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Internship Handbook | School of Business Administration
I. Purpose

Students in the AUS School of Business Administration are required to complete
Business Internship (BUS 397) or Business Practicum (BUS 497) to fulfill their
graduation requirements; depending on your catalog (check your catalog for
clarity). Participation in an internship allows students to combine an on-the-job
career learning experience with related academic course work to enhance their
overall educational experience.

Internships can offer students opportunities to:
* acquire work experience which can be used in pursuit of a career
* put academic learning into practice and enhance professional skills
* match career/employment choices with personal skills and competencies

* understand business processes and see how specific projects relate to
larger business goals

BUS 397 internships must involve a minimum of six weeks of consecutive full-time
work (eight-hour working day)—a total of 240 hours, at the placement company.
However,

BUS 497 is a special, 3-credit, 3-month internship. Students need to complete a
minimum of 480 hours across 12 weeks. As a 3-credit course, registering for
BUS 497 means students must pay for the course as any other regular 3-credit
course (check with Student Accounts for details). Assigned coursework and
assignments for BUS 497 can be found in the course syllabus, which can be
provided upon request.

II. Eligibility

Students must complete at least 75 earned credit hours (excluding Bridge
Program and 00X course credits) with a minimum GPA of 2.0, to be eligible for
BUS 397 or BUS 497.
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General Internship Guidelines

Internships may be completed in any of the academic semesters, including
Summer. To be eligible for the internship, the student has to:

o attend at least one of the Internship Seminars offered during spring
and fall semesters

o register at the SBA Internship Portal www.aus.edu/sba/careercoach by
sending an email to sbacareercoach@aus.edu

Summer internships CANNOT be taken in conjunction with other courses.
During Fall and Spring semesters, BUS 397 can be taken with no more than
2 courses. BUS 497 can be taken with no more than 1 course.

Internship work ABSENCES have to be supported by valid medical reasons.
The student is required to notify his/her internship supervisor prior to being
absent. When the student resumes his/her work, a medical record has to be
presented to the employer verifying the reasons for being away from work.
A copy has to be also uploaded into the SBA Career Coach along with the
post-internship documents. All ABSENCES have to be compensated by
extending the internship duration.

Working from home IS NOT acceptable.

Students MAY NOT work directly in their family business, or for a parent or
a relative.

Students MAY NOT be supervised by a former AUS graduate who has less
than five years of full-time working experience.

Students MUST apply for internships prior to commencing the internship
experience.

During Ramadan, the student IS NOT allowed to work for more than six
hours a day.’

Students MUST get approval for internships from the Internship Manager
prior to commencing the internship experience. Internships completed
without the Internship Manager’s approval WILL NOT be considered valid.

The placement CANNOT be changed after the Internship Agreement has
been signed by the student and employer and has been uploaded into the
SBA Career Coach.

! UAE Ministry Requirement
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IV. Prior to Internship

1.

2.

The Internship Office will register you for the Internship Seminar.

Attend the Internship Seminar. The dates of the seminar will be emailed
to eligible students and will be posted on the SBA Career Coach social
media accounts. The Registration Deadline will be communicated during
the Internship Seminar.

. Find a company where the internship will be served. The student can apply

for internship positions listed on the SBA Career Coach and our various
social media accounts. Students can also search for internship positions on
their own, by approaching the HR department of organizations of their
choice or through LinkedIn and other job search sites. The company choice
has to be approved by the SBA Internship Manager. Submit a resume and
cover letter to the selected company when applying. (A sample of a cover
letter can be found in Appendix 7).

After you are approved to work at the company as an intern, check with the
Internship Office to make sure your company and supervisor are registered
on the SBA Career Coach Portal. If they are not, send an email to
sbacareercoach@aus.edu with the company name, your supervisor’'s name
and email address.

Complete and upload the Internship Agreement (Appendix 3) before the
Registration Deadline and the internship’s starting date. It should be
printed on the company’s letterhead, stamped and signed by the
supervisor. This document outlines internship dates, key objectives and
tasks of the internship. It is also referred to as the “learning contract”
between the intern and the company and outlines what the student should
do or learn from the internship. A scanned copy should be uploaded on the
SBA Career Coach (Appendix 4). You can replace the Internship Agreement
with a contract, if your company provides you with one and includes all the
above-mentioned information.

Fill in the Placement section of the SBA Career Coach portal (Appendix 2)
before the Registration Deadline.
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V. During Internship
Work Conduct

During internship, to establish a positive image, gain respect and praise of the
supervisor and work colleagues, students are advised to:

e dress appropriately in line with the company’s dress code (Sharjah Decency
Code)

* project professional attitude toward work colleagues
* demonstrate initiative, enthusiasm and creativity

* cooperate with their supervisor and work colleagues
* adhere to high ethical standards

* always be on time for their duties

* maintain confidentiality regarding the company’s clients, operations and
employees

* communicate to internship supervisor any problems encountered during the
internship

Internship Requirements

Throughout the duration of your BUS 397 or BUS 497 internship you are required
to maintain a weekly journal. This should be an entry of tasks, observations,
challenges and experiences for each week. Each entry should be between 100-200
words.

The objective of the journal is to ensure that you are thinking about what you are
doing, examining what you learn, and considering how the internship relates to
your classes and personal career goals.

It is recommended that you take a few minutes at the end of each week to reflect
on your challenges and achievements. The weekly journal is intended to provide
the course instructor with a good understanding of what the routine was like
during the internship, and your reactions. (Appendix 5.)

For BUS 497, the below assignments will be submitted during your internship:
1. Setting Internship Goals - Expected Completion: Week 2
2. Reading-based Reflective Essay - Expected completion: Week 6
3. Midterm Self-Assessment of Goals - Expected completion: Week 10
4. Reading-based Reflective Essay - Expected completion: Week 13

More details for BUS 497 assignments will be provided on iLearn after registration.

American University of Sharjah | 4



Internship Handbook | School of Business Administration

VI. After Internship

BUS 397 Post-internship Documents to be submitted by Students

It is the students’ responsibility to complete and upload the following documents
to the SBA Career Coach at the end of their internships:

1.

Student Evaluation (Appendix 6): should be completed on the SBA
Career Coach.

Weekly Journal (Appendix 5): should be uploaded onto the SBA Career
Coach. Each entry should be between 100-200 words. An entry should be
provided for each week of the internship period. The entries should include
tasks, observations, challenges and experiences for each week and, most
importantly, learning outcomes from the week’s experience.

Internship Report: students’ reflection on their experiences. The
Internship Report has to be uploaded onto the SBA Career Coach. The
report has to be at least four pages, double-spaced, font Size 12. The
report has to follow the following outline, providing as much detail as
possible and including specific examples:

a. Introduction: state where and when internship was performed with a
brief description of the company and its strategy.

b. Work Performed: include a summary of activities and tasks, initial
job responsibilities, changes in job scope over the internship.

c. Internship Goals: state the goals of your internship and which ones
were achieved.

d. Educational Value: describe what was learned about chosen career
field and the business environment through the work performed.

e. Relationship to Academic Experience: describe any connections that
were found between the works performed as an intern and one’s
classroom experiences prior to and during the internship. Students
have to be very specific.

f. Professional development: highlight challenges and achievements.

g. Conclusion: state what was learned from the internship, its value
and any impact on future career choice.

4. Supervisor Evaluation: Students must ensure that the Supervisor

Evaluation is completed on SBA Career Coach by the supervisor.
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BUS 497 Post-internship Documents to be submitted by Students

It is the students’ responsibility to complete and upload the following documents
to the SBA Career Coach at the end of their internships:

1. Student Evaluation (Appendix 6): should be completed on the SBA
Career Coach.

2. Weekly Journal (Appendix 5): should be uploaded onto the SBA Career
Coach. Each entry should be between 100-200 words. An entry should be
provided for each week of the practicum period. The entries should include
tasks, observations, challenges and experiences for each week and, most
importantly, learning outcomes from the week’s experience.

3. Practicum Report: students’ reflection on their experiences. The
Practicum Report has to be uploaded onto the SBA Career Coach. The
report has to be 15-20 pages, double-spaced, font Size 12. The report has
to follow the following outline, providing as much detail as possible and
including specific examples:

a. Practicum Overview
i. Organization Profile
ii. Co-op Role Details
b. Practicum Outcomes and Implications
i. Goals and expectations and their delivery

ii. AUS and its Place Relative to the Co-op (what did you use from
the classroom, and what was missing)

iii. Differences between Theory and Practice

iv. New Skills Gained from the Co-op

v. Challenges during Your Co-op

vi. How You Developed and How You Benefited for this Experience
c. References and Appendices

4. Supervisor Evaluation: Students must ensure that the Supervisor
Evaluation is completed on SBA Career Coach by the supervisor.

5. Assignments to be submitted on iLearn: Students are expected to
submit 4 assignments at different intervals during their practicum. Details
of the assignments can be found on iLearn and the syllabus.

The required documents are explained in further detail in the syllabus
and on iLearn. Check with your course instructor for a copy of the syllabus.
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Deadline for Submission

All the above documents must be submitted within one week after the last day of
the internship. You will be informed by email of the exact deadline.

Professional Courtesy

As students complete their internship, they are advised to send a Letter of
Appreciation to their supervisor and the host company’s HR department
(Appendix 8). A copy of this letter can be uploaded onto the SBA Career Coach.

VII. Performance Evaluation

A student will pass their internship if their performance as an intern is found to be
satisfactory upon the Internship Manager’s review of the below documents:

* Employer Evaluation
e Internship Report

e  Weekly Journal

* Student Evaluation

e BUS 497 assignments

A student will fail their internship if their performance is deemed unsatisfactory for
any of the below reasons:

* Failure to comply with the internship guidelines (section 3 above)
* Failure to submit post-internship documents by the deadline
* A dissatisfactory Employer Evaluation report

A student who fails the internship will have to repeat his/her internship at a
different organization. In the event a fail grade is assigned based on the Employer
Evaluation report, the student has the right to see the report and contest it.
However, all communication has to happen through the Internship Manager. The
students are prohibited from contacting the employer.

American University of Sharjah | 7



Internship Handbook | School of Business Administration

Appendix 1: Registering on SBA Career Coach

1. You should have received a welcome email to brief you on the internship
system. Click on the link mentioned there to reset your password.

2. Reset your password.

3. Click on My Profile.
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4. Fill in your profile information.

5. Click on CV Builder.
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6. Click on Add New.

7. Fill in your CV information.

8. Download the CV that is created and upload it back to My Documents.

9. Click on Internship Positions.
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10.Search and apply for internships.
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Appendix 2: Placement

1. Click on My Profile.

2. Click on Employment.

3. Click on Add New.
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4. Fill in your internship employment details.
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Appendix 3: Internship Agreement

Please print the following on your company letterhead, sign and give it to the
student for submission.

Date:
American University of Sharjah
School of Business Administration
Internship Agreement

(Name of Company) has agreed to provide an internship for (Name of Student,
Student ID Number) for a period of (number of working hours), beginning on
(start date of internship) until (end date of internship).

The objective of the internship is to supplement the intern’s general theoretical
knowledge that has been gained through academic course work with a practical
work experience. The internship objective will be achieved by the intern’s
performing the following duties. (Please list 4 or 5 key activities in which you will
involve the intern.)

1.
2.
3.
4,
5.
(Attach additional sheets of paper for more duties, if necessary.)

Upon completion of the internship the student will submit a paper to the university
summarizing his or her duties during the internship and how the knowledge they
gained can be applied to their future career.

Print Internship Supervisor’'s Name Supervisor’s Job Title
Print Internship Supervisor’s Email Supervisor’'s Phone Number
Supervisor’s Signature Student’s Signature
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Appendix 4: Uploading Documents to SBA Career Coach

1. Click on My Documents.

2. Click on Add New.

3. Choose the document you wish to upload. Choose the correct Document
Type.
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Appendix 5: Sample Journal Entry
Week 2: Sunday, August 10, 2014

This week, the project began to take off, but not immediately. Since it was the
closing of the month and most employees were busy, having little time to help
explain some issues to me, I faced frustration. The project I was working on was
given to me on a creativity basis, with no specific instructions. As I was still
relatively new to the company and being expected to understand files over 20 MB
on my own with no help proved a little challenging. I tried asking around for help,
however, it was a pretty busy week for the company.

I began comparing the NRR system report with the manuaily updated stock file.
The stock file basically had information relating to each market Unilever shipped
products to, such as:

1) How much stock on hand each market had

2) How much stock was available in the RCC (warehouses)

3) What the week cover for each market was presantly as opposed to how
much it should be

4) How much needs to be shipped out for the week

5) Truck load builder

All this information is updated DAILY, every morning, by a Customer Service
Officer. Obviously, this proves very tedious, which is why they are hoping the APO
system will begin to work to heip eliminate these tasks.

I have never been more thankful to Mr. Alaa Hamade for his BIS 101 class. The
challenging part is to identify any discrepancies between the manual file would
suggest and the system would suggest, and understand where the discrepancies
are coming from. It was like a riddle that needed fixing. I cannot say it was not
challenging but I definitely enjoyed it. It is, however, a little time and energy
consuming. As a result, I discussed with my manager perhaps a new method of
carrying out the same exercise but in a different approach. We will begin during
next week. Hopefully results will begin to flood in.

Learning Outcome: Working without organization is almost like working in
chaos. I have learned to organize my tasks in order to reach the final result. I also
learned many new ways, using Excel, to make raw report data molded into more
desirable information. Time management and organization are key. You do not
always have the luxury of time, and hence fast decision making is needed.
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Appendix 6: Student Evaluation

1. Click on Employment.

2. Click on Edit Evaluation.
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3. Fill in the evaluation form.
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Appendix 7: Sample Cover Letter

Mr. Ali Mohamed
Executive Director
Gulf Gonkulator, LLC
King Faisal Street
Sharjah, UAE

September 5, 2015

Dear Mr. Mohamed,

Would your organization please consider allowing me tc perform my six-week
(240 hour) internship there this coming term? The internship is a requirement for
my major within the School of Business Administration at American University of
Sharjah, and I have attached a description of what is expected of me and also
what is expected of a potential empioyer.

My C.V. is attached, and I can provide ietters of reference from my professors
should you wish further background on my abilities and qualifications.

Thank you for your consideration; I-.can be reached via email at
g00066666@aus.edu.

Sincerely,

Sahar Smith

School of Business Administration
American University of Sharjah
PO Box 26666

Sharjah, UAE
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Appendix 8: Letter of Appreciation

Mr. Ali Mohamed
Executive Director
Gulf Gonkulator, LLC
King Faisal Street
Sharjah, UAE

September 5, 2015

Dear Mr. Mohamed,

I would like to thank you for taking me as an intern in your company for six
weeks. I learned a great deal from working with the highly professional and
supportive employees of your company. It really helped me to put some of my
academic work into practice.

I sincerely hope that I contributed to your organization during the time I was
there.

Sincerely,

Sahar Smith

School of Business Administration
American University of Sharjah
PO Box 26666

Sharjah, UAE
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