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Goals

1. Call out for interest, plan for, create, and 
recruit internship positions

2. Interview and select interns
3. Onboard interns
4. Structure high-impact internship experiences at 

the State of New Mexico (SoNM)
5. Partner with your intern to develop capstone project
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POLL QUESTION

Which of these statements is true for you right now?

I have no interest in mentoring an intern.
I have some interest in mentoring an intern, but I have 
questions.
I’m almost sure I want to mentor an intern.
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Presenter
Presentation Notes
Why are we here today?  The State of New Mexico Internship 2022 program is underway, and we want you to share this information with agency leaders. It is time to start planning for your agency’s summer internships! 

The State Personnel Office Summer Internship Program offers high school and college students across the state the opportunity to get an inside view of the State of New Mexico as a rewarding career path and to gain valuable work experience. 

If properly planned and executed, Internship programs can be very beneficial to the Agency, to the Supervisor, as well as to the Intern.  On next slides are some of the benefits that can accrue from a well-planned and thoughtfully executed Internship program.
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Internship benefits for agency

Presenter
Presentation Notes
  
For the intern - Internships offer interns students valuable work experience, the opportunity to be mentored by industry professionals and develop work-related skills, and consider the State of New Mexico as future  employer.

For the Mentor -  Provides current SoNM employees with an  opportunity to grow and develop professionally by being a mentor! As well as getting extra help with new or existing projects that may not otherwise get accomplished.   
  
For the State of New Mexico- As the need for skilled and qualified workers continues to grow, a well-developed summer internship program is an investment for the future of our workforce.    
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Internship benefits for agency

Demonstrates investment in New Mexico 
students
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Internship benefits for agency

Demonstrates investment in New Mexico 
students

Develops a talent pipeline for recruitment
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Internship benefits for agency

Demonstrates investment in New Mexico 
students

Develops a talent pipeline for recruitment

Promotes state government employment
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Internship benefits for agency

Demonstrates investment in New Mexico 
students

Develops a talent pipeline for recruitment

Promotes state government employment

Gain future professionals’ perspective and 
feedback
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Internship benefits for agency

Demonstrates investment in New Mexico 
students

Develops a talent pipeline for recruitment

Promotes state government employment

Gain future professionals’ perspective and 
feedback

Provides growth and professional development 
opportunity for State of New Mexico (SoNM) 
employees
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Presentation Notes
  
For the intern - Internships offer interns students valuable work experience, the opportunity to be mentored by industry professionals and develop work-related skills, and consider the State of New Mexico as future  employer.
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Impact of an Internship for intern 

Presenter
Presentation Notes
Click to reveal text
National Association of College Employers (NACE) Center for Career Development & Talent Acquisition
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Impact of an Internship for intern 

Students who completed at least    
one internship received a job offer 
more quickly and had a higher first 
position salary than those who did not.

Presenter
Presentation Notes
Click to reveal text
National Association of College Employers (NACE) Center for Career Development & Talent Acquisition
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Impact of an Internship for intern 

Those with an internship had current 
annual salaries that were, on average,  
$2,082 higher than those with no 
internships. 

Presenter
Presentation Notes
Click to reveal text
National Association of College Employers (NACE) Center for Career Development & Talent Acquisition
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Impact of an Internship for intern
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Impact of an Internship for intern

An internship (regardless of
compensation) does impact short-term 
and longer-term career success.

Presenter
Presentation Notes
Click to reveal text
National Association of College Employers (NACE) Center for Career Development & Talent Acquisition
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Prepare for Internship and 
Intern Recruitment
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Thinking of hosting an intern? First Steps 

© 2022 New Mexico State Personnel Office

Presenter
Presentation Notes
The first part of getting an intern is to planning for one.  I am really excited to see so many of you join us today!   Here is an overview of the steps:

Step 1: Make sure you have approval from your Agency Leadership to hire an Intern.  In most cases, a Temporary Position will need to be created for an intern position. 
�Step 2: Make sure you identify the correct classification descriptor, whether your intern will be a high school graduate, college undergraduate student, or college graduate student. This includes determining whether or not your agency has sufficient budget to support an intern position. 

Step 3: Complete the Online Internship Planning Form.  We will review the components of the electronic form shortly.  
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1 Get approval from your Agency Leadership. 
(Interns will hold Temporary Positions.)
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1 Get approval from your Agency Leadership. 
(Interns will hold Temporary Positions.)

2 Identify Intern classification descriptor and 
funding source.
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1 Get approval from your Agency Leadership. 
(Interns will hold Temporary Positions.)

3 Complete the online Internship Planning Form.

2 Identify Intern classification descriptor and 
funding source.
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The first part of getting an intern is to planning for one.  I am really excited to see so many of you join us today!   Here is an overview of the steps:

Step 1: Make sure you have approval from your Agency Leadership to hire an Intern.  In most cases, a Temporary Position will need to be created for an intern position. 
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Online Internship Planning Form

Presenter
Presentation Notes
To ensure that your requests for internship positions get processed quickly and efficiently, The Internship Planning form can be completed online and submitted to the State Personnel Office for review!   This Internship Planning form will serve as the Position Action Request Form (PARF) for the purpose of creating intern positions.  An Internship Planning Form needs to be submitted for each intern positions the agency intends to fill. 

The Intern Mentor will  complete the Online Internship Planning Form. 

This form is available of the SPO website. www.spo.state.nm.us  View Opportunities and Apply > Internship Opportunities
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Mentor Information

Presenter
Presentation Notes
Mentor Information: This section provides detailed information about the state employee who will mentor the intern. 

Each intern will be assigned to one specific mentor for the duration of the program. No mentor should be assigned to more than 3 interns at any one time.

The mentor will be actively engaged with their intern and attend Intern/Mentor events hosted by the State Personnel Office that helps support Mentors and Interns.

https://www.surveymonkey.com/r/SONMintern2022
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Internship 
Information 

Presenter
Presentation Notes
This par of the form is straight forward.  You will need to complete the following information.  

Internship Start & End Date

Position Location

Telework 
Option: Full/Hybrid/No

Intern Level:
High school
Undergraduate
Graduate



NEW MEXICO
STATE PERSONNEL OFFICE

High School Intern
Job code: SGHI87 
Pay Band: 35 
FLSA Status: Non-Exempt

College Undergraduate Intern 
Job code: SGCI17 
Pay Band: 55 
FLSA Status:  Non-Exempt

Graduate School Intern 
Job code: SGGI20 
Pay Band: 60 
FLSA Status:  Non-Exempt

Presenter
Presentation Notes
The Classification Descriptor has been included in your handouts.   Please refer to the Classification Descriptor to decide which level of intern you would like to recruit..  These classifications are specifically for paid internships. Paid internships provide work opportunities for students and recent graduates within state government to acquaint them with the variety and nature of available career prospects and to provide work experiences which contribute to the development of knowledge and skills attributable to future job success. 

The Mentor must identify one of the following classifications for their intern.

A 2020 study by American Student Assistance, a nonprofit that helps students obtain college degrees, cites a recent survey showing that only 2% of high school students had completed internships.
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Purpose of 
Internship & Ideal 
Internship 
Candidate

Presenter
Presentation Notes
Gathering specific information regarding these questions will help you create an engaging intern job advertisment.  

Components to Consider when completing an Internship Planning Form:
Explain the agency’s goals and mission.  This is a chance to promote your agency and get an intern excited about working for your agency! 

Illustrate preferred experience and education for their ideal internship candidate:
What qualifications or skills will the intern need?  Is there a preferred major? 

Keep in mind, Interns may not have much prior professional experience.  This will be especially true for high school interns.  





NEW MEXICO
STATE PERSONNEL OFFICE

Core Skills & 
Competencies

Presenter
Presentation Notes
What Are Competencies? � 
A competency is a group of highly interrelated knowledge, skills, abilities and other characteristics (KSAOs) that give rise to the behaviors needed to perform a given job effectively.  The combination of knowledge, skills, ability (what you do) and behaviors (how you do it) is what leads a person to be successful in a job and helps an agency achieve its goals.  Competencies are often developed by interacting in a professional work setting and involvement in work-related projects with a group of individuals.  It is important for a mentor to consider, determine and incorporate competencies that an intern can gain, develop or build upon during their internship experience.  

What are the competencies, that you can help an intern either develop or build upon during the internship?  For those of you who have experience as a past mentor, what are some of the competencies you have listed in an intern job posting?   

Ask audience to give some examples of competencies for an intern.
Project Coordination
Communications Skills
Analytical Skills
Organizational Skills
Teamwork skills
Leadership skills 
Research skills

Here are few questions to help you design the intern experience. 

Read the questions.
What will the Intern learn from the experience?
Is there a special Project the Intern will undertake?
How will the Intern grow under supportive mentorship?
How can the Intern work with different employees and groups?





NEW MEXICO
STATE PERSONNEL OFFICE © 2022 New Mexico State Personnel Office

The deadline to submit the Online Internship 
Planning Form(s) is Thursday, March 31, 2022. 

Presenter
Presentation Notes
Read from slide.  
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What Happens Next? (Create the Intern Position)

Presenter
Presentation Notes
You completed an submitted the Internship Planning form.  What happens next?  
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What Happens Next? (Create the Intern Position)

On Friday, April 1, SPO will send the HR Manager an email with a list of all 
positions submitted for their agency. 
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Presentation Notes
You completed an submitted the Internship Planning form.  What happens next?  
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What Happens Next? (Create the Intern Position)

On Friday, April 1, SPO will send the HR Manager an email with a list of all 
positions submitted for their agency. 

HR Manager will route the list for budget projections and agency approval.

HR Manager will return approved positions and budget projections to the 
Workforce Planning Division via email to: workforce.planning@state.nm.us

Presenter
Presentation Notes
You completed an submitted the Internship Planning form.  What happens next?  

mailto:workforce.planning@state.nm.us
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What Happens Next? (Create the Intern Position)

On Friday, April 1, SPO will send the HR Manager an email with a list of all 
positions submitted for their agency. 

HR Manager will route the list for budget projections and agency approval.

HR Manager will return approved positions and budget projections to the 
Workforce Planning Division via email to: workforce.planning@state.nm.us

SPO will notify agency of Internship approvals.

Presenter
Presentation Notes
You completed an submitted the Internship Planning form.  What happens next?  

mailto:workforce.planning@state.nm.us
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Presenter
Presentation Notes
Utilize the Internship Planning Form when completing the Job Order form.     The Job Order form is essentially your Internship Job Posting!  

Why does the Job Exist? This section provides a brief overview of the job and provides a basic understanding of the intern position's role.  Use 3-5 sentences to keep this section concise.  

How does it get done? This section contains a brief description of what the intern will be doong during the course of the internship.  This section allows the intern applicant to get an understanding of the key responsibilities to determine if there is interest in the position. Prioritize the  responsibilities into 4-6 bullets. 

Who are the Customers? This section contains a brief description of who this job assists, both internal and external customers. 
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Internship position has posted 

Presenter
Presentation Notes
Following approvals for the intern creates, HR departments shall follow the agency’s normal business process to advertise the internship job on the SoNM career website.  We recommend that you advertise internship positions as standard job posting.  Standard job postings posting will close after 5, 7, 10 or, 14 days.    

The Internship Position will be designated as a “hot job”.  A hot job ensures the job posting will show at the top of the job posting list on the SoNM Career website.   . 
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Internship position has posted 

HR will follow the agency’s normal business process to 
advertise the position

Agency HR will notify the Intern Mentor that the 
intern position has been posted
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Internship position has posted 

HR will follow the agency’s normal business process to 
advertise the position

Agency HR will notify the Intern Mentor that the 
intern position has been posted

The Internship Position will be designated as a “hot 
job”

Presenter
Presentation Notes
Following approvals for the intern creates, HR departments shall follow the agency’s normal business process to advertise the internship job on the SoNM career website.  We recommend that you advertise internship positions as standard job posting.  Standard job postings posting will close after 5, 7, 10 or, 14 days.    

The Internship Position will be designated as a “hot job”.  A hot job ensures the job posting will show at the top of the job posting list on the SoNM Career website.   . 
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Interviewing and 
Selecting Interns

Presenter
Presentation Notes
The interview process for Internship candidates is much the same as for any candidate applying for a State of New Mexico position.  

As with other candidates for employment, Internship candidates share information about their experience, knowledge, education, skills and abilities.  Intern candidates are scored and the top 15 candidates are referred for the Agency to select interviewees.

The intern candidates interviewing must meet Minimum Qualifications and provide all required documentation to be considered for any job opportunity.
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Presenter
Presentation Notes
Intern Mentors are responsible for conducting interviews.  There may be a difference with Internship  candidates compared to mainstream workforce candidates. It is likely, this may be the Internship candidate’s very first experience interviewing for a professional position or for a job  opportunity with the State of New Mexico.  It is good to keep that in mind when conducting the interview.  

When conducting interviews with an intern you will follow the same process you do as with any other candidate.
Have each person on the interview panel introduce themselves
Share the agencies mission and what the agency does. 
Ask the intern candidate if they have any questions for you.

We will share some interview questions that can help you conduct a meaningful interview.  
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It is possible the Internship candidate has no
prior interview experience or the interview 
may be a first formal interview.

Presenter
Presentation Notes
Intern Mentors are responsible for conducting interviews.  There may be a difference with Internship  candidates compared to mainstream workforce candidates. It is likely, this may be the Internship candidate’s very first experience interviewing for a professional position or for a job  opportunity with the State of New Mexico.  It is good to keep that in mind when conducting the interview.  

When conducting interviews with an intern you will follow the same process you do as with any other candidate.
Have each person on the interview panel introduce themselves
Share the agencies mission and what the agency does. 
Ask the intern candidate if they have any questions for you.

We will share some interview questions that can help you conduct a meaningful interview.  
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General Internship Interview Question (Get 
to know the Candidate)

Presenter
Presentation Notes
Click to three times to reveal text. 

What general interview questions do you utilize to learn more about the intern? 

These types of interview questions will allow you to learn more about the intern candidate and there interests in general and provide context for any intern projects you may be considering.  
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General Internship Interview Question (Get 
to know the Candidate)

Can you share with us what interests you about 
an internship opportunity?
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Presentation Notes
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Can you share with us what interests you about 
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during this internship?

Presenter
Presentation Notes
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General Internship Interview Question (Get 
to know the Candidate)

Can you share with us what interests you about 
an internship opportunity?

What skills would you like to gain or build upon 
during this internship?

What would make this internship experience 
successful for you?

Presenter
Presentation Notes
Click to three times to reveal text. 

What general interview questions do you utilize to learn more about the intern? 

These types of interview questions will allow you to learn more about the intern candidate and there interests in general and provide context for any intern projects you may be considering.  
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Agency Specific Questions

Presenter
Presentation Notes
Click to three times to reveal text. 

Asking questions to find out how much an intern candidate knows about your agency and the work it does can reveal if a candidate has taken an extra step to learn more about the opportunity in advance of the interview.  

Someone willing to dig a little for background in preparation for the interview may be a more proactive employee than one who does not.
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Agency Specific Questions

What do you know about our agency?

Presenter
Presentation Notes
Click to three times to reveal text. 

Asking questions to find out how much an intern candidate knows about your agency and the work it does can reveal if a candidate has taken an extra step to learn more about the opportunity in advance of the interview.  

Someone willing to dig a little for background in preparation for the interview may be a more proactive employee than one who does not.
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Agency Specific Questions

What do you know about our agency?

What interests you about our agency?
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Asking questions to find out how much an intern candidate knows about your agency and the work it does can reveal if a candidate has taken an extra step to learn more about the opportunity in advance of the interview.  

Someone willing to dig a little for background in preparation for the interview may be a more proactive employee than one who does not.
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Agency Specific Questions

What do you know about our agency?

What interests you about our agency?

Can you share with us what interests you about this 
internship opportunity with our agency?

Presenter
Presentation Notes
Click to three times to reveal text. 

Asking questions to find out how much an intern candidate knows about your agency and the work it does can reveal if a candidate has taken an extra step to learn more about the opportunity in advance of the interview.  

Someone willing to dig a little for background in preparation for the interview may be a more proactive employee than one who does not.
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Academic and Research Questions

Presenter
Presentation Notes
Click to three times to reveal text. 

Asking questions about a student’s academic experiences may be helpful as the intern candidate may not have any formal work experience.   Behavioral questions are open-ended questions that are aimed at learning about a candidate's past behaviors in real-life situations. These type of questions are considered behavioral questions. 
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Academic and Research Questions

Tell us about your coursework or campus work experience; in what way 
is it relevant to this internship position?
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Presentation Notes
Click to three times to reveal text. 
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Academic and Research Questions

Tell us about your coursework or campus work experience; in what way 
is it relevant to this internship position?

Tell us about a time when you had coordinated and managed a 
project. What was the task you needed to complete? What actions did 
you take? Was the project completed and what was the result?
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Presentation Notes
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Asking questions about a student’s academic experiences may be helpful as the intern candidate may not have any formal work experience.   Behavioral questions are open-ended questions that are aimed at learning about a candidate's past behaviors in real-life situations. These type of questions are considered behavioral questions. 
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Academic and Research Questions

Tell us about your coursework or campus work experience; in what way 
is it relevant to this internship position?

Tell us about a time when you had coordinated and managed a 
project. What was the task you needed to complete? What actions did 
you take? Was the project completed and what was the result?

Tell us about one of your proudest academic achievements.  Why was it 
meaningful to you? 

Presenter
Presentation Notes
Click to three times to reveal text. 

Asking questions about a student’s academic experiences may be helpful as the intern candidate may not have any formal work experience.   Behavioral questions are open-ended questions that are aimed at learning about a candidate's past behaviors in real-life situations. These type of questions are considered behavioral questions. 
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Job Offer

Presenter
Presentation Notes
Upon the selection of the final candidate, the hiring manager and the HR department will collaborate to develop an appropriate offer of employment.  When making an employment offer, we are obligated to place people appropriately in the pay band (Board Rule 1.7.4 NMAC PAY), and we also need to consider internal alignment with those doing the same job in the same unit. 
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Job Offer

Once you are ready to make an employment   
offer, your HR Department will assist you with 
completing the final paperwork.

Presenter
Presentation Notes
Upon the selection of the final candidate, the hiring manager and the HR department will collaborate to develop an appropriate offer of employment.  When making an employment offer, we are obligated to place people appropriately in the pay band (Board Rule 1.7.4 NMAC PAY), and we also need to consider internal alignment with those doing the same job in the same unit. 
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Intern Onboarding Checklist: Before First Day 
of Work

Presenter
Presentation Notes
As a mentor, you will be the single most important influence on the intern’s impression of your agency and their employment with the SoNM.

Call on audience to read 
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Intern Onboarding Checklist: Before First Day 
of Work
Send an introductory email to your intern with “first day” 
details.

Presenter
Presentation Notes
As a mentor, you will be the single most important influence on the intern’s impression of your agency and their employment with the SoNM.

Call on audience to read 



NEW MEXICO
STATE PERSONNEL OFFICE © 2022 New Mexico State Personnel Office

Intern Onboarding Checklist: Before First Day 
of Work
Send an introductory email to your intern with “first day” 
details.

Send General Info about your agency, policy and regulations.

Presenter
Presentation Notes
As a mentor, you will be the single most important influence on the intern’s impression of your agency and their employment with the SoNM.

Call on audience to read 



NEW MEXICO
STATE PERSONNEL OFFICE © 2022 New Mexico State Personnel Office

Intern Onboarding Checklist: Before First Day 
of Work
Send an introductory email to your intern with “first day” 
details.

Send General Info about your agency, policy and regulations.

Set up designated workspace, email, and resources required 
to perform job duties.

Presenter
Presentation Notes
As a mentor, you will be the single most important influence on the intern’s impression of your agency and their employment with the SoNM.

Call on audience to read 



NEW MEXICO
STATE PERSONNEL OFFICE © 2022 New Mexico State Personnel Office

Intern Onboarding Checklist: Before First Day 
of Work
Send an introductory email to your intern with “first day” 
details.

Send General Info about your agency, policy and regulations.

Set up designated workspace, email, and resources required 
to perform job duties.

Send an email to the department team announcing 
onboarding of the new intern.

Presenter
Presentation Notes
As a mentor, you will be the single most important influence on the intern’s impression of your agency and their employment with the SoNM.

Call on audience to read 
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Intern Onboarding Checklist

Presenter
Presentation Notes
The first day of the internship will establish the tone for the entire internship program!

Call on audience to read



NEW MEXICO
STATE PERSONNEL OFFICE © 2022 New Mexico State Personnel Office

Intern Onboarding Checklist
As the Mentor, make sure you personally welcome your 
intern on their first day.

Presenter
Presentation Notes
The first day of the internship will establish the tone for the entire internship program!

Call on audience to read
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Intern Onboarding Checklist
As the Mentor, make sure you personally welcome your 
intern on their first day.

Take the time to review policies, procedures and 
guideline with your intern.

Presenter
Presentation Notes
The first day of the internship will establish the tone for the entire internship program!

Call on audience to read
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Intern Onboarding Checklist
As the Mentor, make sure you personally welcome your 
intern on their first day.

Take the time to review policies, procedures and 
guideline with your intern.

Set up a staff meeting to introduce your intern to your 
department’s team members.

Presenter
Presentation Notes
The first day of the internship will establish the tone for the entire internship program!

Call on audience to read
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Intern Onboarding Checklist
As the Mentor, make sure you personally welcome your 
intern on their first day.

Take the time to review policies, procedures and 
guideline with your intern.

Set up a staff meeting to introduce your intern to your 
department’s team members.

Provide your intern with a staff contact list that contains 
the staff’s names, titles and contact information.

Presenter
Presentation Notes
The first day of the internship will establish the tone for the entire internship program!

Call on audience to read
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Structure High-impact
Internship Experiences

Presenter
Presentation Notes
Mentoring partnerships should be dynamic and reciprocal experiences in which the mentor and intern learn from each other and grow professionally. We will discuss how you can be an effective and strong mentor.  
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Presenter
Presentation Notes
National Association of College Employers (NACE) definition of “Internship” and consistent criteria

An internship is a form of experiential learning that integrates knowledge and theory learned in the classroom with practical application and skills development in a professional setting. 
Internships give students the opportunity to gain valuable applied experience and make connections in professional fields they are considering for career paths.
Internships give employers the opportunity to guide and evaluate talent.
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Internships:

Presenter
Presentation Notes
National Association of College Employers (NACE) definition of “Internship” and consistent criteria

An internship is a form of experiential learning that integrates knowledge and theory learned in the classroom with practical application and skills development in a professional setting. 
Internships give students the opportunity to gain valuable applied experience and make connections in professional fields they are considering for career paths.
Internships give employers the opportunity to guide and evaluate talent.
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Internships:

 are a form of experiential learning 

Presenter
Presentation Notes
National Association of College Employers (NACE) definition of “Internship” and consistent criteria

An internship is a form of experiential learning that integrates knowledge and theory learned in the classroom with practical application and skills development in a professional setting. 
Internships give students the opportunity to gain valuable applied experience and make connections in professional fields they are considering for career paths.
Internships give employers the opportunity to guide and evaluate talent.
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Internships:

 are a form of experiential learning 
 integrate knowledge and theory with practical 

application and skills development
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Presentation Notes
National Association of College Employers (NACE) definition of “Internship” and consistent criteria

An internship is a form of experiential learning that integrates knowledge and theory learned in the classroom with practical application and skills development in a professional setting. 
Internships give students the opportunity to gain valuable applied experience and make connections in professional fields they are considering for career paths.
Internships give employers the opportunity to guide and evaluate talent.
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Internships:

 are a form of experiential learning 
 integrate knowledge and theory with practical 

application and skills development
 let students gain valuable applied experience 

and make connections in professional fields

Presenter
Presentation Notes
National Association of College Employers (NACE) definition of “Internship” and consistent criteria

An internship is a form of experiential learning that integrates knowledge and theory learned in the classroom with practical application and skills development in a professional setting. 
Internships give students the opportunity to gain valuable applied experience and make connections in professional fields they are considering for career paths.
Internships give employers the opportunity to guide and evaluate talent.
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Internships:

 are a form of experiential learning 
 integrate knowledge and theory with practical 

application and skills development
 let students gain valuable applied experience 

and make connections in professional fields
 let employers guide and evaluate talent

Presenter
Presentation Notes
National Association of College Employers (NACE) definition of “Internship” and consistent criteria

An internship is a form of experiential learning that integrates knowledge and theory learned in the classroom with practical application and skills development in a professional setting. 
Internships give students the opportunity to gain valuable applied experience and make connections in professional fields they are considering for career paths.
Internships give employers the opportunity to guide and evaluate talent.
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Engagement

Presenter
Presentation Notes
What motivates and engages people?   Interns want to feel like they are part of the agency.    Purpose, Mastery, Autonomy. Martha ad lib engagement drivers.    

An internship needs to provide real life experience in a professional work setting. Provide your interns with meaningful “real work” assignments. 
    Interns and employees together on work teams and project, Interns attend and contribute to staff meetings, Networking opportunity, Interns participate in team building, utilize high-level 
    problem solving and analytical thinking interact with diverse SoNM employees, teams, at all agency levels

Mentors and Interns will also be expected to participate in training hosted by the State Personnel Office to build engagement, gain and build upon skills, among their mentor, other mentors and peers.  
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Engagement

Co-create learning goals 

Presenter
Presentation Notes
What motivates and engages people?   Interns want to feel like they are part of the agency.    Purpose, Mastery, Autonomy. Martha ad lib engagement drivers.    

An internship needs to provide real life experience in a professional work setting. Provide your interns with meaningful “real work” assignments. 
    Interns and employees together on work teams and project, Interns attend and contribute to staff meetings, Networking opportunity, Interns participate in team building, utilize high-level 
    problem solving and analytical thinking interact with diverse SoNM employees, teams, at all agency levels

Mentors and Interns will also be expected to participate in training hosted by the State Personnel Office to build engagement, gain and build upon skills, among their mentor, other mentors and peers.  





NEW MEXICO
STATE PERSONNEL OFFICE

Engagement

Co-create learning goals 

Develop and work on a project that is 
important to the agency

Presenter
Presentation Notes
What motivates and engages people?   Interns want to feel like they are part of the agency.    Purpose, Mastery, Autonomy. Martha ad lib engagement drivers.    

An internship needs to provide real life experience in a professional work setting. Provide your interns with meaningful “real work” assignments. 
    Interns and employees together on work teams and project, Interns attend and contribute to staff meetings, Networking opportunity, Interns participate in team building, utilize high-level 
    problem solving and analytical thinking interact with diverse SoNM employees, teams, at all agency levels

Mentors and Interns will also be expected to participate in training hosted by the State Personnel Office to build engagement, gain and build upon skills, among their mentor, other mentors and peers.  
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Engagement

Co-create learning goals 

Develop and work on a project that is 
important to the agency

Produce sample work that can be shared with 
future employers

Presenter
Presentation Notes
What motivates and engages people?   Interns want to feel like they are part of the agency.    Purpose, Mastery, Autonomy. Martha ad lib engagement drivers.    

An internship needs to provide real life experience in a professional work setting. Provide your interns with meaningful “real work” assignments. 
    Interns and employees together on work teams and project, Interns attend and contribute to staff meetings, Networking opportunity, Interns participate in team building, utilize high-level 
    problem solving and analytical thinking interact with diverse SoNM employees, teams, at all agency levels

Mentors and Interns will also be expected to participate in training hosted by the State Personnel Office to build engagement, gain and build upon skills, among their mentor, other mentors and peers.  
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Engagement

Co-create learning goals 

Develop and work on a project that is 
important to the agency

Produce sample work that can be shared with 
future employers

Contribute to decision making 

Presenter
Presentation Notes
What motivates and engages people?   Interns want to feel like they are part of the agency.    Purpose, Mastery, Autonomy. Martha ad lib engagement drivers.    

An internship needs to provide real life experience in a professional work setting. Provide your interns with meaningful “real work” assignments. 
    Interns and employees together on work teams and project, Interns attend and contribute to staff meetings, Networking opportunity, Interns participate in team building, utilize high-level 
    problem solving and analytical thinking interact with diverse SoNM employees, teams, at all agency levels

Mentors and Interns will also be expected to participate in training hosted by the State Personnel Office to build engagement, gain and build upon skills, among their mentor, other mentors and peers.  
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Engagement

Co-create learning goals 

Develop and work on a project that is 
important to the agency

Produce sample work that can be shared with 
future employers

Contribute to decision making 

Learn and make mistakes

Presenter
Presentation Notes
What motivates and engages people?   Interns want to feel like they are part of the agency.    Purpose, Mastery, Autonomy. Martha ad lib engagement drivers.    

An internship needs to provide real life experience in a professional work setting. Provide your interns with meaningful “real work” assignments. 
    Interns and employees together on work teams and project, Interns attend and contribute to staff meetings, Networking opportunity, Interns participate in team building, utilize high-level 
    problem solving and analytical thinking interact with diverse SoNM employees, teams, at all agency levels

Mentors and Interns will also be expected to participate in training hosted by the State Personnel Office to build engagement, gain and build upon skills, among their mentor, other mentors and peers.  
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Writing goals

S M A R T

Presenter
Presentation Notes
Remember to use the SMART Goal Guide when discussing and identifying goals for the Intern.  An effective goal is Specific, Measurable, Attainable, Realistic, and Time Based. 

Examples:
Specific – includes the one task, what does your intern want to learn or do
Measureable – tells us how someone proves they accomplished the goal and to what extent
Attainable – the employee must have the time, resources, knowledge, skill to achieve the goal
Relevant – the goal is directly related to the inern's job and profession
Timely – there is a time element associated with the goal (i.e., deadlines, time frames) in this instance by the end of the internship
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Writing goals
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Presenter
Presentation Notes
Remember to use the SMART Goal Guide when discussing and identifying goals for the Intern.  An effective goal is Specific, Measurable, Attainable, Realistic, and Time Based. 

Examples:
Specific – includes the one task, what does your intern want to learn or do
Measureable – tells us how someone proves they accomplished the goal and to what extent
Attainable – the employee must have the time, resources, knowledge, skill to achieve the goal
Relevant – the goal is directly related to the inern's job and profession
Timely – there is a time element associated with the goal (i.e., deadlines, time frames) in this instance by the end of the internship
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Feedback

Presenter
Presentation Notes
Martha ad lib.  
Ask Audience to chime in.  Then reveal text.  

High quality internships are rich in feedback for student. Student Interns should be given consistent feedback in order to grow as professionals.  As a mentor you will need to meet with you student intern regularly to provide them feedback regarding their performance during the internship.  Work with the intern to develop a plan for specific goals that will be accomplished during the internship, including a plan for the development of the final written presentation/written report.

These meeting can consist of:
Reports on project/work status
Intern can ask questions
Intern learns how they are contributing to the agency
Discuss their strengths
Discuss areas that have opportunity for growth
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Feedback

Informal check-in meeting

Presenter
Presentation Notes
Martha ad lib.  
Ask Audience to chime in.  Then reveal text.  

High quality internships are rich in feedback for student. Student Interns should be given consistent feedback in order to grow as professionals.  As a mentor you will need to meet with you student intern regularly to provide them feedback regarding their performance during the internship.  Work with the intern to develop a plan for specific goals that will be accomplished during the internship, including a plan for the development of the final written presentation/written report.

These meeting can consist of:
Reports on project/work status
Intern can ask questions
Intern learns how they are contributing to the agency
Discuss their strengths
Discuss areas that have opportunity for growth
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Feedback

Informal check-in meeting

Weekly meetings

Presenter
Presentation Notes
Martha ad lib.  
Ask Audience to chime in.  Then reveal text.  

High quality internships are rich in feedback for student. Student Interns should be given consistent feedback in order to grow as professionals.  As a mentor you will need to meet with you student intern regularly to provide them feedback regarding their performance during the internship.  Work with the intern to develop a plan for specific goals that will be accomplished during the internship, including a plan for the development of the final written presentation/written report.

These meeting can consist of:
Reports on project/work status
Intern can ask questions
Intern learns how they are contributing to the agency
Discuss their strengths
Discuss areas that have opportunity for growth
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Feedback

Informal check-in meeting

Weekly meetings

Consistent and constructive touch-bases

Presenter
Presentation Notes
Martha ad lib.  
Ask Audience to chime in.  Then reveal text.  

High quality internships are rich in feedback for student. Student Interns should be given consistent feedback in order to grow as professionals.  As a mentor you will need to meet with you student intern regularly to provide them feedback regarding their performance during the internship.  Work with the intern to develop a plan for specific goals that will be accomplished during the internship, including a plan for the development of the final written presentation/written report.

These meeting can consist of:
Reports on project/work status
Intern can ask questions
Intern learns how they are contributing to the agency
Discuss their strengths
Discuss areas that have opportunity for growth
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Feedback

Informal check-in meeting

Weekly meetings

Consistent and constructive touch-bases

From team members, and peers

Presenter
Presentation Notes
Martha ad lib.  
Ask Audience to chime in.  Then reveal text.  

High quality internships are rich in feedback for student. Student Interns should be given consistent feedback in order to grow as professionals.  As a mentor you will need to meet with you student intern regularly to provide them feedback regarding their performance during the internship.  Work with the intern to develop a plan for specific goals that will be accomplished during the internship, including a plan for the development of the final written presentation/written report.

These meeting can consist of:
Reports on project/work status
Intern can ask questions
Intern learns how they are contributing to the agency
Discuss their strengths
Discuss areas that have opportunity for growth
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Feedback

Informal check-in meeting

Weekly meetings

Consistent and constructive touch-bases

From team members, and peers

Formal feedback on performance 

Presenter
Presentation Notes
Martha ad lib.  
Ask Audience to chime in.  Then reveal text.  

High quality internships are rich in feedback for student. Student Interns should be given consistent feedback in order to grow as professionals.  As a mentor you will need to meet with you student intern regularly to provide them feedback regarding their performance during the internship.  Work with the intern to develop a plan for specific goals that will be accomplished during the internship, including a plan for the development of the final written presentation/written report.

These meeting can consist of:
Reports on project/work status
Intern can ask questions
Intern learns how they are contributing to the agency
Discuss their strengths
Discuss areas that have opportunity for growth
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Framework for Positive Feedback

Presenter
Presentation Notes
Concentrate on identifying these three elements for your feedback.  This model can be used for both constructive feedback and positive feedback.  

The Situation.  Be ready to talk about the time, the place, and what you saw. So, that the context is clear and specific.  Connect Praise to a specific action.  “Great job coordinating that meeting!”  

The Behavior.  Observable action. Discuss the precise behavior you want to address.  Describe the actions you witnessed or were informed of.  “You developed a concise agenda with defined  objectives and assigned action items.”  

The Impact.  Highlight the impact the behavior has on you and the agency.  “Your agenda kept us organized and informed.   It also allowed us to prioritize our project goals and feel confident and excited about the direction we are moving toward and completion of the project you are working on.”
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Framework for Positive Feedback

Situation

Presenter
Presentation Notes
Concentrate on identifying these three elements for your feedback.  This model can be used for both constructive feedback and positive feedback.  

The Situation.  Be ready to talk about the time, the place, and what you saw. So, that the context is clear and specific.  Connect Praise to a specific action.  “Great job coordinating that meeting!”  

The Behavior.  Observable action. Discuss the precise behavior you want to address.  Describe the actions you witnessed or were informed of.  “You developed a concise agenda with defined  objectives and assigned action items.”  

The Impact.  Highlight the impact the behavior has on you and the agency.  “Your agenda kept us organized and informed.   It also allowed us to prioritize our project goals and feel confident and excited about the direction we are moving toward and completion of the project you are working on.”
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Framework for Positive Feedback

Situation Behavior

Presenter
Presentation Notes
Concentrate on identifying these three elements for your feedback.  This model can be used for both constructive feedback and positive feedback.  

The Situation.  Be ready to talk about the time, the place, and what you saw. So, that the context is clear and specific.  Connect Praise to a specific action.  “Great job coordinating that meeting!”  

The Behavior.  Observable action. Discuss the precise behavior you want to address.  Describe the actions you witnessed or were informed of.  “You developed a concise agenda with defined  objectives and assigned action items.”  

The Impact.  Highlight the impact the behavior has on you and the agency.  “Your agenda kept us organized and informed.   It also allowed us to prioritize our project goals and feel confident and excited about the direction we are moving toward and completion of the project you are working on.”
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Framework for Positive Feedback

Situation Behavior Impact

Presenter
Presentation Notes
Concentrate on identifying these three elements for your feedback.  This model can be used for both constructive feedback and positive feedback.  

The Situation.  Be ready to talk about the time, the place, and what you saw. So, that the context is clear and specific.  Connect Praise to a specific action.  “Great job coordinating that meeting!”  

The Behavior.  Observable action. Discuss the precise behavior you want to address.  Describe the actions you witnessed or were informed of.  “You developed a concise agenda with defined  objectives and assigned action items.”  

The Impact.  Highlight the impact the behavior has on you and the agency.  “Your agenda kept us organized and informed.   It also allowed us to prioritize our project goals and feel confident and excited about the direction we are moving toward and completion of the project you are working on.”
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Reflection

Presenter
Presentation Notes
Martha ad lib.  

Ask Audience to chime in.  Then reveal text.  

Our experiences shape who we become. An internship can expose students to new context where different soft skills may need to be utilized.  This experience can help build confidence for someone who will transition into full time employment. Internships allow for personal development and a student to explore their career interests.   In just a moment we will discuss the capstone Project which will provide the intern an opportunity for further reflection.  



NEW MEXICO
STATE PERSONNEL OFFICE

Reflection

Progress toward learning goals

Presenter
Presentation Notes
Martha ad lib.  

Ask Audience to chime in.  Then reveal text.  

Our experiences shape who we become. An internship can expose students to new context where different soft skills may need to be utilized.  This experience can help build confidence for someone who will transition into full time employment. Internships allow for personal development and a student to explore their career interests.   In just a moment we will discuss the capstone Project which will provide the intern an opportunity for further reflection.  
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Reflection

Progress toward learning goals

Accomplished goals

Presenter
Presentation Notes
Martha ad lib.  

Ask Audience to chime in.  Then reveal text.  

Our experiences shape who we become. An internship can expose students to new context where different soft skills may need to be utilized.  This experience can help build confidence for someone who will transition into full time employment. Internships allow for personal development and a student to explore their career interests.   In just a moment we will discuss the capstone Project which will provide the intern an opportunity for further reflection.  
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Reflection

Progress toward learning goals

Accomplished goals

Areas for growth development

Presenter
Presentation Notes
Martha ad lib.  

Ask Audience to chime in.  Then reveal text.  

Our experiences shape who we become. An internship can expose students to new context where different soft skills may need to be utilized.  This experience can help build confidence for someone who will transition into full time employment. Internships allow for personal development and a student to explore their career interests.   In just a moment we will discuss the capstone Project which will provide the intern an opportunity for further reflection.  



NEW MEXICO
STATE PERSONNEL OFFICE

Reflection

Progress toward learning goals

Accomplished goals

Areas for growth development

Work values

Presenter
Presentation Notes
Martha ad lib.  

Ask Audience to chime in.  Then reveal text.  

Our experiences shape who we become. An internship can expose students to new context where different soft skills may need to be utilized.  This experience can help build confidence for someone who will transition into full time employment. Internships allow for personal development and a student to explore their career interests.   In just a moment we will discuss the capstone Project which will provide the intern an opportunity for further reflection.  
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Reflection

Progress toward learning goals

Accomplished goals

Areas for growth development

Work values

Career development goals 

Presenter
Presentation Notes
Martha ad lib.  

Ask Audience to chime in.  Then reveal text.  

Our experiences shape who we become. An internship can expose students to new context where different soft skills may need to be utilized.  This experience can help build confidence for someone who will transition into full time employment. Internships allow for personal development and a student to explore their career interests.   In just a moment we will discuss the capstone Project which will provide the intern an opportunity for further reflection.  
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of chemistry, or of blood or water. Know what you 
know and care about the person, care about what 
you know and care about the person you’re sharing 
with.” to know what is the chemic al makeup of 
chemistry, or of blood or water. Know what you 
know and care about the person, care about what 
you know and care about the person you’re sharing 
with.”

© 2022 New Mexico State Personnel Office

In order to be a mentor, and an effective one, one must 
care. You must care. You don’t have to know how many 
square miles are in Idaho, you don’t need to know what is 
the chemical makeup of chemistry, or of blood or water. 
Know what you know and care about the person, care about 
what you know and care about the person you’re sharing 
with. 

Maya Angelou

Presenter
Presentation Notes
As audience to read the quote to themselves. Provide audience time to read the slide. 

Ask audience “In your own words what does this mean to you?  Ask for a volunteer.  Is someone a past mentor?
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Partner with your Intern to 
Develop Capstone Project

Presenter
Presentation Notes
We are getting close to wrapping up this training.  Let's talk about the final steps that will conclude the Internship Program at your Agency, including the Capstone Project, and the evaluation / survey activities.
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2022 Summer Internship Summit (Capstone 
Activity) 

Presentation

Written Summary

PowerPoint Presentation

Presenter
Presentation Notes
Interns and Mentors should plan a final formal presentation or summary that can be shared at the 2022 Summer Internship hosted by the State Personnel Office. The purpose is to give the Intern a chance to reflect on their experience and their learning, and to share their experience with the mentor and their peers.  This can be a live presentation, or a written summary, or a video.  It is up to the Mentor and Intern to decide the format.  
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2022 Summer Internship Summit (Capstone 
Activity) 

Presentation

Written Summary

PowerPoint Presentation

Presenter
Presentation Notes
Interns and Mentors should plan a final formal presentation or summary that can be shared at the 2022 Summer Internship hosted by the State Personnel Office. The purpose is to give the Intern a chance to reflect on their experience and their learning, and to share their experience with the mentor and their peers.  This can be a live presentation, or a written summary, or a video.  It is up to the Mentor and Intern to decide the format.  
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2022 Summer Internship Summit (Capstone 
Activity) 

Presentation

Written Summary

PowerPoint Presentation

Presenter
Presentation Notes
Interns and Mentors should plan a final formal presentation or summary that can be shared at the 2022 Summer Internship hosted by the State Personnel Office. The purpose is to give the Intern a chance to reflect on their experience and their learning, and to share their experience with the mentor and their peers.  This can be a live presentation, or a written summary, or a video.  It is up to the Mentor and Intern to decide the format.  
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2022 Summer Internship Summit (Capstone 
Activity) 

Presentation

Written Summary

PowerPoint Presentation

Presenter
Presentation Notes
Interns and Mentors should plan a final formal presentation or summary that can be shared at the 2022 Summer Internship hosted by the State Personnel Office. The purpose is to give the Intern a chance to reflect on their experience and their learning, and to share their experience with the mentor and their peers.  This can be a live presentation, or a written summary, or a video.  It is up to the Mentor and Intern to decide the format.  
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Forms to Be Completed to Close the Internship 
Experience

Intern Performance Evaluation Form - Completed by the 
Mentor

Intern Satisfaction Survey - Completed by the Intern

Presenter
Presentation Notes
The point of a closeout for the mentor is to learn as much as they can to improve the experience for the next intern. 
�For the intern, it’s to learn as much about their performance as they can in order to understand expectations for their future employment. The final feedback and evaluation should not have any surprises on it given that the mentor has been having regular check-ins and giving ongoing feedback.�
Gather feedback from the intern about their experience: where was the program successful and where are improvements needed? Make sure they know that they will NOT be punished or receive negative consequences for their honest impressions.
�Mentors will give their honest feedback to interns about their performance: where are their strengths and where do they need to focus to improve. Remember when giving this feedback that the goal is to foster and promote growth and improvement in the intern. This is in no way a punishment.�
Remember to administer the Intern Satisfaction Survey and fill out the Intern Performance Evaluation Form.
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POLL QUESTION

Which of these statements is true after having gone through 
this presentation?

I have no interest in mentoring an intern.
I have some interest in mentoring an intern.
I want to mentor an intern.
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