Internship Tasks and Expectations

You may consider providing this template to the host organisation to complete and return to you. Or use this
yourself to outline, clarify and measure what will be expected of you during the internship.

INTERNSHIP POSITION DESCRIPTION AND TASK EXPECTATIONS

HOST NAME:
LOCATION: City -
Country —
CONTACT DETAILS: A-
T-
E-
W -
POSITION TITLE:
SUPERVISOR: N-
E-
T-
DURATION:
START DATE:
END DATE:

GENERAL DETAILS

1 HOST ORGANISATION OVERVIEW

Provide a short paragraph that gives an overview of the host organisation, such as purpose and
main activities...

2 INTERNSHIP OVERVIEW

Provide a short paragraph that overviews the expectation/mission of the internship...

3 INTERNSHIP OBJECTIVES

Outline and list the objectives expected for the duration of the internship...
¢ A Few dot points outlining the objectives

4 DUTIES AND RESPONSIBILITIES OF THE INTERN
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Internship Tasks and Expectations Name:

List clear and concise details of the duties and responsibilities expected of the intern for the
duration of the placement...

5 SELECTION CRITERIA
Qualifications, Essential Skills & Experience
Include any necessary skills and experience required by the intern to successfully complete
internship...
[ ]
Desirable Skills & Experience

Include any desirable skills and experience required by the intern to successfully complete
internship.

6 OPERATIONAL INFORMATION

Manager/Supervisor:

Staff Supervision:

Hours & Days of Employment:

Include information such as start and finish times, breaks and their duration, e.g. Monday to
Friday, 9 am to 5 pm with an hour break for lunch. The expectation is that the intern will work
a maximum of 40 hours per week. The total hours should be 80-100 hours in 8-12 weeks.

Other Conditions

List requirements/resources available to intern (computer, phone, email etc).

Language Skills and Level Required

Include any language skills required.

Language Support

Include any language support provided.

7 LIVING AS AN INTERN

Include helpful and relevant details for intern, such as location of office and local infrastructure
(bus, train, shops, etc). Country information more broadly may also be helpful.
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Internship Tasks and Expectations

8 ALLOWANCES & SUPPORT

List here any information outlining provision of support to intern.

Living Allowance

Accommodation Allowance

Housing Assistance/Provision

Flight Organisation/Reimbursement

Other Allowances & Support

Include additional support such as:

Pre-departure Briefing

In-country orientation on arrival

Pre-departure vaccination expenses

Visa expenses

Pastoral care, assignment monitoring and security guidance
Return airfare to country of assignment

Psychological and medical advice and support services
Re-entry support services

Name:
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