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The internship is an opportunity to develop entry level occupation skills in Business Administration and to practice the basic career management skills necessary to obtain, sustain, and advance employment.  A Training and Evaluation Plan is developed and managed in consultation with the student, internship supervisor, and faculty.  
Course Objectives:

1. Write and implement a Training and Evaluation Plan which includes measurable learning objectives related to a specific occupation.   The skills selected for study and development are from the Oregon Skill Sets.
2. Develop and provide the student practice in career management strategies and skills:  
a. Assess skills, interests, and values relating to the occupation 

b. Obtain and use labor market information 

c. Develop basic job search skills
d. Develop basic understanding of present employment

e. Enhance employability by building workplace behaviors: Time Management, Interpersonal Relations, Attendance, Appearance, Problem Solving 
f. Assess readiness for promotion on the job

Student Learning Outcomes:  Upon completion of the internship, the student should be able to:
1. Demonstrate occupation specific entry level skills. Each college credit equals completion of one student outcome (see “measurable indicators” on the training plan) and completion of 30 clock hours learning/working at the training site.  
2. Demonstrate or describe the following career management strategies and skills: 

a. Describe the skills, interests, and values related to an occupation

b. Conduct and report market research for a specific occupation or industry

c. Create and adapt a personal resume

d. Create and adapt a cover letter 

e. Locate and sort suitable employers and openings

f. Demonstrate effective interviewing techniques   

g. Explain or demonstrate employer expectations for work place behaviors 

h. Describe techniques and skill sets that advance careers

Length of Course:
30-432 lab/field hours, which depends on the content of the training plan. 



Each college credit equals completion of one student outcome (see 



“measurable indicators” on the training plan) and completion of 30 clock hours 



learning/working at the training site.  
Grading Method:
Letter grade (A-F) or Pass/No Pass  

Grading Criteria:

The grade is based on the demonstration of occupation specific skills 






(75%) as described in the training plan and the demonstration of career 






management skills (25%).   The assessment is conducted by the 






internship supervisor, the student, and the instructor. 
Prerequisite:

Instructor consent 

Required Text:
None

MAJOR TOPIC OUTLINE

Training and Evaluation Plans 

Research required skills to perform a targeted occupation 

Assess current skills related to the targeted occupation

Write learning objectives and the associated measurable indicators related to the student's skills gap 

Complete the plan as described

Career Management Skills 

Obtain Employment: Basic job search strategies



Create and adapt a personal resume


Create and adapt a cover letter 




Locate and sort suitable employers and openings




Demonstrate effective interviewing techniques   

Sustain Employment: Basic work place behaviors  



Explain or demonstrate employer expectations for work place behaviors 



Explain or demonstrate employer expectations for basic skills 
Advance Employment:  Basic strategies to manage knowledge, opportunity, and compensation 



Describe techniques and skill sets that advance careers

Library Use:  Clackamas Community College library holdings support the topics as listed.  Library website http://library.clackamas.edu 
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