
INTERNSHIP AGREEMENT

I,__________________________________________, am a student of Los Angeles City College’s Computer Applications & Office Technologies Department’s and request to participate in the internship program between Los Angeles City College and ___________________________________________

as a practicum arrangement of employment preparation applying newly acquired skills in office technology.

As part of the internship program agreement, I understand there may or may not be financial remuneration for this position.  I will earn college credit and valuable experience for participating in the program.
I am aware of the equipment, duties and areas of evaluation involved in the internship opportunity.

The following is my understanding of the mutual objectives and priorities that a partnership with Los Angeles City College Computer Applications & Office Technologies Department and_________________________________________

have for the Partners Internship program.

The Partners Internship Program will provide work experience in entry level clerical, computer applications, and data entry, legal, or medical areas.  The Corporate Partner will provide supervision and evaluation of the Intern and the Computer Applications & Office Technologies Department will screen and provide candidates for the program who are, in our opinion, ready for such an experience.

1. The internship program will be a real-life, first job, type of experience in that potential internship candidates will:

a. 
Interview for the position.

b. 
Have weekly verbal evaluations

c.
Have an “end of internship” evaluation.

3.
Interns will use state-of-the-art office equipment to enhance skills learned in the classroom and will be prepared to learn and use all office equipment such as: shredder, copier, facsimile, postage machine, computer software, calculating machines, binding machine, and any other equipment required.

4.
Interns will be responsible for daily and weekly tasks and will also have to complete a minimum of one project that will span the length of their internship in order to aid their skills in goal setting and prioritizing of work load.

5.
Interns will be accountable for proper office etiquette, i.e. dress code, arrival time, report of absence or tardiness, chain of command, handling of visitors.

Tasks may include, but not be limited to, answering phones, maintaining files, reception, set up meetings, preparing refreshments, cleaning, ordering supplies and keeping supply room neat and orderly, handling mail, data entry, creating promotional materials, desktop publishing, research, web design.
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