COMPUTER APPLICATIONS AND OFFICE TECHNOLOGIES

INTERNSHIP WORKER TIMELOG 

NAME__________________________ WEEK ENDING___________

	DATE


	TIME
	NO. OF HOURS
	SUPERVISOR’S SIGNATURE
	COMMENTS

(Tardy, absent, notified)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


TOTAL NO. OF HOURS__________

Computer Applications and Office Technologies

Department

INTERNSHIP WORKER HIRING AND TIME REPORTING PROCEDURES

HIRING

1. Students who are interested in applying for an internship position through the Computer Applications and Office Technologies Department must obtain an employment application from the Linda Scher-Padilla or Brenda Bell.

2. The completed application and all-supporting documentation should be turned in before placement.

3. Applications will be processed and students will be notified in writing of their start date of employment.

4. All interns must attend an orientation meeting with Ms. Padilla or Ms. Bell before starting employment.

TIME REPORTING PROCEDURES

1. A time log sheet will be maintained at the site of employment and must be submitted to Ms. Padilla or Ms. Bell monthly.

 STUDENT INTERNSHIP APPLICATION

Your Name (Last Name, First Name)
____________________________

Please fill in the following information:

1.  A phone number where you can be reached.  Please include your area code:  Day_______________Evening______________

E-Mail: _____________________________

2. How fast do you type?  Approximately ______words a minute.

3. Which computer applications:

Microsoft Word___

PowerPoint____

Word Perfect_____

PageMaker____

Excel___________

Name other software Programs? ___

Windows________

______________________________

Internet_________

4. What classes in Computer Applications and Office Technologies have you taken?

5. What other office skills do you have?

6. Attach a copy of your current schedule to this Application.

Please indicate by an “x” hours during the week in which you are able to work:

	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	8-9 a.m.
	
	
	
	
	
	

	9-10 a.m.
	
	
	
	
	
	

	10-11 a.m.
	
	
	
	
	
	

	11a.m.-12p.m
	
	
	
	
	
	

	12-1p.m.
	
	
	
	
	
	

	1-2 p.m.
	
	
	
	
	
	

	2-3p.m.
	
	
	
	
	
	

	3-4p.m.
	
	
	
	
	
	

	4-5p.m.
	
	
	
	
	
	

	5-6p.m.
	
	
	
	
	
	

	5-7p.m.
	
	
	
	
	
	

	7-8p.m.
	
	
	
	
	
	

	8-9p.m.
	
	
	
	
	
	


COMPUTER APPLICATIONS AND OFFICE TECHNOLOGIES

INTERNSHIP WORKER

Job Description

Scope of Responsibility:

The Internship Worker supports the office staff of the designated company by providing clerical support.  All students must possess clerical and computer information processing skills.

The Internship worker is committed to the Los Angeles Community College District, LACC Computer Applications and Office Technologies, and designated company policies and procedures.

Competence Required:

An Internship Worker in the Computer Applications and Office Technologies Department shall have the following competence:


the ability to work with diverse workers in a professional setting;


the ability to contribute to the development of company goals;


the ability to demonstrate fair and ethical judgments in assisting multi-ethnic individuals;


the ability to work as a contributing team member;


the ability and desire to engage in continuing education and skills upgrading; and the ability to demonstrate effective communication skills.

Qualifications:

Current and continuous enrollment in 12 units of Los Angeles City College courses; and verification of work in program of a certificate program or AA degree

Job Specific Components:

A Computer Applications and Office Technologies Internship Worker shall perform tasks as are assigned by the supervising staff member and is required to undertake but not be limited by some or all of the tasks enumerated below.  The tasks may vary from time to time.

Dress appropriately, be on time and notify the supervising staff member when you are going to be late or absent.


Work efficiently and with little supervision.


Produce a reasonable amount of work.


Demonstrate the ability to follow instructions.


Demonstrate the willingness to work.


Complete all assigned tasks in a timely manner.


Provide clerical support such as assigned by supervising staff.


Demonstrate a cooperative work style.

Exhibit professionalism and courtesy in your work and other duties that may be assigned.

