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Please follow along in the 
FSU Career Center’s 

2019-2020 Employer Handbook.

https://issuu.com/floridastateuniversitycareercenter/docs/final_8_15_employer_handbook_2019-2020_


Our Goal for You



What is an Internship? 

pg. 13



versus



Is {Your Organization} 
Ready for an Intern?

pg. 15



What can {Your Organization} 
Offer an intern? 

 The most important 
factor for students in the 
workplace is guidance and 
support.
 To create beneficial 

learning experiences, you 
must have the time to 
train, mentor, and 
monitor your interns.

pg. 16



Internship Compensation

In general, interns typically make more than 
minimum wage:

State of Florida minimum wage is $8.46

pg. 32

Paid opportunities recruited 
through FSU (2017-2018 AY) 
averaged $13.99 per hour.



Academic Credit ≠ Compensation

 Academic credit is always at the discretion of the Academic 
Department/Program or College/School

 Not all majors at every university offer an academic internship 
course

 Eligibility requirements for academic internship courses can vary 
depending on year in school, degree level and major

pg. 14



Willingness to Support Pursuit of 
Academic Credit

 Include it in your position description:

Is the internship eligible for academic credit?

Contact your major’s internship coordinator or academic advisor to get 
the appropriate paperwork.

If our internship fits your academic program’s requirements, we’d be 
delighted to work with you to fulfill requirements and complete the 
required paperwork, when possible.

Remember: 

The onus lies with the student, never with 
the employer to explore the potential of 
or to promise an internship is eligible
for academic course credit!



Additional Perks for Interns

 Tuition reimbursement or academic 
scholarships
 Housing allowance
 Free catered lunch every day
 Parking/transportation pass
 Sponsored membership to a professional 

development organization
 Registration to local, regional or 

national professional development 
trainings or conferences
 Certifications or trainings
 Free professional headshots
 Family & Pet Friendly policies
 Fun offsite company events



U.S. Department of Labor FLSA
Test for Unpaid Interns Fact Sheet #71

https://www.dol.gov/whd/regs/compliance/whdfs71.pdf

pg. 14

https://www.dol.gov/whd/regs/compliance/whdfs71.pdf


Select an Appropriate Position Title: 
A descriptive title should reflect the 
duties/responsibilities, e.g. “Event Management Intern”
or “Policy & Research Intern.” 

Write a Robust Position Description:
Be clear, Be realistic and Be honest.  This is also an easy 
way to share insights about your organizational culture.
Avoid blanket statements, be specific & on brand! 

Steps to Developing a Quality 
Position Description 

INTERNSHIP LENGTHS:
Typically, internships last 10-12 weeks and run on the 
same timeline as academic semesters: 

-Fall (Late August - Early December)
-Spring (Early January - Late April)
-Summer (Mid-May - Early August)

*University Holidays, Breaks and Closures, are typically 
recognized allowing the Intern to put studies first pg. 15-16



Description: 
“Looking for individuals who want to learn event planning, friendraising
and fundraising while playing a critical role in the success of our non-
profit organization.  Experience will be gained in volunteer management, 
communications, marketing, vendor management, and general 
administration.”

Key responsibilities include:
“Vendor Recruitment: Attract artists and vendors. Execute vendor 
contracts. Address questions and other needs from vendors as festival 
approaches.

Logistics: Directly responsible for logistical planning and oversight such 
as ordering rental equipment and coordinating with the City on services 
provided, parking procedures, etc.”

Qualifications: 
“Seeking a Microsoft Excel ninja – the person in your circle everyone asks 
for tips or Be social media savvy (Twitter, Instagram, Facebook) and able 
to recommend best strategies for engagement.”

pg. 15-16



Sell Candidates on Your Organization’s Mission:
“Our association is made up of 750 affordable housing 
developers, advocates, community leaders, and 
businesses. We work to secure resources, promote good 
policy...”

Highlight the Benefits of Choosing Your Internship…Sell 
your Internship! 
Brag on the supervisor, opportunities and previous intern’s 
experiences 

Steps to developing a good 
position description continue

pg. 15-16



Brag on the Supervisor:
“The intern will work under a supervisor, with the opportunity for 
mentorship, that has 20+ years of experience running multimodal 
communication strategies for Fortune 500, large non-profits and 
lobbying organizations.”

Brag on the Opportunity:
“This internship provides exposure to and networking 
opportunities with many accomplished business leaders that 
volunteer with our association.”

Brag using Previous Intern(s) Comments:
We’ve been hosting interns each semester for 15+ years.  Hear it 
from our previous intern: “Without my supervisor’s mentorship 
and guidance, I would not have developed the professional 
confidence and poise needed to secure my full-time position.” –
Rachel, Summer 2019

pg. 15-16



Describe the OVERALL Compensation Package: 
• Paid vs. Unpaid
• Monthly or semester stipend
• Scholarships 
• Professional Development Conferences
• Certifications covered
• Added benefits

“Perks of interning with us includes working with a world-class 
team (a.k.a fantastic coworkers), parking stipend, attendance at 
professional development and networking events, your own office, 
an occasional ice cream and swag.”

5 steps to developing a good 
position description 

pg. 15-16



How Should Intern Candidates Apply?

How will candidates apply?
• Career Service Management system
• Via email with specific subject
• Company website

What materials do you need to determine candidate viability?
 Just a resume?
 Resume & Cover Letter?
 Do you need writing samples? Portfolio?

pg. 15-16



Advertise through Your Organization’s Social Media Accounts: 
 Use the #internship and tag the College/University and Career 

Center social media accounts
 Current interns and alumni can help market your opportunity 

on social media as well!

Utilize College/University Career Center: 
 700+ university career centers utilize Handshake, a 24/7 

virtual job board, to connect students and hiring employers!

Promote Your Position

pg. 8-10

https://fsu.joinhandshake.com/login


Interviewing Candidates
Determine:

Where? | Who/committee?  | What questions?
 Situational?

 Tell me about a time when….
 Give me an example of…

 Behavioral?
 Have you ever made a mistake at work?
 What do you do if you disagree with someone?

 Case?
 Your nephew runs a lemonade stand. Yesterday he was open between 

2-5 PM and sold two cups. What should he do differently tomorrow?

Avoid questions that discriminate including the following topics: 
age, race or nationality, pregnancy, disabilities, family & marital 
status, household situation, religion or church affiliation. 
https://www.careeronestop.org/BusinessCenter/RecruitAndHire/InterviewAndHire/ill
egal-interview-questions.aspx

https://www.careeronestop.org/BusinessCenter/RecruitAndHire/InterviewAndHire/illegal-interview-questions.aspx


Making an Internship Offer

 Student candidates are often considering, 
and applying for other internships. 

 Extend your internship offer in writing and 
include: 
 Compensation package, dress code details, 

work schedule expectations 
 A deadline to respond; provide time for the 

candidate to assess the offer



Onboarding Process



Retaining Your Intern

 Structure, structure, structure!

Onboarding
 Professional Development
 Feedback!
 Regular 1:1s
 Mid-Term Feedback
 End of Experience Feedback

pg. 16-17



Have your 
intern set 3 
learning 
goals and 
use them to 
reflect 
during 
evaluation 
meetings 





Campus Philly – Internship in A Box

The IIA’s Internship in a Box

Examples of 
Internship Guides

http://campusphilly.org/wp-content/uploads/2015/10/CampusPhilly_internshipinabox.pdf
https://na.theiia.org/about-us/about-ia/Academic%20Relations%20Documents/Internship-in-a-Box.pdf


FSU Career Center 
Employer Internship Guide Making Your Internship Count

https://issuu.com/floridastateuniversitycareercenter/docs/internship_guide
https://issuu.com/floridastateuniversitycareercenter/docs/internship_guide
https://he.kendallhunt.com/product/making-your-internship-count


We’re here to help! 

Connect with FSU Career 
Center Staff

pg. 6-7
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