working remotely and be understanding
and ready to problem solve if their home setup is less
than ideal. For example, consider helping them to get
a headset if they don’t have a quiet place in their home
to work from. Be understanding if they don’t have a
professional home office and may be participating in
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meetings from their bedroom, basement, or closet
(many of the video conferencing options now have an
option to blur your background that they may want to
turn on). Encourage them to be present with video
turned on for meetings, but also understand if
occasionally they are unable to have their video on due
to their current location or home environment.
Assess their proficiency with technology – some
interns may be experienced and proficient in the tools
they will need for the virtual internship, while others
may not be. Consider whether there are certain
computer programs they may need, such as Microsoft
Office Suite and Zoom.
Determine what resources and support your
company may be able to provide (both with access to
technology and support learning to use it) or what
other resources may be available to help the interns
with technology access and training. Remember that
the digital divide is a major barrier for low-income
youth and their families, and your intern may need
additional support from you to make sure they are
properly equipped with a well-functioning computer
and high-speed internet. Some youth may have
received devices from their schools for remote
learning, but others may not have received them or
may have other challenges with technology. See the
Technology Tools & Resources section of this toolkit
for some of the technology resources available.
See the Virtual Internship Technology Checklist and
go through it with your intern so that you are both
prepared on their first day.
Connection and Communication: The COVID-19
pandemic has made it clear to all of us the challenges
of creating authentic connection and communicating
effectively remotely. From Zoom fatigue and screen
fatigue to technology issues and the distractions of a
home environment, challenges abound. Onboarding
and establishing a personal connection become more
challenging when you are unable to be in the same
physical space and cannot, for example, take your

How to Structure a Virtual Internship
intern out to lunch. It’s also more difficult to provide
supervision when you are not in the same physical
space, so you will need to consider how you
communicate around workload, projects, and
downtime. These challenges may be further
compounded when working with youth who are not as
well versed in professional communication and
workplace norms.
Start by acknowledging the challenges in a
conversation with your intern. Set the standard that
you expect there to be challenges and awkwardness,
and that it’s normal and not something that the intern
should be discouraged by. Discuss specifics about
how best to communicate with each other, including
time of day, frequency of communication,
methods of communication (email, messaging,
phone), and expectations for response time. Make a
plan so that you are both on the same page
around these expectations.
Then
incorporate
metacommunication
(i.e.,
communication about communication) into your
regular weekly or daily check-ins with your intern.
Talk about how your communication has been
working and how it might be improved –
acknowledging that it is a work in progress. Again, get
into
specifics,
particularly
if
there
are
specific instances when communication between you
and your intern broke down. Discuss the
circumstances that led to that communication
breakdown and how you may be able to correct for
them in the future. Remember that mistakes can be
a learning experience – both for you and your intern.
Be ready to adapt your internship communication plan
as you realize what is and what is not working.
See the Virtual Internship Communication Plan for a
tool that you can complete with your intern to ensure
that you are on the same page. For more tips on
communication,
relationship
building,
and
conversation starters, see the Virtual Supervision and
Relationship Building section of this toolkit.
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How to Structure a Virtual Internship

Planning the Internship &
Developing a Job Description
In developing the structure and expectations for the
internship, it’s important to keep in mind the ways
that an internship may differ from a more permanent
staff position. An internship should be viewed as a
Internship

learning experience for the intern, where soft skill
development and networking are just as important as
the work tasks or projects you assign to the intern.

Job

Primarily a learning experience

Focused on a business need

Offers an introduction to professional conduct
& development of soft skills

Employee generally expected to hit the
ground running

Focus on networking, mentoring, career
exposure, and job shadowing—in addition to
work tasks and projects

Primarily focused on accomplishing tasks and
projects essential to business

Designed for current or graduating students

Employee often expected to have obtained
credentials prior to hire

Supervisor serves as mentor and provides
feedback to facilitate learning process

Supervisor serves as manager and focuses on
business outcomes
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How to Structure a Virtual Internship

Recognizing that the internship is a work-based
learning experience frees you up to design an
internship that combines work tasks and projects with
additional learning opportunities focused on career

exploration, financial literacy, resume writing, and
industry
research.
Professional
development
activities could include:

Self-paced online training

Attending webinars and taking notes

Watching informational videos and taking notes (think TED Talks)

Conducting informational interview video meetings with your
colleagues
Attending a video meeting featuring a panel of your colleagues to
discuss career experiences

If your organization is hosting multiple interns, you
can collaborate with your colleagues to schedule
professional development activities, such as
workshops and career panels, for all of the interns to
attend as a group. Consider also collaborating with

other organizations in your industry who may be
hosting interns as well, to provide interns with even
more exposure to the industry and career paths (PYN
may be able to assist with making this connection).

How to Structure a Virtual Internship
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Size of Internship Program
Deciding the number of interns your organization will be hosting is an important starting point. There are pros and
cons to smaller and larger internship programs. Items to consider include:
●
●

●

The work project you’d like the intern(s) to focus on – would this best be completed by an individual or as a
team project?
The size of your organization and number of employees willing to be involved in the internship program – if
it’s just one or two staff interested in supervising and mentoring interns, consider staff capacity before
overcommitting. However, if your organization has multiple departments all interested in hosting interns,
you may be able to design an internship program where the interns each have separate department-specific
work projects but gather as a group for professional development opportunities.
How does work typically get done in your organization and industry and what skills would you like interns to
gain? Is the focus more on individual work or is teamwork and collaboration emphasized?

Developing a Job Description
Begin by identifying the work project or projects you’d
like assistance with, and then fill in the remaining time
with related professional development opportunities.
See the project bank for ideas, but feel free to get
creative with your own work priorities. Make sure to
set your expectations—a high school student will have
limited prior work experience and their familiarity
with project-based work will be largely focused on
academics. Interns will need clear structure to
accomplish work goals. While self-direction may be a
soft skill that interns can be working toward, they are
unlikely to enter the internship with much experience in
this regard. Make sure to include the number of
hours the intern will be expected to work, the hourly
See the appendix for sample job descriptions.

rate, and any scheduling requirements so that those
expectations are clear and in writing.
Take time to consider what would be meaningful both
to the intern and the company and write out those
goals, but don’t get too caught up in assumptions
about what constitutes meaningful work. At first blush
a seemingly menial task may not seem like meaningful
work, however it can be meaningful if you are able to
make a connection between that work and 1) how it
contributes to the mission and goals of your
organization or department, 2) the development of
professionalism and soft skills, 3) wrap-around
professional development activities, or 4) networking
and resume building.
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How to Structure a Virtual Internship

Interviewing
Schedule short job interviews with potential interns to
learn a bit more about their skills, background, and
interests and gauge whether they would be a good fit
for your internship. If you are working with PYN or a
WorkReady provider, they may assist you with
scheduling interviews. Remember that many potential
interns will be unfamiliar with professional
interviews and may be nervous or unsure how to

interact. Be professional but kind and slightly more
informal than you may be when interviewing for a
higher-level position. Given that interns may have
limited prior work experience, focus interview
questions on academics, extracurricular activities, and
interests.
See the appendix for sample interview questions.

Creating an Internship Schedule
The internship schedule will depend significantly
on the length of the internship. A short six- or eightweek summer internship will have an abbreviated
schedule focused on work-based career exposure and
creating connections for the future. A longer schoolyear internship provides more time for extended
professional development, relationship building, and
a more complex work project.

aligned with your organization’s priorities and goals
for the internship. Work collaboratively with your
intern(s) to identify topics and projects that are
relevant to their interests. Interns will be the most
engaged when they get to choose the topic for their
research or the direction of their project. Feel free also
to get creative and design your own projects or
activities!

Use the Project & Activities Bank for ideas of
projects and activities and pick the ones that will
create the most cohesive internship experience

See the appendix for sample plans to give you some
idea of how virtual internships of different lengths
may be structured.

Internship Kick-Off
If you weren’t able to complete the Technology
Checklist with your intern prior to the start of the
internship, make sure to do this on their first day.
Without an adequate technology setup, your intern
will be unable to fully engage with you and complete
their expected tasks.
Use the Kick-off Meeting Checklist to set the agenda
and activities for your first meeting with your intern.
The primary purpose of this meeting is to establish a

professional connection between you, the intern, and
your organization.
Ideally you should include others from your
organization who will be working with the intern—
again, this will help with establishing a connection and
will also provide the intern with insight into some of
the different career paths and roles in the
organization.

Page | 13

How to Structure a Virtual Internship

During the Internship: Daily and Weekly Check-Ins
At minimum, you should schedule a weekly check-in
with your intern for approximately 30-45 minutes. See
the Weekly Check-In Tool for an agenda and
discussion guide for those meetings. Given that youth
have limited prior work experience, they may not be
familiar with what issues to escalate and how and
when to escalate them. Going through each of the
items on the list will facilitate those conversations and
identify if there are issues that need to be addressed.
This should also be a time for youth to share
reflections and questions about their internship.

experience, and for you to provide them with ongoing
feedback on their performance.
If possible, plan for a quick daily check-in with
your intern in addition to the weekly check-ins.
Particularly given the challenges around virtual
supervision, this will help you stay connected to the
intern throughout the week and to provide touch
points and guidance to keep their assignments and
projects on track. See the Daily Check-In Tool
as a guide for those conversations.

Closing out the internship
Presentation
A great way of wrapping up the internship is with a
final presentation during which the intern can share
the results of the project they worked on for your
organization and/or reflect on their lessons learned. If
possible, schedule the final presentation to include
many of your colleagues who interacted with the

intern or others who may be interested in the
presentation and in sharing their perspective with a
young person. Use the chart below for a sample
structure and guiding questions for the presentation
(we’ve also included this in the appendix as a
separate page that you can share with your intern).

Presentation Sample Structure and Guiding Questions

Presentation Section

Guiding Questions

Introduction

•
•
•

Who are you (name, school, etc.)?
What organization did you intern at and what was your role there?
What projects or tasks did you contribute to?

The Project

•
•
•
•

What was the main project you worked on?
What did you accomplish?
What challenges did you encounter?
Do you feel like you were successful? Why or why not?
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Presentation Section

How to Structure a Virtual Internship

Guiding Questions
•

Reflection

•
•
•

Conclusion

•
•

What did you learn through this internship…
…about yourself?
…about the organization?
…about work and professionalism?
What new skills did you learn, and how might they help you in your
next job?
What surprised you about your internship experience?
What are you most proud of yourself for accomplishing?
How would you summarize your internship experience in one
sentence or word?
Who would you like to thank for their help or support?

Performance Assessment
At the conclusion of the internship, sitting down with your intern and discussing their performance is an important
final step. See the Intern Performance Review form in the addendum for an example. The performance review is a
chance for the intern to:
•
•
•
•

Hear an honest assessment of their strengths and weaknesses,
Learn about workplace norms and professionalism, including the employee performance review process,
Reflect on their experience, and
Discuss future plans and where this internship experience fits into the intern’s career continuum.

Exit Interview
Combining the performance review conversation with an exit interview gives you an opportunity not only to give
the intern feedback on their work performance, but also for the intern to give you feedback on their experience and
their insights about the company. This conversation gives you helpful information about how you may be able to
improve future internships and may even provide you with a fresh new perspective about your work.
See the Sample Exit Interview in the addendum for an example.

Virtual Supervision & Relationship Building
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Virtual Supervision
and Relationship
Building

Connecting with interns virtually
Use icebreakers, personal stories, and open communication to
establish a professional relationship with your intern. Understanding
that this is the first professional work experience for many youth, you
can model appropriate behavior and serve as a guide. While feedback
is important, be sure to meet interns where they are and set
reasonable expectations with constructive feedback (more on
feedback below).
Youth will gain the most from their internship when they are given
structured opportunities to make their voice heard. Involve interns in
conversations about what they’ll be working on, how the work is
going, and in what ways their internship experience could be changed
or improved. Brainstorm with them to decide on tasks, projects, or
activities. Some interns will be eager to engage in conversation with
you while others, for a variety of reasons, may be more reluctant.
Don’t be discouraged! Try these strategies:

Page | 16

●
●

●
●
●

●

Virtual Supervision & Relationship Building

Show interns that you respect them and their opinions by listening and treating them with the
same respect you would give to a colleague.
Ask open-ended questions and be prepared to really listen. Use conversation builders like asking
clarifying questions, reflecting and summarizing back what you’ve heard, reinforcing successes
or positive aspects of the conversation, and sharing anecdotes to foster greater connection.
Find out what they are interested in and how they like to communicate, and tailor your
communication to meet them where they are.
Be genuine and incorporate humor into your communication. Nothing breaks down barriers faster
than a good laugh!
Intentionally incorporate time for informal conversation – being in a virtual environment means
this is less likely to happen naturally, but it’s important to building a professional relationship
with your intern.
Be patient – it can take time to build up a relationship!

Best practices for virtual supervision
As we’ve discussed, remote work requires a slightly
more proactive approach to supervising your intern.
Since you are not in the same physical space, you
lose a lot of the visual cues of seeing what your
intern is working on and how they are feeling. This
is why we recommend incorporating a quick
daily check-in during the course of the internship.
Remember that your intern may not be in the habit
of framing and articulating work progress and
issues. Use the daily and weekly check-in tools as
guides and inquire about important aspects of their
work and the internship using opening phrases like
“do you have any concerns about...”, “how can I
support you with...”, and “have you thought through
how you might...”.

Mentors

Another way to recreate some of the connection is to
schedule virtual “coworking” time with your intern
when you both may be on camera and/or audio
connection but doing your own work. This helps
create a sense of companionship and accountability,
and also lets the intern know that you’re available to
ask questions or bounce ideas off of.

Working collaboratively to involve multiple people
from your organization in mentoring and connecting
with the intern allows you to maintain your direct
supervisory relationship without putting a strain on
your time and gives the intern a more well-rounded
perspective on the organization and industry.

A great way to help your intern expand their network
and learn more about the organization while also
incorporating additional support is to recruit others
within your organization to be a mentor to your
intern. Mentors can be an additional person for the
intern to turn to if they have a question or issue when
you are unavailable, they can help create a connection
between the intern and the organization by scheduling
informal conversations and check-ins, and they can
provide additional feedback and reinforce workplace
norms.
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Virtual Supervision & Relationship Building

Giving Feedback
Being relatively new to the world of work, your intern
will need frequent feedback so that they know when
they are on the right track or can be quickly redirected
when needed. Frequent, regular feedback will keep
communication channels open and reinforce for your
intern that this is a learning experience. Focus as much
as possible on providing support and encouragement
to help build your intern’s positive sense of self and
ability to meet their goals. Give frequent
encouragement and remind your intern of previous
successes when something new seems difficult.

the beginning of the internship that mistakes are
inevitable and that as a supervisor it is your job to
provide suggestions and guidance. Discuss that it is
normal for learning new things to be challenging and
perhaps even give personal examples of times in your
life when you had to overcome a huge learning curve.
When discussing issues or roadblocks, focus on
helping your intern identify solutions for themselves.
Use coaching questions such as “what needs to
be done?” “who can help you?” and “how can you
react differently?”

However, don’t hesitate to give constructive but
critical feedback when the intern could be doing
something differently or better. Set the expectation at

Use the following formula when giving constructive
feedback to your intern:

Step 1

Identify the specific behavior or issue you are giving
feedback on with context on when or where the issue
occurred.

Step 2

Note your observation using “I” language – “I
noticed…”

Step 3

State your expectation and how their behavior differed
from what you were hoping.

Step 4

Explain the consequence of their action and why it is
important to correct.

Step 5

Suggest a solution or specific actions the intern could
take in the future to better meet expectations.

Remember to give positive feedback as well as negative and encourage an open dialog with your intern so that they
can also give you feedback on your interactions and the internship overall.
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Technology Tools &
Resources
Technology Tools
If your company already has employees working
remotely, you are likely already using a number of
technology tools to communicate and collaborate
with your colleagues. Make sure that your intern(s)
gain access to these tools as well so that they can
be effective in their role. This may include
video conferencing such as Zoom or Microsoft
Teams, communication
platforms
such
as
Slack, task management platforms such as Asana,
and document sharing platforms such as
SharePoint, Dropbox, or Google Drive.
Additional technology tools you may consider
include:
GCFLearnFree.org – free digital literacy training
Kahoot! – a game-based learning platform
Khan academy – free online learning platform
LRNG – free online learning and badging platform
designed for youth
PA Department of Banking and Securities –
free financial literacy resources
U.S. Department of Education's You for Youth – free
financial literacy courses

Technology Tools & Resources

Technology Tools & Resources

Technology Resources
If interns and their families need assistance with
obtaining a device and internet access, there are
currently a couple City of Philadelphia programs that
may be able to assist. Both services can be accessed
by calling 2-1-1.
Digital Navigators - Digital Navigators are available
by phone and email to help residents access and use
technology and the Internet. They provide support by
helping individuals find and apply for affordable
internet connectivity, obtain low-cost or free
computers, get support with simple online tasks, and
link to online digital literacy training.
PHLConnectED - Connects K–12 student households
to digital access with internet, laptops, and training.
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Addendum
Fillable Planning
Forms & Tools

Addendum: Fillable Planning Forms & Tools

Career Development Framework (CDF) Employer Readiness Rubric
This resource is designed to guide you, the employer, to evaluate your level of organizational readiness to welcome young people into your workplace.
It is aligned with PYN’s High Quality Workplace definition and the Career Development Framework (CDF) Career Continuum.

Employers with High Readiness are best equipped to prepare young people
for success in the workforce in multiple career pathways:

•
•

Consider your organization’s current level of readiness in each area.
Identify opportunities to advance your organization’s readiness into the
Moderate to High Readiness range.

CREATE AN ENVIRONMENT ALIGNED WITH CDF STANDARDS
HIGH READINESS

MODERATE READINESS

LOW READINESS

Shows Up

Direct supervisor is present in terms of
policies and instructions

Policies and instructions are not clear and
concise

Reactive and ad-hoc approach; no
clear policy is communicated and
expectations are inconsistently enforced

Works Well with Diverse Teams

Work culture is prepared to incorporate
young people in a diverse and inclusive
setting

Work culture is accommodating in terms
of diversity and inclusion; lacks consistent
structure

Does not have clear policies around
diversity and inclusion

Takes Initiative & Responsibility

Ongoing support, guidance and leadership
on tasks provided by a dedicated
supervisor

Multiple supervisors and mentors readily
available without a dedicated staff
member

Undefined day-to-day activities; lack of
clear supervisory roles

Demonstrates Confidence &
Personal Agency

Environment encourages thoughtleadership, independent work and open
dialogue with clear expectations

Provides basic performance benchmarks

All tasks and experiences are
prescriptive without opportunity for
innovation

Adapts to Change

Cross-functional approach to work on
multiple tasks

Experience is limited to a single
department

Lacks opportunity to engage beyond
mundane and prescriptive tasks

Builds Relationships with
Colleagues & Clients

Cultivates teamwork and collaboration
through multiple interactions

Provides support and mentorship on an
as-needed basis

Minimal staff interaction

Solicits & Grows from
Feedback

Empowers young people through open
two-way dialogue around successes and
challenges

Feedback is provided but not solicited
from the young person

Feedback is reactive or nonexistent

Demonstrates Desire to
Continuously Learn & Grow

Encourages curiosity and leadership
beyond workplace learning; explores
career pathways

Provides general exposure to learning
opportunities; limited to the workplace

Inconsistent or nonexistent learning
opportunities

Thinks About Problems
Creatively & Critically

Young people have opportunities to
evaluate problems and propose solutions
to workplace challenges

Young people have opportunities to
observe problem-solving without an
active role

Lacks opportunity to engage in troubleshooting; issues are not disclosed

Communicates Effectively

Complete, clear concise and open
dialogue; opportunities to engage in
written and spoken activities

Informal expectations and minimal
engagement opportunities with
employees; limited exposure to business
communication

Little to no communication or dialogue

Please submit questions regarding this CDF Resource for Employers to PYN at worksites@pyninc.org. This resource was developed by
www.pyninc.org
the Philadelphia Youth Network (PYN) for employers supporting programs aligned with the Career Development Framework (CDF). Date Issued: 8/1/19

Career Development Framework (CDF) Employer Readiness Rubric
Self-Assess: Check off the items you are already doing and use this as a guide to implement the items that remain unchecked.

$

PREPARATION & ORIENTATION
Establishes a measurement tool
to assess programmatic needs
and outcome
Staff member(s) are identified to
provide supervision

Allocates funds annually toward a budget specifically for Career Entry program(s)
aligned with the CDF (resources, compensation, training, staffing, transportation, etc.)

FUNDING

SUPERVISION
Internal training is provided to
supervisors working with young
adults (e.g., Emotional Intelligence,
Multicultural Engagement, Working
with Millennials; Giving & Receiving
Feedback, etc.)

TASKS & ACTIVITIES
Creates a mutually benficial experience;
tasks, benchmarks and performance
measures meet individual interests and
business needs
Assesses skill readiness of program
participants and assigns skill-appropriate
tasks; support is provided to advance
skils to more challenging tasks throughout
experience

Job descriptions include clearly
defined tasks and are provided
to supervisors and young
person(s) prior to interview and/
or start date

Expectations around
deliverables and deadlines are
clearly communicated

Organizational Overview
provided and explained (e.g.,
website, history, services/
products, organizational chart,
clients, etc.)

Established Coaching Program
in place for managers, supervisors
and mentors

Engages young people in real-time
problem solving activites in the workplace
(e.g., meetings, strategic plan review,
etc).

Provides opportunities to shadow
various departments and meet a
variety of employees, based on
the individual’s skills and career
interests

Provides experience with the identification
of alternative courses of action for tasks
and issues, using real-time examples or
case studies

Periodic supervisory meetings
are scheduled

Discusses industry-wide processes,
strategies, and measurable results with
opportunities to review and analyze

Provided timely, proactive and
responsive two-way feedback
throughout the experience

Provides opportunities to review, develop
and present business communications in
various formats tied to workplace needs

Provides and discusses
organizational mission,
core business and how the
young person’s job fits within
organization; organizational
policy (e.g. attendance, dress
code, internet and social media
policies)
Program design align with
technological advances within
relevant industry
Performance measures and
benchmarks are reviewed
before, during and after the
experience

Offers a sliding scale of work tasks that can
be adjusted based on ability and levels

Provides self-directed professional
activities to complete during downtime

ATTENDANCE

EVALUATION &
CAREER PATHWAYS

Attendance policy,
including punctuality,
is clearly defined
and reviewed with
managers and
progam participants
in advance

Defined learning
objectives and
expected skillsets are
demonstrated with a
project, business plan
or presentation at the
close of the program

Provides guidance
and resources to
address attendance
barriers (e.g., public
transportation, child
care, designated
work space, etc.)

Provides thankyou email or letter,
recommendation
letter, reference,
etc., for professional
portfolio

Establishes a
measurement tool
to assess needs,
programmatic
impact, effectiveness,
etc. (e.g., employer
satisfaction survey);
compares pre- and
post-results

Offers assistance in
the form of resume
review, professional
goal setting, Career
Pathway guidance,
etc.

Process exists to
identify opportunities
to work with the
organization after the
experience

Please submit questions regarding this CDF Resource for Employers to PYN at worksites@pyninc.org. This resource was developed by
www.pyninc.org
the Philadelphia Youth Network (PYN) for employers supporting programs aligned with the Career Development Framework (CDF). Date Issued: 8/1/19
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Daily Check-In Tool

Especially given the remote nature of the internship, it’s important to have a quick daily check-in to touch base
and build rapport. Use the following questions as a guide.

Notes

Is there anything you need
from me?

Do you feel like you’re making
progress on your work? If not,
why not?

Are there any communication
issues we need to discuss?

Are there any technology or
home office issues we need to
discuss?

Any other questions or
concerns?

Actions/Next Steps

Intern Final Presentation Sample Structure

Presentation Section
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Guiding Questions
1. Who are you (name, school, etc)?

Introduction

2. What organization did you intern at and what was your role there?
3. What projects or tasks did you contribute to?
1. What was the main project you worked on?

The Project

2. What did you accomplish?
3. What challenges did you encounter?
4. Do you feel like you were successful? Why or why not?
5. What did you learn through this internship…
…about yourself?
…about the organization?

Reflection

…about work and professionalism?
6. What new skills did you learn, and how might they help you in your
next job?
7. What surprised you about your internship experience?
8. What are you most proud of yourself for accomplishing?
9. How would you summarize your internship experience in one

Conclusion

sentence or word?
10. Who would you like to thank for their help or support?
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Intern Performance Review

Use the dropdown boxes to select one or more relevant skills in each category and then select a performance rating for each skill. Just
select the skills that seem most pertinent—you do not need to fill in every box on the form.
Intern Name: __________________________________________________________________________
Communication Skills
Select Skill

Performance Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Notes

Critical Thinking and Creativity
Select Skill

Performance Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Notes
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Intern Performance Review

Teamwork and Collaboration
Select Skill

Performance Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Notes

Character Development and Work Ethic
Select Skill

Performance Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Notes
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Intern Performance Review

Reflective Practice
Select Skill

Performance Rating

Select Skill

Select Rating

Select Skill

Select Rating

Select Skill

Select Rating

Additional Comments:

Notes
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Kick Off Meeting Checklist

Description
Welcome, Introductions, and
an Ice Breaker
Ideally a few other people
from your company who will
also be interacting with the
interns will be able to join for
at least this part of the
meeting

Company and Internship
Overview

Welcome the interns.
Complete introductions using the
following guide:
-Name & Title
-How long you’ve been with company
OR for interns share what grade you
are in
-Briefly describe your job/internship
responsibilities
Use one of the following ice breaker
questions:
-If you had a superpower, what would
it be?
-What are 3 fun facts about you?
-See more question ideas here
Give a general overview of the
company including vision, mission,
values, and history.
Briefly discuss the company culture
and the broader industry or industries
that your company works in.
Give an overview of the org chart and
how the internship fits into the
company or department goals.

Notes
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Description
Communication Plan

Use the Communication Plan template
to develop a full plan for how and
when you and your intern will
communicate.
Share any important dates with them
and set the time for daily and weekly
check-ins.

Set an internship schedule
and expectations

If you haven’t already, determine what
days and hours your intern will be
working, including total number of
hours per week.
Discuss expectations around
professionalism, dress code,
attendance, and punctuality.

Discuss the Internship Job
Description and Plan

Confirm if the intern has any planned
vacations or other time off
requirements.
Go through the intern’s job description
with them in detail and confirm that
the tasks, deliverables, and
expectations are clear.
Provide them with an overview of what
to expect during this internship,
including skills and knowledge gained.

Notes
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Kick Off Meeting Checklist

Description
Week One / Next Steps

Discuss the plan for the intern’s first
week - what tasks, deliverables, and
meetings will be occurring?
What do they need from you to be
successful?
What do you expect from them?

Closing

Provide interns with an opportunity to
ask any additional questions.
Confirm they are comfortable and
understand what is expected of them
and where and when to request
assistance.

Notes

Sample Exit Interview Questions

Youth Name: ______________________________________________

What did you like best about your internship?

What did you like least about your internship?

Do you feel like you were given the information, tools, and support you needed to succeed?

What is your least favorite subject and why?
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Sample Exit Interview Questions

What information, tools, or support did you find most useful?

What information, tools, or support do you wish you received but did not?

What suggestions do you have for the organization? How could we improve?

Notes:

Sample Interview Questions
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Youth Name: ______________________________________________

Do you have any work experience? If so, please describe.

What sort of internship are you interested in? What is your schedule availability, and do you have
any upcoming vacations planned?

What is your favorite subject in school and why?

What is your least favorite subject and why?
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Sample Interview Questions

What do you like to do when you aren’t in school (extracurriculars or hobbies)?

What are your plans for the future (college, trade school, career path)?

Do you have any questions for me about the internship or organization?

Notes:

Sample Schedule for a 3-Month Virtual Internship
In this sample plan, the intern spends 2 weeks each rotating through 5 different departments. For the final 2 weeks, the intern chooses the business area they
are most excited about and returns to that department to complete a final project
Week

Tasks/Projects
•
•

Prior to Start

•

•
Day One

•

Outputs

Develop Job Description
Develop rotation schedule and identify one contact
to serve as coordinator for entire internship
Complete Technology Checklist with intern

Completed:

Hold a kick-off meeting with intern and points of
contact from each department in the rotation
Share organization’s orientation & welcome materials,
including reference materials and background
reading (consider mailing printed materials in
advance to reduce screen time)

Complete Kick-Off Meeting Checklist

Job Description
Rotation Schedule
Internship Planning Tool
Technology Checklist

•
•
•
•

Rotation Department One
Week

Tasks/Projects
•

Week One

•

Introduce the department and the main work project
the intern will be responsible for in that department
Assignment: industry research

Outputs
Daily Check-Ins
Weekly Check-In
Assignment:
•

Intern shares a summary of industry research
findings and questions
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Week

Week Two

Tasks/Projects
•
•
•

Outputs

Daily Check-Ins
Intern completes work on their main project
Job Shadowing: Intern attends some of your meetings
Weekly Check-In / Rotation Check-Out
Incorporate a “Rotation Check-Out” conversation
into the Weekly Check-In to reflect on performance
• Intern completes assigned project
and lessons learned during rotation

Rotation Department Two
Week

Tasks/Projects
•

Week Three

•

Introduce the department and the main work project
the intern will be responsible for in that department
Hold a career panel for intern to hear from people
within the org from different departments

Outputs
Daily Check-Ins
Weekly Check-In
Assignment:
•

Week Four

•
•
•

Intern shares insights and questions from
career panel and job shadowing

Daily Check-Ins
Intern completes work on their main project
Job Shadowing: Intern attends some of your meetings
Weekly Check-In / Rotation Check-Out
Incorporate a “Rotation Check-Out” conversation
into the Weekly Check-In to reflect on performance
• Intern completes assigned project
and lessons learned during rotation

Rotation Department Three
Week

Tasks/Projects
•

Week Five

•

Introduce the department and the main work project
the intern will be responsible for in that department
Intern conducts informational interviews (could be
with individuals within the org and also external
contacts)

Outputs
Daily Check-Ins
Weekly Check-In
Assignment:
•

Intern shares insights and questions from
informational interviews
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Week

Week Six

Tasks/Projects
•
•
•

Outputs

Daily Check-Ins
Intern completes work on their main project
Job Shadowing: Intern attends some of your meetings
Weekly Check-In / Rotation Check-Out
Incorporate a “Rotation Check-Out” conversation
into the Weekly Check-In to reflect on performance
• Intern completes assigned project
and lessons learned during rotation

Rotation Department Four
Week

Tasks/Projects
•

Week Seven

•

Introduce the department and the main work project
the intern will be responsible for in that department
Assignment: Creating a Resume

Outputs
Daily Check-Ins
Weekly Check-In
Assignment:
•

Week Eight

•
•
•

Intern shares draft resume for feedback

Daily Check-Ins
Intern completes work on their main project
Job Shadowing: Intern attends some of your meetings
Weekly Check-In / Rotation Check-Out
Incorporate a “Rotation Check-Out” conversation
into the Weekly Check-In to reflect on performance
• Intern completes assigned project
and lessons learned during rotation

Rotation Department Five
Week

Tasks/Projects
•

Week Nine

Week Ten

•
•
•

Introduce the department and the main work
project the intern will be responsible for in that
department
Assignment: Research job search and interviewing
best practices
Intern chooses department for final rotation
Intern completes work on their main project

Outputs
Daily Check-Ins
Weekly Check-In
Assignment:
• Intern completes mock interview with
someone at org
Daily Check-Ins
Weekly Check-In / Rotation Check-Out
• Intern completes assigned project
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Week

Tasks/Projects
• Job Shadowing: Intern attends some of your
meetings
• Incorporate a “Rotation Check-Out” conversation
into the Weekly Check-In to reflect on performance
and lessons learned during rotation

Outputs

Final Rotation: Intern Chooses Department
Week
Week Eleven

Tasks/Projects
•
•

Intern chooses final project topic in collaboration with
supervisor & begins work
Job Shadowing: Intern attends some of your meetings

-Gather colleagues for a presentation by the intern on
their final project
Week Twelve

-Conduct Performance Review & Exit Interview

Outputs
Daily Check-Ins
Weekly Check-In
Daily Check-Ins
Performance Review & Exit Interview
Assignment:
-Intern gives final project presentation
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Sample Schedule for a 6-Week Virtual Internship
Week

Prior to Start

Tasks/Projects
•
•

Develop Job Description
Complete Technology Checklist with intern

Completed:

•
•

Hold a kick-off meeting with intern
Share organization’s orientation & welcome
materials, including reference materials and
background reading (consider mailing printed
materials in advance to reduce screen time)
Introduce the main work project the intern will
be responsible for
Assignment: industry research

Complete Kick-Off Meeting Checklist

Hold a career panel for intern to hear from
people within the org from different
departments
Intern begins work on their main project
Job Shadowing: Intern attends some of your
meetings

Daily Check-Ins

Intern conducts informational interviews (could
be with individuals within the org and also
external contacts)
Intern continues work on their main project
Assignment: Creating a Resume

Daily Check-Ins

Week One
•
•
•
Week Two

•
•

•

Week Three

Outputs

•
•

•
•
•

Job Description
Internship Planning Tool
Technology Checklist

Daily Check-Ins
Weekly Check-In
Assignment:
•

Intern shares a summary of industry research
findings and questions

Weekly Check-In
Assignment:
Intern shares insights and questions from career panel
and job shadowing

Weekly Check-In
Assignment:
•
•

Intern shares insights and questions from
informational interviews
Intern shares draft resume for feedback

Week

Week Four

Tasks/Projects
• Job Shadowing: Intern attends some of your
meetings
• Intern continues work on their main project
• Assignment: Research job search and
interviewing best practices

Outputs
Daily Check-Ins

Job Shadowing: Intern attends some of your
meetings
Intern completes draft of main project
Assignment: Conduct mock interview with
intern and give feedback

Daily Check-Ins

Gather colleagues for a presentation by the
intern on their final project
Conduct Performance Review & Exit Interview

Daily Check-Ins

•

Week Five

•
•

•
Week Six

•

Weekly Check-In
Assignment:
•

Intern shares insights and questions from job
search research

Weekly Check-In
Assignment:
•
•

Intern presents draft of project for feedback
Intern completes mock interview with someone at
org

Performance Review & Exit Interview
Assignment:
•

Intern gives final project presentation
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Technology Checklist

Job Requirements
Computer (including a
functioning webcam)

Internet

Computer Programs and
Security Requirements

Home “Office” Setup

Technology Proficiency

Intern’s Current Setup

Identified Need / Gap

Solutions / Resources
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Virtual Communication Plan

In general, I will be available to communicate during the following times:
Day of Week & Time of Day

Supervisor

Intern

For example:
M, W, F 1pm-5pm
T, TH 9am-2pm
I commit to responding to inquiries from you within the following timeframe:
Response Time

Supervisor

Intern

For example:
Within 24 hours
We will check in with each other:
□ Daily

□ Weekly

At the following date/time:

□ Other:

We will communicate via the following methods for the following purposes:
Form of
Communication

Email

Phone Call

Text Message
Other Form of
Messaging (Slack,
Microsoft Teams, etc)

Check if Yes
(If messaging or video call,
specify which platform)

This communication method
will primarily be used for

Page | 02
Form of
Communication

Virtual Communication Plan
Check if Yes
(If messaging or video call,
specify which platform)

This communication method
will primarily be used for

Video Call

My contact information is:
Form of Communication

Supervisor

Intern

Email Address
Phone Number
Other

If the intern’s supervisor is unavailable, here are additional people the intern can reach out to:
Name

Contact Information
(including preferred
method of contact)

For what reason or in what
circumstances should the
intern contact this person

Intern’s Emergency Contact (in the event of an emergency, the employer is
authorized to contact):
Name and Relationship to Intern:

Phone Number and Email Address:

Virtual Internship Job Descriptions
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ADMINISTRATIVE INTERN
Job Responsibilities:
• Organize and catalog electronic files, such as photo libraries and document repositories
• Take notes during meetings and send them to supervisor for review
• Compile a welcome manual for future interns, with important documents and tips based on
their experience
• Develop a presentation of the welcome manual and include any insights on their experience
and recommendations for future improvements
• Other duties as assigned
Professional Development:
• Complete online training on virtual meeting etiquette
• Complete online training on using Microsoft Word
• Create a resume and complete online training on the job search process
Expected Skill Development:
• Microsoft Office
• Written and verbal communication
• Active listening and note taking
• Presenting Information

MARKET/COMMUNITY RESEARCH INTERN
Job Responsibilities:
• As part of a team of interns, conduct market research on a new or existing product or
service for the organization
• Develop a set of research questions and interview family, friends, and community members
to gain market insights
• Conduct additional market research online, including identifying competitors, what makes
this product/service unique, and ideas for future improvements
• Develop a presentation with research findings and recommendations
• Other duties as assigned

Optional Variation: Have interns identify an area of concern for them or their community and
conduct the research project gathering community feedback and ideas.
Professional Development:
• Complete financial literacy online training and summarize 3 key learnings
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•
•

Virtual Internship Job Descriptions

Complete marketing industry online training and summarize 3 key learnings
Conduct informational interviews with 5 coworkers and summarize similarities and
differences

Expected Skill Development:
• Written and verbal communication
• Teamwork and collaboration
• Synthesizing research
• Presenting information

MEDIA PRODUCTION INTERN
Job Responsibilities:
• Identify a list of people (could be internal or external to the organization) to interview
regarding their career path
• Compile a list of 4-5 standard interview questions
• Conduct recorded video interviews via zoom or another platform
• Edit videos into vignettes that showcase the variety of people, career paths, and
backgrounds in your organization or industry
• Other duties as assigned

Optional Variations:
• Have another intern compile photos and brief stories from each person interviewed into a
career pathways book.
• Have a social media intern create short photos/videos and stories to be shared on the
organization’s social media
• Content produced by the interns can be used to help educate future interns
Professional Development:
• Complete online training on media production
• Conduct industry career path research and compile summary of findings
• Create a resume and conduct a mock interview session
Expected Skill Development
• Written and verbal communication
• Critical thinking
• Creativity
• Media literacy

Virtual Internship Job Descriptions
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SOCIAL MEDIA INTERN
Job Responsibilities:
• Review the organization’s social media accounts, how they are being used, and how
competitors or similar organizations are using social media
• Compile a list of recommended topics and hashtags
• Compile a list of additional accounts to follow
• Craft social media posts about the organization and their internship experience, for review
and posting by supervisor
• Develop strategies for increasing followers and follower engagement
• Develop a presentation with findings and recommendations
• Other duties as assigned
Professional Development:
• Attend weekly career panels and complete a 30-min reflection each week
• Complete online training on social media and digital literacy
• Create a resume and conduct a mock interview session
Expected Skill Development:
• Written and verbal communication
• Critical thinking
• Creativity
• Conducting research
• Presenting information

Virtual Project & Activities Bank
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Work Projects
COMMUNITY RESEARCH
This project could be completed as part of a team or as an individual. Have intern(s) identify an area of concern for
them or their community and conduct a research project gathering community feedback and ideas.
•

Develop a set of research questions and use a
survey and/or interviews to gather input from
family, friends, and community members

•

•

Conduct research online including why the
identified issue occurs and solutions that have
been implemented in other communities
Develop a presentation with research findings
and recommendations

ELECTRONIC FILE ORGANIZATION
Many organizations have one or more folders where they’ve saved a mishmash of unorganized or only lightly
organized files. In some cases, they may be old photos or documents, in other cases organizations may have
scanned documents for electronic storage (particularly with a move to remote work) and did not have time to
organize them.
The intern can review the collection of files and take steps to:
•

•

Name files using a standard nomenclature
that makes it easier to identify and find the
files in the future
Organize the files into folders by subject
matter or date

•

Create a spreadsheet with information about
what files are stored, where they are located,
last updated date, etc

MARKET RESEARCH
This project could be completed as part of a team or as an individual. Work with the intern(s) to identify a market
research topic relevant to your industry and their interests, such as a new or existing product or service.
•

•

Develop a set of research questions and use a
survey and/or interviews to gather market
insights from family, friends, and community
members
Conduct additional market research online,
including identifying competitors, what

•

makes this product/service unique, and ideas
for future improvements
Develop a presentation with research
findings and recommendations
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Virtual Project & Activities Bank

MEDIA PRODUCTION
This project could be completed as part of a team or as an individual. Content produced by the intern(s) can be
used to help educate future interns.
•

•
•

Identify a list of people (could be internal or
external to the organization) to interview
regarding their career path
Compile a list of 4-5 standard interview
questions
Conduct recorded video interviews via zoom
or another platform

•

•

Edit videos into vignettes that showcase the
variety of people, career paths, and
backgrounds in your organization or industry
If working as a team, other intern(s) can
compile photos and written vignettes into a
booklet

SOCIAL MEDIA
This project is probably best for one intern but could be expanded to be a group project. While interns may be
familiar with social media, they will likely need training on the way professional social media use differs from
personal.
•

•
•

Review the organization’s social media
accounts, how they are being used, and how
competitors or similar organizations are using
social media
Compile a list of recommended topics and
hashtags
Compile a list of additional accounts to follow

•

•
•

Craft social media posts about the
organization and their internship experience,
for review and posting by supervisor
Develop strategies for increasing followers
and follower engagement
Develop a presentation with findings and
recommendations

WELCOME MANUAL FOR INTERNS
This project could be completed as part of a team or as an individual. Content produced by the intern(s) can be
used to help educate future interns.
•

Compile a welcome manual for future interns,
with important documents and tips based on
their experience

•

Develop a presentation of the welcome
manual and include any insights on their
experience and recommendations for future
improvements
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Professional Development Activities
CAREER EXPOSURE ONLINE TRAINING

COMMUNICATION ONLINE TRAINING

Intern completes an online course, such as one of
these from the LRNG platform, to learn about the
careers available in a specific industry.

Interns can brush up on their written and verbal
communication skills by completing online training
such as some of these badges from LRNG. While this
may feel similar to school year academics,
communication skills are vitally important for
professional positions and can be tied directly to
some of the work projects your intern may be
completing.

CAREER EXPOSURE VIDEOS
Similar to the Career Exposure Online Training but
less structured. This is great for a self-directed intern
to take a more flexible approach to researching
videos on their own to learn about a particular
industry and career paths. Khan Academy and TED
Talks are good starting points for education videos
and there are many that can be found by searching
YouTube as well.

CAREER PANELS
Youth benefit from meeting and hearing from
individuals with diverse backgrounds about their
career paths. It’s beneficial both for understanding
more about the variety of career paths available to
them as well as helping to connect the dots on how
their journey along the career continuum may look.
Having the opportunity to meet actual people and
hear about the diversity of their experiences helps to
make the idea of transitioning to a professional career
feel more concrete.
There are a variety of ways the career panels could
be organized. They could be comprised entirely of
staff for your organization, or they could include staff
from other organizations that you partner with. Given
that the career panels will be held via video
conference, you could have panelists from anywhere
join in. You could also organize multiple career
panels, highlighting different aspects of your
industry. Panel discussions can be recorded and then
re-used for future interns to view, although it’s also
important to provide opportunities for the interns to
ask questions and interact with the panelists to
facilitate engagement and networking.

DIGITAL LITERACY ONLINE TRAINING
While young people are digital natives, they may be
more comfortable on a smartphone than using a
computer, and they may be not be familiar with the
Microsoft Office suite. Digital literacy skills are vital
for the 21st century world of work, particularly as we
move toward more remote work. An internship is an
excellent opportunity for an intern to focus on their
digital literacy skills. Free online programs abound
from GCFLearnFree.org, to LRNG badges, to
Microsoft’s online learning center.

FINANCIAL LITERACY ONLINE TRAINING
For many youth, an internship will be the first time
that they are earning their own money. Start them off
right by incorporate some financial literacy courses
into their internship, so that they begin to understand
things like taxes, budgeting, and saving. There are
many financial literacy resources available online
including PA Department of Banking and Securities
and U.S. Department of Education's You for Youth.

INFORMATIONAL INTERVIEWS
Similar to career panels, informational interviews give
interns a chance to learn about different career paths
and meet professionals with a diverse set of
backgrounds. Informational interviews are typically
conducted on a one-on-one basis, so these work well
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for youth who will be prepared with a set of
questions and for youth who may be reluctant to
speak up in a group setting. Having an informational
interview with an individual also allows the youth to
establish more of a connection with the individual
than may occur in the setting of a career panel
discussion.
To add a research element to this activity, have the
intern research online typical informational interview
questions and compile a list that they would like to
ask each individual they interview.

JOB SEARCH
Understanding where and how to search for job
openings and complete online applications are
important skills for youth to learn. In particular,
youth need to learn how to tell if a job posting is “too
good to be true” and probably a scam or
misrepresented. This LRNG playlist may be a good
place to start.

MEDIA LITERACY ONLINE TRAINING
Media literacy is another important skill that will be
valuable for youth for work and life. Being able to
research information and understand how to vet
reliable sources is an increasingly vital skill. This
can also tie into social media use and thinking about
media creation. Check out some online courses or
have interns learn by doing their own research to
identify useful resources.

MOCK INTERVIEW PRACTICE
Interviews can be intimidating at any age and
experience level. For youth who are just beginning to
feel comfortable in the world of work, they can be
particularly challenging. Along with learning job
search techniques and how to write a resume, it’s
important for youth to practice interviewing. Have
your intern research interview best practices and
then conduct one or more mock interview with you
or others at your organization.

Virtual Project & Activities Bank

RESUME WRITING
Learning how to write an effective cover letter and
resume is essential to landing a position. Provide your
intern with some resume samples or have them
research to find samples as well as tips for writing a
resume. Help them to create a resume and get
feedback on it from your colleagues. Optionally,
interns can also set up a profile on LinkedIn and begin
establishing their professional network.

VIRTUAL MEETING ETIQUETTE
Youth likely have some familiarity with virtual
meeting etiquette and controls from attending classes
remotely during the pandemic, but classroom norms
may differ from professional meeting norms. This is
also a good opportunity for interns to learn about
professional meeting structure and notetaking,
particularly if you incorporate job shadowing into the
internship and the interns attend meetings with you.
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Weekly Check-In Tool

Overall Check-In (5 min)

Share how each of you are feeling this week. This is a time for a few minutes of chit chat about your life outside
of work or to share a little more about yourselves.

Work Progress (15-20 min)
Reflections Choose at least one question to discuss.
Questions:
•

What’s one thing you learned this week?

•

What’s one success you had this week?

•

What was a challenge this week?

•

What skills or knowledge would you like

Notes

to gain before the internship is over that
you haven’t gained yet?

Past Week What tasks have you worked on in the past week?
Progress Notes:
Tasks:

Next Week What are the tasks, deliverables, and expectations for the next week?
Deliverables and Expectations:
Tasks:
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Weekly Check-In Tool

Communication (5-10 min)

Effective communication is a work in progress. We will regularly check-in about our communication effectiveness
and discuss how to improve it using the following tool.

Overall, our communication since our last check-in has been (check one)
Great!

Just OK

Needs Improvement

Thoughts on specific aspects of our communication
What’s been working
Communication Timing
(Are we reaching
each other at times we
are both available?)
Communication
Response Time (Are we
hearing back from
each in a timely way,
and are our
expectations
reasonable?)
Communication
Frequency (Should we
be communicating
more or less
frequently?)
Communication
Method (email,
messaging, etc)
Other Communication
Notes (Anything else
not covered above?)

What isn’t working

What we will change
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Weekly Check-In Tool

Technology (0-5 min)
Have there been any issues with technology or home office that have been a barrier since the last check-in?

Issue / Need

Computer

Internet

Computer
Programs and
Security
Requirements
Home “Office”
Setup

Technology
Proficiency

Solutions / Resources

This toolkit was developed by the Philadelphia Youth Network in partnership with
Kate Rivera Solutions, LLC (Spring 2021).

