LAGUARDIA COMMUNITY COLLEGE

Employer Evaluation of Intern

Student Name:                   



                                                                              

Date:
                                                                          

Internship Organization:
                                                                                    Cycle: FORMDROPDOWN 
 

Internship Job Title:     
Internship Manager:     
Major:  Business Administration/Business Management 

Directions 
As educators, we are interested in learning about the learning and growth that has occurred during the student’s internship in your organization.

For each item we would like you to assign two ratings.  First, think back and provide your best assessment of the student’s skill level at the beginning of the internship (Internship Start) in column one.  Then, in the second column rate the student’s performance level at the end of the internship (Internship End). Click in the appropriate box to assign each rating.

If an item is not applicable to your organization, mark that item “NA.”  We know it is difficult to assess and remember the all these behaviors at the beginning of the internship but it would be helpful if you could make your best estimate.

You will find a complete list of LaGuardia’s five broad internship-learning objectives for business administration and business management students at the end of this evaluation form. After you complete the evaluation, save it before you return it by e-mail or fax (718) 482-5947. Thank you.
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Communications & Human Relations                                                             Internship   Internship

                                                                                                                                                                       Start            End                 

1. Can communicate effectively in one-on-one interactions. . . . . . …………….   FORMDROPDOWN 
        FORMDROPDOWN 

2.
Can communicate effectively in group and team interactions ………………..  FORMDROPDOWN 
         FORMDROPDOWN 
 

3.
Shares information with supervisor and asks questions to clarify 

     job assignments…... ………………………………………………………………   FORMDROPDOWN 
       FORMDROPDOWN 

4.
Communicates effectively and professionally on the telephone………………  FORMDROPDOWN 
       FORMDROPDOWN 

5.
Communicates effectively and professionally using e-mail and other


 forms of written communication…………………………….. …………………    FORMDROPDOWN 
       FORMDROPDOWN 

6.






Establishes solid working relationships with supervisors, co-worker , 

    
customers and clients……………………………………………………………..   FORMDROPDOWN 
       FORMDROPDOWN 
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Workplace Expectations                                                                                                               Internship    Internship 


                                                                                                                                                                      Start 









          End     
7.   Produces high-quality work …………………………………………………….     FORMDROPDOWN 
       FORMDROPDOWN 

8.   Organizes work and prioritizes tasks. …………………… ……………………    FORMDROPDOWN 
       FORMDROPDOWN 

9.
Completes assignments accurately……………………………………….……     FORMDROPDOWN 
       FORMDROPDOWN 

10. 
Manages time well and meets deadlines …………………….......................     FORMDROPDOWN 
       FORMDROPDOWN 

11. Takes initiative and asks for work………………………………………………..  FORMDROPDOWN 
       FORMDROPDOWN 

12.  Is punctual and attends as scheduled………………………………………….   FORMDROPDOWN 
       FORMDROPDOWN 

13.  Dresses appropriately in business attire and understands business 

       etiquette………….……………………………………………………………….    FORMDROPDOWN 
       FORMDROPDOWN 

Information Technology  







































































                                                       

                                                                                                                           Internship Internship 






























































































                                                                                                                                                                Start 








        End     

14.
Word Processing skills (e.g., Word) …………………………………………….   FORMDROPDOWN 
       FORMDROPDOWN 

15.
Spreadsheet software skills (e.g., Excel, QuickBooks) ……………………….   FORMDROPDOWN 
       FORMDROPDOWN 

16. Other software skills (e.g., presentation, database, proprietary) ……………   FORMDROPDOWN 
       FORMDROPDOWN 
   

17.  Internet research skills …………………………………………………………… FORMDROPDOWN 
       FORMDROPDOWN 

Business Knowledge
 






















































































                                                                      Internship   Internship 














                                                                                                                                                                                        Start            End            

18.
Knowledge of the purposes and practices of the internship 

       department (e.g., human resources, finance, legal, marketing)…………….    FORMDROPDOWN 
      FORMDROPDOWN 
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Business Knowledge
 












(continued)                                                                  Internship   Internship 














                                                                                                                                                                              Start            End            

19. 
Knowledge of the internship company and industry (e.g., its product(s) 



and/or services, customers) . ………………………………………………….   FORMDROPDOWN 
       FORMDROPDOWN 

20.
 Makes decisions and solves problems in ways that show an

       understanding of contemporary business practices…………………………    FORMDROPDOWN 
       FORMDROPDOWN 

21.
Uses appropriate business vocabulary and terms……………………………   FORMDROPDOWN 
       FORMDROPDOWN 
 
22.
 Is familiar with how technology (e.g., computer, spreadsheets, PDAs) is 

        used to store information, communicate, and track goals…………………     FORMDROPDOWN 
       FORMDROPDOWN 
 
23.  Displays ethical behavior by treating others, including customers and

      co-workers, with respect, honesty, and fairness…………………………. ….    FORMDROPDOWN 
       FORMDROPDOWN 
  
24. Demonstrates the ability to work with co-workers and customers 

       from diverse cultural backgrounds. ……………………………………………    FORMDROPDOWN 
       FORMDROPDOWN 
 
Career Development 
and Lifelong Learning                                                     Internship Internship 


















 









                                                                                                                                                                                    Start          End 
25.
Seems motivated to advance his or her career    

……………………………     FORMDROPDOWN 
      FORMDROPDOWN 
  
26.Demonstrates self-confidence in interactions with others and in 


completing work tasks…………………………………………………………..      FORMDROPDOWN 
      FORMDROPDOWN 
 
27. Expects to succeed in a business career……………………………………..








  
 FORMDROPDOWN 
      FORMDROPDOWN 

28. Seeks out coaching to develop his or her career skills and knowledge ……    FORMDROPDOWN 
      FORMDROPDOWN 
 
29. Networks with others to increase knowledge of and access to 

























career  opportunities ……………………………………………………………..       FORMDROPDOWN 
      FORMDROPDOWN 
                   













































                                                                                  





  

30. Demonstrates an interest in learning new skills and trying new tasks  …..       FORMDROPDOWN 
      FORMDROPDOWN 
 
31.
 Learns new assignments quickly …………………………………………….       FORMDROPDOWN 
      FORMDROPDOWN 

32.
 Asks for feedback ………………………………………………………………      FORMDROPDOWN 
       FORMDROPDOWN 
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Career Development 
and Lifelong Learning     (continued)          


                 Internship   Internship 














                                                                                                                                             Start            End                                   
33.
 Accepts feedback and learns from experience ………………………………    FORMDROPDOWN 
       FORMDROPDOWN 
 
________________________________________________________________________

Recommendations made to Intern.  General Comments are extremely valuable for our students.

     
Has this evaluation been shared with the intern?    FORMDROPDOWN 

We encourage you to share this evaluation with your intern.  
Employer Signature                                                           Date      
Internship Learning Objectives 

1.   Communication and Human Relations 

Communicate effectively in order to establish and maintain solid working relationships with others (e.g., supervisors, peers, customer, and clients).

2.
Workplace Expectations

Demonstrate the ability to meet professional performance expectations and act in an 

     ethical manner. 

3.  Information Technology

     Select and apply the tools of technology as they relate to personal and business 

    
decision making. 

4.   Business Knowledge                                                                                                                  Expand knowledge of the business world and to apply concepts learned in the classroom to understand and function effectively in the workplace.

5.   Career Development and Lifelong Learning:

 
Develop an awareness of career options. Become aware of the value of lifelong learning and       

      use appropriate resources to strengthen existing skills, develop new skills and enhance 

      career growth.

                                                

                                                FOR COLLEGE USE ONLY

Comments: 

Recommendation Grade Based on Employers’ Observation: 

Internship  Manager                                               Cycle: 

© LaGuardia Community College, Cooperative Education Department

PAGE  
1

