
University of Guelph | Co-operative Education & Career Services Page 1 of 4 
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Work Term: Two 
Report Name: Slideshow & Presentation 
Updated: May 18th, 2016 
 

Work Term Report Topic 
 
During your second work term you will produce a slide show presentation designed to 
demonstrate a professional view of your work term experience which will be shared with your 
fellow co-op students upon your return to campus in a joint presentation.  NOTE: THIS CAN 
ONLY BE DONE DURING A WINTER WORK TERM SINCE THE PRESENTATIONS ARE 
DONE IN MAY. IF YOUR SECOND WORK TERM IS NOT DURING THE WINTER, CONTACT 
YOUR CO-OP FACULTY ADVISOR TO DISCUSS AN ALTERNATIVE WORK TERM REPORT. 
 
Guidelines for the presentation are noted below. The presentation will be given during an 
evening event to which your fellow Co-op students, Faculty, Co-op Coordinator, and Faculty 
Advisor will be invited. This event will be scheduled to coincide with the beginning of your first 
academic semester following your co-op work term. It will also be an opportunity for you to 
network with your fellow co-op students and to gather ideas about options for future work terms. 
 
The time and location of the presentation will be provided no later than the first day of the 
semester you return to campus – please note that your attendance and participation in the 
presentations is mandatory.  You must submit your presentation by the 5th class day of the 
semester following your work term via upload to the Accounting Co-op Courselink site – refer to 
the “Presentation File & Employer Comments Form Submission” section below for more 
information. 

 
Format of the Work Term Presentation 
 
The following is a guideline for the various components of the presentation; it is not necessary 
to answer every question in each section or to include all sections. There may be other relevant 
things to add based on your specific work term experience. 
 

1. Executive Summary – Briefly summarize the content of your presentation for your 
reader. Where did you work? Highlight your responsibilities. What did you learn? Keep it 
short and to the point. 

2. Your Employer – Briefly describe the organization for which you worked. Include 
interesting facts about your employer (people, location of job and where else they 
operate, sector of the accounting industry, etc.). 

3. Your position – Give an overview of your job or project. Highlight the most interesting or 
unique aspects of your job. What skills did you need for the job? Did you learn them in 
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class or on the job? How did your coursework help prepare you for the job? What new 
skills did you learn?  If you worked on a project, you may wish to briefly explain that 
project. What was its purpose, how was it designed, and what was your role in it? If you 
worked in a line role, you may wish to focus on one or discuss more than one of your 
responsibilities in less detail. If appropriate (and your employer permits it), you may wish 
to include photos. 

4. Your Learning Objectives – What were your learning objectives for this work term? Did 
you achieve them? What skills did you want to acquire? What technologies (if any) did 
you want to work with and why? Did the Co-op experience enhance your academic 
experience? Consider the courses you have taken and are scheduled to take, including 
those beyond your specialization in accounting. 

5. Reflections – What are you taking away from this experience? You might want to touch 
upon skills developed, knowledge gained, decisions made regarding future academic 
plans (courses, graduate work), and/or career plans. What did you learn about the work 
environment you will look for in your first permanent job? Will you approach your future 
academic and work term experiences in a different way based on your experiences this 
work term? 

6. Advice for Other Co-op Students – Please remember that every work term is a 
learning experience. Why would you recommend your work term experience to other Co-
op students (or not recommend it)? 

7. Acknowledgements – Professionalism dictates that you thank the people who helped 
you during your work term and/or in the making of this work term presentation. This can 
be done orally if you do not have room on your slides. 

8. Co-op Work Term Report Employer Comments form – It is important that your 
employer review your work term report prior to submission to your Co-op Faculty Advisor 
on-campus. The Co-op Work Term Report Employer Comments Form invites employer 
feedback, and requires your employer’s signature. Comments from your employer are 
useful for revising your report before submission. Additionally, your employer will be able 
to ensure that confidential information is not leaving the organization. The form is 
available on the CECS website https://www.recruitguelph.ca/cecs/ (Click on Co-op 
Students in the top red banner, then click Co-op Forms left hand menu, then click Co-
op Work Term Forms in the middle of the page.)  You must provide the signed, 
completed form to your faculty advisor, when displaying your presentation. 

 

Presentation File Specifications 

 You must use PowerPoint (DO NOT USE PREZI OR ANY OTHER PRESENTATION 
SOFTWARE) 

 Maximum 7 minutes to present 

 

Presentation File & Employer Comments Form Submission 

The presentation file and accompanying Work Term Report Employer Comments Forms are 
due 5 class days following the work term.  It is strongly recommended that you start the report 
early and complete it prior to the end of the 4-month work term.  The presentation and Employer 
Comments Form must be submitted to your Faculty Advisor via upload to the Accounting Co-op 
Courselink Dropbox.  A few guidelines on the submission process: 

https://www.recruitguelph.ca/cecs/sites/recruitguelph.ca.cecs/files/Co-op_Work_Term_Report_Employer_Comments-Fillable_Form.pdf
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 You must use the Use the standardized naming convention: [First Name] [Last Name] 
[student number] [semester] [Work Term Report or Employer Comments Form] 

o Examples below: 
 Tyler Clark 0000000 Summer2016 Work Term Report 
 Tyler Clark 0000000 Summer2016 Employer Comments Form 

 Your Employer Comments form must be signed by your supervisor.  You must scan and 
upload the signed copy to Dropbox 

 
 

What Makes A Good Presentation? 
 

 Do not look at the slides or the computer while you are presenting – look at the audience 

 Limit the number of words on each slide – they should be a guide, not cover everything 
you are going to say 

 A graphic is worth a thousand words.  Figures can be added to the PowerPoint by 
inserting gifs, jpegs, screen captures, etc.  Be creative.  Figures make presentations 
interesting to look at, so do not be afraid to use them (although do not overdo this 
either).  Remember to label them.  If you use images you did not create yourself, you 
must properly reference the source. 

 Do not use more than three font types.  A nice, large font that is easy to read is 
advisable (e.g. Calibri, Arial, Cambria, Verdana).  Use italics and bold to emphasize 
important points, but do not over use them. 

 Heading which follow the sections laid out in the Format of the Work Term Presentation 
are encouraged. 

 Don’t make the background too busy; this distracts from your presentation. 

 
 

Other Tips and Frequently Asked Questions 
 

• BRING TO THE EVENT: Arrive ready to present your slides (they will be preloaded on 
your Co-op Coordinator’s laptop, but you must bring your presentation on a USB 
key/thumb drive as a back-up) 

• WEAR TO THE EVENT: Given that this is a presentation event, business casual attire is 
expected. 

• ARRIVAL AT THE EVENT: Be sure to arrive at least 10 minutes in advance of the start 
of the event to ensure that you are ready to present promptly when your turn is 
announced and that you do not interrupt anyone else’s presentation. 

• Any email correspondence to the Co-op Faculty Advisor should include the word Co-op 
in the subject line. This will help your Advisor to identify your email more quickly and 
respond to you more efficiently.  If you have not heard back within three days, please 
resend your email. 

• If you need to speak directly with your Co-op Faculty Advisor, please indicate where she/he 
can reach you and when.  Please indicate the nature of your call in your message.  Email is 
the preferred mode of contact. 
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Academic Misconduct & Turnitin.com 

Academic Misconduct The University of Guelph is committed to upholding the highest standards 
of academic integrity and it is the responsibility of all members of the University community, 
faculty, staff, and students to be aware of what constitutes academic misconduct and to do as 
much as possible to prevent academic offences from occurring. University of Guelph students 
have the responsibility of abiding by the University's policy on academic misconduct regardless 
of their location of study; faculty, staff and students have the responsibility of supporting an 
environment that discourages misconduct. Students need to remain aware that instructors have 
access to and the right to use electronic and other means of detection. Please note: Whether or 
not a student intended to commit academic misconduct is not relevant for a finding of guilt. 
Hurried or careless submission of assignments does not excuse students from responsibility for 
verifying the academic integrity of their work before submitting it. Students who are in any doubt 
as to whether an action on their part could be construed as an academic offence should consult 
with a faculty member or faculty advisor. 

The Academic Misconduct Policy is detailed in the Undergraduate Calendar: 
https://www.uoguelph.ca/registrar/calendars/undergraduate/2015-2016/ 

Course instructors are allowed to use software to help in detecting plagiarism or unauthorized 
copying of student assignments. Plagiarism is one of the most common types of academic 
misconduct on our campus. Plagiarism involves students using the work, ideas and/or the exact 
wording of other people or sources without giving proper credit to others for the work, ideas 
and/or words in their papers. Students can unintentionally commit misconduct because they do 
not know how to reference outside sources properly or because they don't check their work 
carefully enough before handing it in.  

In regards to your work term report, the Faculty Advisor will be using Turnitin.com to detect 
possible plagiarism, unauthorized collaboration or copying as part of the ongoing efforts to 
prevent plagiarism in the College of Business & Economics.  

A major benefit of using Turnitin is that students will be able to educate and empower 
themselves in preventing misconduct. In this course, you may screen your own 
assignments through Turnitin as many times as you wish before the due date. You will 
be able to see and print reports that show you exactly where you have properly and 
improperly referenced the outside sources and materials in your assignment. 

 

https://www.uoguelph.ca/registrar/calendars/undergraduate/2015-2016/

