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JOB DESCRIPTION 
Module 1 – Example 2

Sample Position Posting – Our Company 

We’re looking for interns who want to “work hard, have fun, make history”!

Our intern program is an educational experience that provides interns with a high quality, challenging, 
exciting, and fun experience at “Our Company.” The goal of this internship program is not only to identify 
future talent for our internal audit organization, but to provide an educational internship for students that will 
provide them with firsthand professional experience of what it would be like to work in corporate Internal 
Audit full-time.   

In order for us to achieve this, each intern will have a meaningful experience, including (general knowledge 
and specific applications): 

 Intern Orientation: Welcome to our Company
 Excel Training
 Cognos Training
 SQL Training
 Essbase Training
 Performance Management and internship expectations, etc.

Most of the job revolves around tactical and data centric work in the internal audit department, but each 
intern will select a project and write a one page white paper to present in the final month of their internship. 

The intern project is an opportunity for interns to dive into higher level, impactful work that will expand their 
understanding of the company’s systems and processes.

To Ensure This, Intern Projects Should Follow These Guidelines: 

 Should be fun, interesting, and challenging.
 Project proposals contain four parts:

1. Project Name
2. Project Description
3. Project Deliverable
4. Business Impact

 The project must display the following competencies in both the proposal and the project:
1. Analytics: compiles data and performs analysis; recommends improvements for existing

work flows from data-driven findings; demonstrates Excel and modeling skills.
2. Drive Quality: assumes responsibility for quality; creates good models including built-in self-

check and controls; clearly documents methodology.
3. Innovate and Simplify: provides continuous innovation and invention; finds ways to simplify.
4. Written and Verbal Communication: writes, speaks, and presents information effectively,

clearly, and with brevity; communicates to improve understanding, decision-making, and
performance.

5. Business Understanding: requires a basic understanding of the core business as well as a
basic understanding of their subject area.



 

 

Sample Position Posting – Public Accounting Firm 

Job Title: 
Internal Audit Internship 

Public Accounting Firm Job ID: 39194 

Level/Salary Range: Public Accounting Firm offers a comprehensive compensation package.  

External posting 
URL: 

To apply for the Your Town 2014 Advisory IARCS Intern position, go to 
http://companywebsite.com  to complete our full application process to be considered 
for a position at Public Accounting Firm. 

Applications Accepted By: 

Public Accounting Firm has two structured internship programs. Both programs have the same vision and 
design. Some offices will make special arrangements if necessary. 

 Winter/Spring – This program begins with training the first week of January and is a one- to three-
month program, depending upon your personal availability and the office needs. 

 Summer – This program begins with training in June and is a seven to ten-week program, 
depending upon your personal availability and the office needs. 

Job Description 

About Public Accounting Firm 

Public Accounting Firm, the audit, tax and advisory firm is the U.S. member firm of Public Accounting Firm 
International Cooperative whose member firms have 145,000 professionals, including more than 8,000 
partners, in 152 countries. 

Qualifications:  

 Pursuing a Bachelor’s or Master’s degree in Economics, Accounting, and/or Finance from an 
accredited college/university 

 Willingness and ability to travel as needed, at times with relatively short notice 
 Ability to work onsite at client premises approximately 80-90 percent of the time 
 Willing to work hours as needed to meet client deadlines 
 Strong analytical and quantitative abilities 
 Strong proficiency in basic PC applications including Microsoft Word, Excel, and PowerPoint, with a 

general understanding of data analysis techniques 
 Ability to participate within a multi-disciplinary team 
 Excellent written and verbal communications 
 Ability to act autonomously while being a team player 
 Targeted graduation dates from December 2014 through Summer 2015 

Our internship program is designed for individuals who have three or more years of university 
education at the time they begin their internship. 

Public Accounting Firm strongly believes in the importance of internships. We have created an internship 
program that we believe is an excellent way for students to get an inside look at a career with an audit, tax, 
and advisory firm. At Public Accounting Firm, we view an internship as the start of a career.  

Responsibilities:  

 Project a professional image of Public Accounting Firm and provide high quality service to our 
clients.  

 High quality professional day-to-day execution of engagements and special projects.  
 Perform analytical reviews and conduct research.  
 Complete quantitative and qualitative analysis.  
 Serve a variety of clients within multiple industries. 



 

 

The Public Accounting Firm Internship Program 

Public Accounting Firm’s internship program is designed to provide 
interns with a valuable learning experience. Since we view our internship 
program as a "stepping stone" for a career at Public Accounting Firm, 
the programs and processes we use over the course of the internship 
mirror those we use for our full-time professionals.  

 Professional Development – You participate in training during 
the first week of your internship. This training program exposes 
you to Public Accounting Firm’s culture and provides you with a 
knowledge base to draw upon throughout the remainder of your 
internship. 

 Client Service – After training, you are assigned to a variety of 
client service engagements for the remainder of your internship. 
These experiences can help you to gain a better understanding 
of Public Accounting Firm and a career with an audit, tax, and 
advisory firm. At Public Accounting Firm, we feel that on-the-job 
experiences are some of the best forms of professional 
development. 

 Performance Management – At the beginning of your 
internship you set goals. To help you assess how you measure 
against your goals, you receive formal feedback from your 
supervisor at the end of each client engagement to help you 
identify strengths and areas for improvement. 

 Technology – Your internship exposes you to Public Accounting 
Firm technology and how we utilize technology every day in our 
profession. You are also provided a laptop to utilize for the 
duration of your internship. 

 Networking – A number of social activities are planned 
throughout the internship program, allowing you the opportunity 
to bond with other interns and meet other Public Accounting Firm 
professionals in a fun and relaxing environment. 

 Compensation – You receive a competitive salary during your 
internship. 

 Rewards – Upon successful completion of your internship, you 
may be considered for full-time employment with Public 
Accounting Firm. 

  

Why an Internship? 
Internships are more than just 
a job and a paycheck. 
Internships offer you the 
opportunity to:  

 Explore Career 
Opportunities: by working 
in your chosen field, you 
can receive an inside look 
at your potential career 
path 

 Network: meet a variety of 
people in your chosen 
profession through your 
internship, allowing you to 
form relationships you can 
build on in the future  

 Find Mentors: certain 
individuals can help guide 
you through your internship 
and expose you to 
opportunities that you can 
aspire to. 

 Gain Experience: 
employers look for more in 
a potential hire than just 
good grades. Internship 
experience is an 
opportunity for you to gain 
valuable experience that 
can help make you more 
marketable to employers. It 
also gives interns a chance 
to “interview” potential 
employers 

 



 

 

Sample Position Posting – Publicly Traded Corporation 

*Job ID:  41102    *Job Title:  Internal Audit, Summer Intern 
Employer Name: Publicly Traded Corporation Wage/Salary:  Paid 
 
*Job/Internship Description:  

Note: Resumes must be received by Friday, Month #, 201# to be considered for interviews.  

We are seeking a highly-motivated internal audit intern to work with our Corporate Audit Services 
Department (CAS). The applicant must be available to work full-time during the summer months when 
school is not in session, with an option to work part-time during the school year.  

CAS is uniquely positioned and plays a critical role within Publicly Traded Corporation. CAS performs global 
audits and advisory services of business and IT processes across all Publicly Traded Corporation brands 
and departments to address compliance, financial, operational, and strategic risks.  

Key to Success:  

 Conduct meetings with various business owners.  
 Document internal control processes. 
 Perform testing of internal controls and present results to management. 
 Consistently deliver quality work. 
 Plan and organize tasks to meet deadlines. 
 Proactively update and track progress of tasks with management. 
 Actively seek guidance from team. 
 Solicit feedback and consistently seek improvement.  

Publicly Traded Corporation’s Mission Is to Revolutionize Travel through the Power of 
Technology.  

Collectively, the Publicly Traded Corporation brands cover virtually every aspect of researching, planning, 
and booking travel, from choosing the best airplane seat, to reading personal travel reviews of hotels, to 
planning what to do in a destination once you arrive. The Publicly Traded Corporation portfolio serves both 
leisure and business travelers with tastes and budgets ranging from modest to luxury. Publicly Traded 
Corporation delivers consumer travel demand from nearly every continent to nearly 149,000 hotels and 
hundreds of airlines, tour operators, car rental companies and destination services supply partners. Please 
visit Publicly Traded Corporation website to learn more about our travel brands. 

*Qualifications:  

 Currently enrolled in a 4-year university pursuing a degree in accounting, finance, business, 
information technology, or a related field, with at least 2 years completed. 

 General accounting and business process knowledge. 
 Excellent communication skills, both written and verbal. 
 Strong proficiency in Microsoft Office with an emphasis in Excel. 
 Experience in an office environment. 
 Organized and attentive to detail. 
 Works well independently or in a team environment.  

*Application Instructions: Please submit your resume and cover letter through this website 
www.YourCollege.edu/recruiting address cover letter to Director of Internal Audit. 



COMPANY OBJECTIVE 
Module 2 – Example 3

Overview of the Company’s Specific Internship Program Expectations

The intent is to hire the intern when out of school: 

Opportunity #1 – We want to see our internships turn into future full time job offers. 

 You will be expected to work full time for the next XXX months and as a new member of the
company.

 Although the internship program is an educational program, we will review and provide
feedback throughout the internship, just as we would a full time hire. At the completion of
your internship, qualified candidates will receive placement advising and prioritized future
full-time/internship opportunities.

(Note: See job description Module One – Example 2) 

-OR- 

Staff Augmentation only, no intent to 
hire: 

Opportunity #2 – We consider the 
internship program is an educational 
program but most of the job revolves 
around tactical and data centric work, 
much like staff augmentation. You will 
be the arms and legs of the internal 
audit department, helping and 
producing as the department sees fit. 



INTERNAL AUDIT INTERN MANAGEMENT GUIDELINES 
Module 2 – Example 4

The intern program is an educational co-op experience that provides interns with a high quality, challenging, 
exciting, and fun experience at [Company Name]. The goal of this internship program is not only to identify 
future talent for our organization, but to provide an educational internship for students that will provide them 
with firsthand professional experience of what it would be like to work in corporate internal audit full-time. To 
achieve this, each intern must have a meaningful experience, whether the team is inclined to hire this 
individual or not at the end of the XX month internship. The guidelines and best practices below are 
designed to make the process a smooth one for both the manager and the intern.  

Manager Qualifications 

Managers are critical to the success of our intern program. Below are guidelines for manager selection and 
are not meant to be hard requirements, and there may be few exceptions to these guidelines. 

 Must be at least a manager with two years of Company employment and prior management
experience.

 If the manager is managing for the first time, they must have another manager in their organization
supervising/mentoring them through their first management experience (this will help with best
practices as an intern manager and provide the best possible experience for our interns).

 Managers should be high performing.
 Must be in the office for 80% of the internship.
 Should be present for the first two weeks of the internship.

Manager Expectations 

To ensure the intern experience is a positive one, we have expectations for each manager. All managers are 
required to attend manager training prior to onboarding an intern. This training will occur quarterly, before 
the new class of interns is brought on.  

Intern On-boarding 

 Arrange building access, workspace, computer, email, etc.
 Reach out to your intern via email to introduce yourself, check in, and offer assistance.
 New Hire Orientation invitation; welcome your intern and accompany to orientation.
 Create a launch plan (provide trainings to attend, additional resources, and intern expectations).
 Add your intern to all team meeting invites and functions. They should be integrated into the team as

if they are a full-time employee.
 Confirm a mentor for your intern and inform the Internship support team.

Manager Changes (if one should happen during the internship) 

 Submit new manager name to the PM email alias.
 Introduce intern to new manager, assist in the transition and other responsibilities.



 

 

Mentorship 

Each incoming mentor will be assigned a mentor. Mentors will be more senior in the company and provide 
career guidance and coaching. 

Buddies 

Each incoming intern will be matched with a staff level buddy. Buddies will be closer to the intern in terms of 
level and provide informal support. They are an additional resource but are not mandatory. 

Intern Trainings 

The Management team will schedule trainings for Interns that will cover the following: 

 Intern Orientation: Welcome to Company Accounting, Finance, or Audit 
 Excel Training  
 ERP Training 
 Cognos Training  
 SQL Training  
 ACL/IDEA Training 
 Performance Management and internship expectations including key performance indicators 

Please note, as the manager, you will own scheduling and recommending any supplement to these trainings 
for your intern as the need arises. 

Intern Final Presentation/Project 

The special project provides 
the intern the opportunity to 
demonstrate their initiative 
and personal competencies. 
Each intern will select a 
project and write a one-page 
white paper to present in the 
final month of their 
internship. You and your 
intern will select a 
project/topic and the project 
proposal will be submitted to 
management for final 
approval. 

Project Guidelines 

Most of the job of the interns revolves around tactical and data centric work. The intern project is an 
opportunity for interns to dive into higher level, impactful work that will expand their understanding of 
corporate finance and accounting. 



 

 

To ensure this, intern projects should follow these guidelines: 

 Should be fun, interesting and challenging. 
 Should be scoped to allow the intern to complete them within the intern or co-op period. 
 Must have minimal external dependencies. 
 Is team-relevant but not mission-critical (i.e., It can't be something that if it fails will negatively affect 

the committed goals for the year; at the same time it shouldn't be the job that no one on the team 
wants to do.) 

 Provides exposure to Company systems and processes. 

Final presentations will end with a 15-minute Q&A session at which the intern will respond to questions. 
Interns will be responsible for bringing enough copies of their white paper for the group. 

Project Approval Process 

 Manager approves of the project 
 Project proposals contain four parts: 

1. Project Name 
2. Project Description 
3. Project Deliverable 
4. Business Impact 

 The project must display the following competencies in both the proposal and the project: 
1. Analytics: compiles data and performs analysis; recommends improvements for existing 

work flows from data-driven findings; demonstrates Excel and modeling skills/ 
2. Drive Quality: assumes responsibility for quality; has relentlessly high standards; creates 

good models including built-in self-check and controls; clearly documents models; rigorously 
reviews their work. 

3. Innovate and Simplify: provides continuous innovation and invention; finds ways to simplify. 
4. Written and Verbal Communication: writes, speaks and presents information effectively, 

clearly, and with brevity; communicates to improve understanding, decision-making, and 
performance; understands the value of listening to others; thinks before speaking; probes to 
understand and confirms understanding of what is heard; encourages others to speak. 

Business Understanding: requires a basic understanding of the core business of Your Company as well as a 
basic understanding of their subject area; is able to apply solid business principles to decision making; able 
to describe the impact of those decisions; is aware of the team vision.  

Performance Management 

 Managers should have weekly 1:1s with their interns to provide real-time feedback and guidance to 
interns. 

 Managers should review performance expectations with their interns during their first week and 
assist them with documenting goals in People Portal’s Performance Review Dashboard.   

 Midway through the internship, managers must conduct a mid-term performance review (similar to 
the annual review process) with the intern. The review should use the intern review form below and 



 

 

give them specific feedback on their strengths and areas 
of development pertaining to the leadership principals.  

1. Prior to the midway review, request feedback 
from the intern’s mentor, buddy, and any 
business partners. 

2. Document your feedback in the attached mid-
term review form, incorporating feedback from the 
intern’s peers and business partners. 

3. At the midway review, meet with your intern and 
specifically review your feedback on their goal 
status and performance in the context of 
Company’s leadership principles. 

4. Keep the mid-term review form for reference and bring to the hiring meeting with the PM 
team. 

 3 weeks prior to the end of the internship, the manager should direct their intern to request peer 
feedback and begin writing their self-review. Peers should include the intern’s mentor and other 
team members at a minimum. Once the self-review has been submitted, the manager will then write 
a review and deliver a final review to his or her intern during their final week.   

 At the end of the internship, each manager and mentor will attend the intern’s hiring meeting or exit 
interview, as applicable.   

Intern Evaluation 

The internship program is an educational program and therefore we do not extend formal offers at the end of 
their internships. However, we will review and provide feedback. Qualified candidates will receive placement 
advising and prioritized future full-time/internship opportunities. 

After the intern presentations, a hiring meeting is conducted. 

At the hiring meeting, the following will be discussed: 

 Do they meet or exceed the expectations? 
 Are they a culture fit? 
 Did they complete their project/presentation? 
 What are their strengths and areas of development (include peer feedback)? 
 Available next steps: 3-month return internship or full-time hire based on Company’s needs. 

Internship Timeline and Deliverables 

For many interns, this may be their first professional or internship experience.  You can expect your intern 
will have a learning curve to the Company environment, but they will be very eager to succeed and will 
constantly be working to improve themselves. If your experience with your intern is different, please inform 
your HR or recruiting team. 

Below is an example timeline for the Internship program. Please set the expectation with your intern and 
your team, that your intern should only be working 40 hours a week. 

[If Your Intern Is 
Struggling Or You Have 
Serious Concerns About 
Their Project Progress, 
Please Loop In The 
University Programs 
Team Immediately.   ] 



 

 

Kick-off: 
1.1. First day: go over the launch plan with your intern. 
1.2. First day: instruct your intern on all the permissions they need to acquire. 
1.3. Interns will attend scheduled training sessions. 
1.4. Make sure a weekly 1:1 meeting gets scheduled with your intern 

Mid-internship check point:  
1.5. You will solidify a project proposal with your intern for their final presentation. They will submit 

this to the Program Management team for final approval. 
1.6. Have a midway review with your intern to go over their performance against the Company 

goals. 
1.7. Around the midway point, your intern should be more efficient with metrics, more accurate with 

the results they provide and begin to take on more responsibility and project work (as applicable 
to the team). 

1.8. Interns should finalize their project plan, obtain your approval and submit their proposals to the 
PM team. 

Final internship check point: 
1.9. Final presentations will occur. 
1.10. You will receive an invitation to attend a hiring meeting to discuss your intern. 
1.11. Your intern will be preparing documentation for key processes and deliverables. 
1.12. You will begin to have your intern transition responsibilities to new owner or incoming intern. 

End of Internship: Terminations 
1.13. Recruiting manages the termination process – please be sure the recruiting team knows 

when your intern will be exiting. 
1.14. All interns will receive an invitation from the HR team to return their assets on their last day. 

Interns are responsible for returning their equipment and any company-owned equipment or 
material at this time.  

1.15. As the manager, you will be required to give your intern a final review to discuss their 
strengths and areas of development. HR will schedule an exit interview on the intern’s last day 
where the hiring decision will be delivered. 

  



 

 

INTERN CHECK-IN FORM 
Midway Check-in 

Making progress against project goals? (circle one) Yes                   No 

Exhibiting Company’s Values or Leadership Behaviors? (circle one) Yes                   No 

Progress against goals (Please note progress made) 

 

 

Additional development required in order to achieve goals (please note specific steps) 

 

 

Strengths 

1.  

2.  

3.  

Areas of Opportunity 

1.  

2.  

3.  

Notes: 

 

 

 

 

 

 



[C
om

pany N
am

e]

Internship O
nboarding

M
odule 2 –

Exam
ple 5



W
hat w

e’ll discuss today:


O

verview
 of [C

om
pany N

am
e] Specific Internship 

Program
 


O

verview
 of “Your C

om
pany”


O

verview
 of the “Your C

om
pany” Internal Audit 

D
epartm

ent


O
verview

 of a Successful Intern at “Your 
C

om
pany” 


Internship Audit Plan –

Steps to Success


“Your C
om

panies” W
ork H

abits –
Expectations


W

hat could go w
rong?


W

here to get help!

2



W
hat [C

om
pany N

am
e] Expects from

 an 
Internship

Exam
ple 1: W

e hope to see our internships turn into a future 
full tim

e job offer


Expectations: You w
ill be expected to w

ork full tim
e for the 

next XX m
onths and as a new

 m
em

ber of the com
pany, you 

w
ill be expected to produce a “final report” that represents 

your XX m
onths at the com

pany. W
hat you learned, 

highlights, low
lights, etc. (Exam

ples w
ill be shared.)

Exam
ple 2: 


Expectations: You w

ill be the arm
s and legs of the Internal 

Audit departm
ent, helping and producing as the departm

ent 
sees fit. An internship program

 is an educational program
 but 

m
uch of the w

ork revolves around tactical and data-centric 
w

ork, m
uch like staff augm

entation. 

3



4

Introductions
Internship Program

 M
anagem

ent
W

here to get help 

•
M

ary Jones
•

Program
 Leader

•
John Sm

ith
•

R
ecruiter/Internship 

Placem
ent



W
elcom

e to the C
om

pany 
A

reas of O
ur B

usiness•
P

hysical M
edia 

•
C

lothing
•

D
igital

•
B

usiness 
D

evelopm
ent

•
Finance

•
H

um
an R

esources
•

Legal

•
Fulfillm

ent S
ervices

•
C

ustom
er S

ervices 
C

enters
•

O
rder P

rocessing

•
W

eb S
ervices

•
E

nterprise S
upport

•
E

-C
om

m
erce

Technology
O

perations

C
onsum

er 
R

etail
C

orporate
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O
ur Internal Audit O

rganization
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Top 10 Tips 
for a 
Successful 
Internship

1.
Alw

ays be w
illing to take on new

 
projects. Possess the "Yes-I -C

an!" 
attitude. 

2.
C

hallenge yourself to no end. 
3.

Ask questions. C
larify. Be curious. 

4.
D

o not be afraid to fail. 
5.

Prioritize your w
ork. 

6.
Find a m

entor w
illing to help your 

career grow
th. 

7.
Figure out how

 you can add value 
to your team

 and ask for feedback. 
8.

M
ake your presence know

n. 
9.

Be a hum
an sponge. 

10.
Stay in touch.

7
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W
hat are the characteristics of a successful 

intern?

P
op Q

uiz



IN
TER

N
SH

IP O
N

-BO
AR

D
IN

G
 AN

D
 PR

O
C

ESS

H
ere are highlights of our intern onboarding process:


D

ay 1: 
–

N
ew

 H
ire O

rientation (sam
e orientation as all new

 hires).
–

Team
-specific onboarding:


W

eek 1: 
–

Intern O
rientation

–
Intern W

elcom
e D

inner 


W
eek 2 –

3:
–

Basic training including Excel, SQ
L, C

ognos, Essbase, and Excel M
odeling.

–
O

ngoing support throughout the internship:
–

Intern Buddy program
 (each Intern has a Buddy)


W

eekly 1:1 w
ith m

anager
–

M
id-term

 review
 w

ith m
anagers

–
Final review

 w
ith m

anagers
–

M
onthly brow

n bags w
here the Program

 M
anagem

ent team
 brings in guest 

speakers.These are m
eant to expose interns to various businesses and finance 

leaders.
–

M
onthly m

eeting w
ith M

entors. Interns are assigned a m
entor and the intern ow

ns 
scheduling m

eetings w
ith their m

entor outside of the m
onthly m

eetings.

9



Internship A
udit P

lan

10



E
xpectations D

uring Internship

W
ork H

abits


A
ccuracy
–

C
heck everything, check everything again, triple check everything again.

–
U

se other m
em

bers of your team
 to check your w

ork.


Tim
eliness

–
D

ue dates are com
m

itm
ents.  

–
A

ccuracy m
atters and so does speed. H

ow
ever, w

hen m
aking a tradeoff betw

een the tw
o, accuracy 

is a top priority. Inform
 your m

anager if you are unable to m
eet your deliverable deadlines so the 

process can be im
proved.

–
P

lan appropriately to ensure all review
s, edits, and tim

e aw
ay from

 w
ork are factored in


C

ustom
er S

ervice 
–

R
espond to inquiries w

ithin 24 hours.
–

E
ither answ

er the inquiry or provide a tim
eline as to w

hen the answ
er w

ill be ready.


Avoid surprises w
ith your team

 leadership by keeping them
 inform

ed.


A
ll docum

ents should contain date, tim
e, Your C

om
pany-C

onfidential, and page num
bers in 

the footer. U
se “prepared by” w

here appropriate.


P
rofessional B

ehavior
–

You are representing the intern program
. P

lease be professional in dem
eanor, em

ail 
com

m
unications, etc

11



Team
 E

xpectations D
uring Internship

W
ork H

abits –
C

ontinued


W

hen doing an analysis, alw
ays ask “w

hat are the three 
questions that m

y m
anager w

ill ask m
e about this?” and be 

prepared to answ
er those questions.

–
U

nderstand your w
ork product.

–
M

ake sure you can explain it.


O
w

nership
–

It is your responsibility to ensure that your w
ork product is 

review
ed in a tim

ely m
anner. If it m

akes sense to do the review
 in 

person, schedule the tim
e on the review

er’s calendar.


M
eeting E

tiquette


W
ork H

ours


Vacation


O
utside w

ork activities

12



Tips for S
uccessful P

resentation


K

eep it concise, and lim
it the “fluff”


K

now
 the subject area


B

e prepared for Q
&

A (rehearse, review
 w

ith 
other people)


D

em
onstrate the follow

ing com
petencies: 

–
A

nalytics
–

D
rive quality

–
Innovate and S

im
plify

–
W

ritten and Verbal C
om

m
unication

–
B

usiness U
nderstanding

13



Perform
ance M

anagem
ent

You Are In C
ontrol!


You are in control of your perform

ance 
m

anagem
ent.


D

ocum
ent w

hat you are doing and your 
accom

plishm
ents.


Set a w

eekly 1:1 m
eeting w

ith your m
anager. 

Try to have  a m
idw

ay review
 & a final review

 
to discuss your internship perform

ance.


At the end of your internship, you w
ill m

eet 
w

ith U
niversity Program

s for an exit interview
 

and share the highlights/low
lights.  

14



P
otential Pitfalls

(aka opportunities to dem
onstrate C

ore C
om

petencies)


M

y m
anager is really busy and doesn’t have tim

e to 
m

eet w
ith m

e.
–

Take ow
nership: schedule 1-on-1’s and follow

 up


I feel under-utilized or overw
helm

ed.
–

O
pen com

m
unications: have an open and honest discussion 

w
ith m

anager and m
entor


I need m

ore training and guidance. W
here can I get 

additional help?
–

S
elf-developm

ent and efficient use of precious resources: 
use w

ikis, online training, and develop a netw
ork of S

ubject 
M

atter E
xperts


There is not enough tim

e to com
plete m

y tasks/project.
–

C
om

m
unicate w

ith stakeholders, prioritize, continuously 
innovate &

 sim
plify, and focus on achieving the right result

15



R
esources


E

m
ployee R

esource C
enter 

–
X

X
X

-X
X

X
-X

X
X

X
 or subm

it a ticket: for em
ployee 

related issues


H
elp D

esk
–

X
X

X
-X

X
X

-X
X

X
X

: for help w
ith com

puter softw
are 

issues


D
esk side S

upport (see intranet for locations 
and tim

es)


M
entors


B

uddies

16



HIRING MANAGER INTERN SUCCESS MATRIX 
Module 2 ‒ Example 6
(This can also be used for the intern to understand expectations.) 

Internship milestones 

Below is an outline of the major milestones you should expect to support for your interns. Please remember that weekly one-
on-one’s and mid-term reviews are part of the internship and you should use those as opportunities to communicate 
expectations and identify opportunities to improve performance.  

Month 1:
Primary Objectives Onboarding, training, and taking ownership of existing tasks with guidance from manager (and

prior intern if applicable)

Key Deliverables
Schedule one-on-one’s w/manager & mentors
Complete Excel, on-boarding and other homework
Take ownership of initial tasks/projects for the first part of the internship (i.e., metrics decks)

Criteria For 
Internship Success 
(at the end of month 1)

Manager should support the intern to:
1. Take ownership of the key tasks.
2. Ask thoughtful questions to develop an understanding of his/her responsibilities.
3. Complete tasks on time and communicate to manager and key stakeholders if there

is a delay.
4. Take initiative and ask for feedback to drive continuous improvement.

Month 2-3:
Primary Objectives Take full ownership of tasks, error-proof, work independently, deliver results
Key Deliverables Job specific deliverables: metrics decks, month end reconciliations & comments, etc.

Criteria For 
Internship Success 
(at the end of month 3)

Manager should support the intern to:
1. Take FULL ownership of the key tasks and respond directly and correctly to

questions from key stakeholders.
2. Demonstrate an understanding of the business impact of the tasks/projects (beyond

mechanically updating metrics).
3. Independently identify opportunities to improve efficiency and accuracy (layout a plan

to implement during second half of internship if applicable).
4. Error-free and autonomous on recurring tasks (ready for new projects during 2nd half

of internship if applicable).
Month 4-5:

Primary Objectives
Identify and execute intern project, improve efficiency, continue to take on more tasks and 
improve quality of deliverables. Become a major contributor to the team and gain exposure to 
other teams.

Key Deliverables Existing deliverables PLUS Intern Presentation

Criteria For 
Internship Success 
(at the end of month 5)

Manager should support the intern to:
1. Drive intern project from idea generation, execution, to presentation (with some

guidance from managers). Presentation should be representative of the quality of
his/her work.

2. Produce a quality product.
3. Earn trust from the team and your peers.
4. Understand major business risks/opportunities and help reduce controllership risks.

Month 6:

Primary Objectives Complete performance reviews, gather feedback, document processes, and prepare to
transition critical tasks at the completion of the internship.

Key Deliverables Transition documentation to take over.
Criteria For 

Internship Success 
(at the end of month)

By now, there should be no doubt on the intern’s opportunity to continue employment with the 
company.
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M
ON

D
AY

  CALEN
D

AR YEAR / M
ON

TH
FIRST D

AY OF W
EEK

M
onday

Tuesday
W

ednesday
Thursday

Friday
Saturday

Sunday

27
28

29
30

31
01

02

03
04

05
06

07
08

09

Conf. Call O
rientation for 

M
anagers

10
11

12
13

14
15

16

17
18

19
20

21
22

23

Internship Begins     
M

eet &
 G

reet
(all interns &

 m
gr.)

803-JW
N

9:00 a.m
. - 10:00 a.m

.

N
H

O
 &

 Lunch     
8:30 a.m

. - 1:00 p.m
.

805-9G

H
appy H

our 
Location: TBD

24
25

26
27

28
29

30

Store O
ne Tour     

9:00 a.m
. - 11:00 a.m

.
F orm

er Intern Panel   
9:00 a.m

. - 1:00 p.m
.        

Location: TBD

2013
JUN

E
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M
ON

D
AY

  CALEN
D

AR YEAR / M
ON

TH
FIRST D

AY OF W
EEK

M
onday

Tuesday
W

ednesday
Thursday

Friday
Saturday

Sunday

01
02

03
04

05
06

07

N
Q

C/Custom
er 

Experience (Lunch)                  
*Anniversary Prep          
M

eet in 805 Lobby   
@

9:00 a.m
.

08
09

10
11

12
13

14

Strategy Round Table           
[CI, D

evelopm
ent, 

Strategy, TopShop]                       
9:00 a.m

. - 11:00 a.m
.               

937

Support Early Access  - 
All D

ay

15
16

17
18

19
20

21

N
PG

 Tour
Anniversary

22
23

24
25

26
27

28

O
M

M
 Speaker                         

Studio N
 Tour

Effective People Skills 
Class                                         
9:00 a.m

. - 1:00 p.m
.                

805-937

29
30

31
01

02
03

04

Corporate Speakers                
9:00 a.m

. - 1:00 p.m
.            

805-9G

2013
JULY
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M
ON

D
AY

  CALEN
D

AR YEAR / M
ON

TH
FIRST D

AY OF W
EEK

M
onday

Tuesday
W

ednesday
Thursday

Friday
Saturday

Sunday

29
30

31
01

02
03

04

05
06

07
08

09
10

11

C orporate Speakers   
9:00 a.m

. - 1:00 p.m
.

805-9G

12
13

14
15

16
17

18

Capstone Peer 
Presentations     
9:00 a.m

. - 12:00 p.m
.

937

G
raduation     

Internship Ends
3:00 p.m

. - 5:00 p.m
.    

6G
-864

19
20

21
22

23
24

25

26
27

28
29

30
31

01

2013
AUG

UST



INTERN MID-TERM CHECK IN FORM 
Module 4 ‒ Example 11

Intern Check-in Form

Midway Check-in

Making progress against project goals? (circle one) Yes  No

Exhibiting Company’s Values or Leadership Behaviors?
(circle one)

Yes No

Progress against goals (Please note progress made)

Additional development required in order to achieve goals (please note specific steps)

Strengths 

1.

2.

3.

Areas of Opportunity 

1.

2.

3.

Notes:



INTERNAL AUDIT INTERN MANAGEMENT GUIDELINES 
NEARING COMPLETION  
Module 5 ‒ Example 12

Management Timeline and Deliverables 

4 weeks prior to the end of the internship: 

Prepare final feedback: Qualified candidates will receive placement and prioritized future full time/internship 
opportunities. 

At the hiring meeting, the following will be discussed: 

 Do they meet or exceed the expectations?
 Are they a culture fit?
 Did they complete their project/presentation?
 What are their strengths and areas of development (include peer feedback)?
 Available next steps: 3-month return internship or full time hire based on Company’s needs.

Internship Timeline and Deliverables 

4 weeks prior to completion: 

 Final presentations will occur.
 Intern will be preparing documentation for key processes and deliverables.
 Intern transition responsibilities to new owner or incoming intern.

End of Internship: Terminations 

 Recruiting manages the termination process –be sure the recruiting team knows when your
intern will be exiting.

 All interns will make an appointment to return their company assets on their last day. Interns are
responsible for returning their equipment and any company-owned materials in their possession.

 As the manager, you will be required to give your intern a final review to discuss their strengths
and areas of development.

 HR will schedule an exit interview on the intern’s last day at which the intern can provide
feedback on their experience and, if appropriate, the hiring decision will be delivered.

The intern program is an educational co-op experience that provides interns with a high 
quality, challenging, exciting, and fun experience at [Company Name]. At the end of the 
internship, the guidelines and best practices below are designed to make the process a 
smooth one for both the manager and the intern.



IN
TE

R
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G
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M

odule 5 ‒ E
xam

ple 13 

Prepared B
y (Intern):

Prepare D
ate:

R
eview

ed by (Intern's M
anager):

R
eview

 D
ate:

Location:

D
ate R

ange for Internship:

B
ackground: 

In-scope D
ivision(s) , D

epartm
ent(s), System

(s), etc.

[Include here a description of the scope of the planned Internship]If possible, it is useful to include 3-4 diverse audit projects (one operational, one 
com

pliance, and one financial/fraud/strategy/IT)

Internship O
bjectives

[Perhaps this could be a sum
m

ary view
 of the C

om
pany's Internship O

utcom
e O

bjective]

1.2.3.4. [C
om

pany N
am

e]has team
ed up w

ith [C
ollege/U

niversity]'s
Internal A

uditing E
ducation P

artnership (IA
E

P
) program

 to provide an internship 
opportunity for selected students so they m

ay becom
e fam

iliar w
ith internal auditing. C

om
pletion of this "Intern Initial A

udit P
rogram

" is a coordinated 
effort betw

een the intern and his/her m
anager, and it is designed to provide structured docum

entation of the intern's w
ork during the internship period. 

It also helps the intern learn the concept of docum
enting w

ork at a level of detail sufficient to pass internal audit standards.



 

A
udit R

eview
 Procedures 

Perform
ed by 

&
 D

ate: 
R

eview
er &

 
R

eview
 

D
ate: 

B
udgeted 
H

ours 
A

ctual 
H

ours 
W

ork Paper 
R

eference 

1. 
G

eneral 
  

  
  

  
  

  
1.1 

S
chool set up clear expectations for Internship for credit 

  
  

  
  

 
  

1.2 
E

stablish a P
oint of C

ontact 
  

  
  

  
 

  
1.3 

P
rovide a com

pany overview
 

  
  

  
  

 
  

1.4 
P

rovide the internal audit charter 
  

  
  

  
 

2. 
G

overnance/Structure 
  

  
  

  
 

  
2.1 

D
ocum

ent internship expectations 
  

  
  

  
 

 
2.2 

E
stablish outcom

e objectives 
  

  
  

  
 

 
2.3 

D
eterm

ine and docum
ent the C

om
pany's internship O

utcom
e O

bjective 
  

  
  

  
 

 
2.4 

P
rovide training in the follow

ing areas: 
  

  
  

  
 

 
2.4.1 

C
ode of C

onduct 
  

  
  

  
 

 
2.4.2 

A
udit S

oftw
are (e.g., G

R
C

, E
R

P
, A

C
L, etc.) 

  
  

  
  

 
 

2.4.3 
S

cope and H
ours 

  
  

  
  

 
 

2.4.4 
Internal A

udit M
anual 

  
  

  
  

 
3. 

Soft Skills D
evelopm

ent 
  

  
  

  
 

  
3.1 

P
rovide soft skills training in the follow

ing areas: 
  

  
  

  
 

 
3.1.1 

Interview
ing 

  
  

  
  

 
 

3.1.2 
P

resentations 
  

  
  

  
 

 
3.1.3 

R
eport W

riting 
  

  
  

  
 

 
3.1.4 

N
egotiations 

  
  

  
  

 
 

3.1.5 
C

onflict R
esolution 

  
  

  
  

 

 
3.1.6 

E
xecutive P

resence 
  

  
  

  
 

4. 
Feedback 

  
  

  
  

 
  

4.1 
P

rovide P
erform

ance Feedback in follow
ing frequencies: 

  
  

  
  

 
 

4.1.1 
O

n-going 1:1's w
ith M

anager, M
entor, B

uddies, etc. 
  

  
  

  
 

 
4.2 

M
idterm

 
  

  
  

  
 

 
4.3 

Final 
  

  
  

  
 

 
4.4 

P
repare S

elf R
eview

 and request P
eer Feedback 

  
  

  
  

 
5. 

W
rap-U

p 
  

  
  

  
 

  
5.1 

R
evisit  internship outcom

e objectives &
 how

 those outcom
e objectives 

w
ere m

et 
  

  
  

  
 

  
5.2 

Intern provide a debrief on project / deliverables 
  

  
  

  
 

  
5.3 

Intern provide feedback to com
pany 

  
  

  
  

 
  

5.4 
Intern discuss project transition (if not com

pleted), or provide 
docum

entation to support project com
pletion 

  
  

  
  

 

 
 

 
 

Total H
ours: 

  
  

 



SELF REVIEW 
TEMPLATE 
Module 5 ‒ Example 14 

Overall Summary:  
Short paragraph describing your overall 
performance and how you think you 
performed overall. Include any key 
contributions and progress against goals. 

What did you do well? (List 3-5 with specific context)

 Include any key contributions during this experience and any challenges faced or efforts
outside of your core responsibilities.

 List examples that show your strengths.
 Describe the situation, the trait or strength you exhibited, the actions you took, or the

outcome you influenced.

What could you have done better? (List a couple of items you can work on. Did you receive coaching 
during your internship? If so include those items and your progress toward them.)

Any final comments you’d like to share? 

In an effort to guide you in a self 
assessment of your performance, use this 

format as a guide, but include anything 
you feel is appropriate.

CONGRATULATIONS!

YOU DID IT!
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