LAGUARDIA COMMUNITY COLLEGE

ACCOUNTING INTERN EVALUATION  

Student Name:                   



                                                                                       

Date:
                                                                          

Organization:
                                                                                                             


Cycle: FORMDROPDOWN 

Internship Title:     
Internship Manager:     
Major:  Accounting 

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)

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

We will also ask you to complete a brief survey to let us know more about your organization. 

You will find a complete list of LaGuardia’s five broad internship learning objectives for accounting  students at the end of this evaluation form. 
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Communication/Interaction                                                                       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.
Communicates effectively and professionally on the telephone………………  FORMDROPDOWN 
         FORMDROPDOWN 

4.
Communicates effectively and professionally using e-mail and other

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

5.
Establishes solid working relationships with supervisors and co-workers…...  FORMDROPDOWN 
         FORMDROPDOWN 

   
.  

6.  Demonstrates the ability to work with others from diverse cultural 

backgrounds. …………………………………………………………………………… FORMDROPDOWN 
         FORMDROPDOWN 

	SCALE >
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 FORMDROPDOWN 

Workplace Expectations/ Project Management  

                                                                                                                                Internship    Internship                                                                                                                                                                                  

                                                                                                                                                                      Start 









          End     
7. Shares information with supervisor and asks questions to clarify 

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

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

9.
 Knows when to follow directions, question plans or seek help ……………        FORMDROPDOWN 
      FORMDROPDOWN 

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

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

12. Produces high-quality work …………………………………………………….      FORMDROPDOWN 
      FORMDROPDOWN 

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

14.  Displays ethical behavior by treating others, including customers and

      co-workers, with respect, honesty, and fairness…………………………. ….    FORMDROPDOWN 
       FORMDROPDOWN 

. 

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

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

.                                                                                                                                 
Information Technology  







































































                                                       

                                                                                                                            Internship Internship 






























































































                                                                                                                                                                Start 








        End     

16.
Word Processing skills (e.g., Word) …………………………………………….   FORMDROPDOWN 
          FORMDROPDOWN 

17.
Spreadsheet software skills (e.g., Excel, QuickBooks) ……………………….   FORMDROPDOWN 
          FORMDROPDOWN 

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

19.  Obtains and uses information from electronic sources,

       including specialized databases and the Internet (e.g., Google searches)….  FORMDROPDOWN 
        FORMDROPDOWN 

20.  Inputs data accurately and spots inconsistencies………………………..          FORMDROPDOWN 
        FORMDROPDOWN 

Accounting:  Functional Knowledge
                                                            Internship   Internship 














                                                                                                                                                                                        Start            End            

21. Knows appropriate accounting vocabulary and terms………………………      FORMDROPDOWN 
       FORMDROPDOWN 

22.  Demonstrates understanding of accounting principles and practices………   FORMDROPDOWN 
      FORMDROPDOWN 

23.  Maintains accurate accounting records and files………………………………  FORMDROPDOWN 
     FORMDROPDOWN 
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Accounting: Functional Knowledge
     (continued)                                                     
Internship   Internship 

                                                                                                                               


Start            End      

24. Uses spreadsheet and accounting software to create, maintain and/or 

 update accounting 

records  ……………………………………………………    FORMDROPDOWN 
           FORMDROPDOWN 

25.
Uses spreadsheet or accounting software to prepare reports, charts 

and/or graphs used in accounting reports and/or financial statements.……..  FORMDROPDOWN 
           FORMDROPDOWN 

26.  Shows a conceptual understanding of financial statements……………….    FORMDROPDOWN 
           FORMDROPDOWN 

27.  Able to complete various steps of the accounting cycle


 (e.g., accrual adjustments, trial balance, and financial statements, etc.)….  FORMDROPDOWN 
         FORMDROPDOWN 



29. Demonstrates an understanding of ethical practices as they pertain to 


accounting……………………………………………………………………….    FORMDROPDOWN 
         FORMDROPDOWN 

28.  Demonstrates an understanding of the accounting function within the 

internship company/industry………………………………………………….…  FORMDROPDOWN 
         FORMDROPDOWN 

Career Development/Lifelong Learning                                                             
                                                                                              
                                                                                                                           Internship Internship

















 









                                                                                                                                                                                    Start          End 
30.  Demonstrates self-confidence in interactions with others and in 


completing work tasks…………………………………………………………..      FORMDROPDOWN 
       FORMDROPDOWN 

31. Seeks out coaching to develop his or her career skills and knowledge ……   FORMDROPDOWN 
       FORMDROPDOWN 

32. Networks with others to increase knowledge of and access to 

























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

33. Demonstrates an interest in learning new skills and trying new tasks  …..     FORMDROPDOWN 
        FORMDROPDOWN 

34.  Learns new assignments quickly …………………………………………….    FORMDROPDOWN 
        FORMDROPDOWN 

35.
Asks for feedback ………………………………………………………………    FORMDROPDOWN 
        FORMDROPDOWN 

36.
Accepts feedback and learns from experience ………………………………  FORMDROPDOWN 
         FORMDROPDOWN 

Please complete a brief survey that tells us more about your setting.

Setting (check one)

For-profit/     FORMCHECKBOX 
              Not-for-Profit   FORMCHECKBOX 
              Government  FORMCHECKBOX 
          Small Business FORMCHECKBOX 

Corporate            

Functions (check all that apply to this internship student’s experience)

	Functions 
	Check
	Functions 
	Check

	Accounts Payable
	 FORMCHECKBOX 

	Cost  Accounting 
	 FORMCHECKBOX 


	Accounts Receivable
	 FORMCHECKBOX 

	Financial Analysis
	 FORMCHECKBOX 


	Audit/Quality Assurance
	 FORMCHECKBOX 

	Payroll/Petty Cash
	 FORMCHECKBOX 


	Bank Reconciliations 
	 FORMCHECKBOX 

	Tax
	 FORMCHECKBOX 


	Budget
	 FORMCHECKBOX 

	Other –please specify 
	 FORMCHECKBOX 



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

     
Has this evaluation been shared with the intern?   Yes    FORMCHECKBOX 
        No  FORMCHECKBOX 

We encourage you to share this evaluation with your intern.  
Employer Signature_     ______________________________  Date_     ____________

Internship Learning Objectives 

1.   Communication/Interaction
Communicate effectively as writers, listeners, and speakers in social and business settings. Demonstrate interpersonal, teamwork and leadership skills necessary to function in multicultural business settings.

2.
Workplace Expectations/Project Management 

Develop critical thinking, research, and project management skills. Understand the ethical implications of the                          profession. 

3.  Information Technology

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

4.   Accounting: Functional Knowledge                                                                                                                  Possess sufficient technical and professional knowledge to form the foundation for a successful career in accounting. Manage data from all of the functional areas of business needed to make wise financial decisions.  
5.   Career Development/ Lifelong Learning 

     
Develop career awareness and related skills to make viable career choices.                                              

__________________________________________________________________________________________

                                               FOR COLLEGE USE ONLY

Comments:

Recommendation Grade Based on Employers’ Observation: ________________

Internship  Manager________________________________Cycle:___________
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