
1

INTERNSHIP
TOOLKIT

Leadership Collier Foundation
2390 Tamiami Tr. N., Suite 210
Naples, FL, 34103

www.NaplesChamber.org/CollierLeads
239.262.6376

Your future is our business



2

THE IMPORTANCE OF INTERNSHIPS

HOW TO GET STARTED

HOW TO IDENTIFY YOUR NEEDS

HOW TO CREATE AN INTERNSHIP DESCRIPTION

HOW TO RECRUIT AN INTERN

HOW TO SELECT AN INTERN

HOW TO MAKE THE OFFER

PREPARING AND MANAGING YOUR INTERN

WHAT TO EXPECT

SAMPLE JOB DESCRIPTION

SAMPLE WEEKLY CHECK-IN REPORT

OTHER WORK-BASED LEARNING OPPORTUNITIES

FAQS

INTERNSHIP TIPS & POINTS OF CONTACT

3

5

7

8

9

10

11

12

13

14

16

17

18

19

TABLE OF 
CONTENTS



2 3



4

WHAT IS AN INTERNSHIP?

An internship is a form of experiential learning in a 
professional setting. Internships give students the 
opportunity to gain valuable applied experience and 
make connections with business professionals in the 
fields they are considering for a career.

Remember, while providing an internship does help 
students develop, the real benefit is to you. This is 
your chance to meet rising talent first and build a 
relationship. Benefits include:

WHY INTERNS?

Internships give employers the opportunity to create 
an ongoing pipeline of future talent. It allows your 
organization to become engaged with young talent 
and create a relationship with area schools. An intern 
can provide your business with fresh perspectives 
and increase productivity through short-term 
support. This gives your staff more flexibility to pursue 
creative and strategic projects and build leadership 
skills. Think of an internship as a part-time job with 
an end date.

AVERAGE INTERNSHIP TIME FRAME

An average internship is approximately 3-4 months. 
Based on your company’s needs, you can create a 
flexible schedule for you and the student. The duration 
of the internship can be short-term or long-term

PAID VS. UNPAID INTERNS

Paying interns: It is strongly encouraged for all 
employers to pay their interns at least the hourly 
minimum wage. Offering a paid internship exposes 
your business to a broader pool of candidates and 
gives you opportunity to set expectations and 
deadlines with the student. Over the past ten years, 
paying interns has evolved as a best practice for 
recruiting as well as an industry standard.  

SEMESTER DATE TO POST

Fall July

Winter November

Spring December

Summer January - May

THE IMPORTANCE OF INTERNSHIPS
The Leadership Collier Foundation™, a 501c3 affiliate of The Greater Naples Chamber of 
Commerce, recognizes the importance of growing our own talent so local businesses 
can reap the rewards of accessing a large and qualified talent pool. While work-based 
learning opportunities can help students experience careers, these experiences can help 
employers build a workforce pipeline and gain an edge in the competition for talent.  
Together, we can prepare tomorrow’s leaders, today.

• Opportunity to “test-
drive” talent

• Gain fresh perspectives

• Increase productivity

• Foster leadership skills

• Support student 
development

• Give back to the 
community
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HOW TO GET STARTED (Hint: It’s just like hiring anyone!)

1. WHAT ARE MY ORGANIZATION’S NEEDS?

3.  HOW DO WE RECRUIT AN INTERN?

2. HOW DO WE CREATE AN INTERNSHIP DESCRIPTION?

Our Director of Work-Based Learning can assist you through this process and help 
you identify where an intern can best be used.

Identify your needs and how an intern can help.

What does your organization hope to achieve by hiring an intern? 

Can a high school student do this work?

How many interns will you need? 

When will you need to hire an intern? 

Who will be supervising your intern? 

Where will your intern work in your office? 

Our Director of Work-Based Learning can assist with recruiting and posting your 
internship description to the appropriate portals.

Identify what schools you would like to recruit from.

Attend a school career fair. 

Post to additional websites such as Indeed.com, Monster.com, Linkedin.com .

Creating an effective, concise and detailed posting will allow you to recruit more 
interested and qualified applicants.

Explain your organization’s goals, mission, and values.

What will your intern’s responsibilities be?

What are the requirements?

Skills

Education Level

What can the student expect to learn from the internship?

How many hours would you like your intern to work?

What is the pay range? 

Where is the job location?

How should your intern apply? 
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4.  WHAT IS THE PROCESS FOR SELECTING AN INTERN?

5. HOW DO WE MAKE THE OFFER?

Again, it’s just like your normal hiring process. If you prefer, our Director of Work-
Based Learning can vet potential applicants resumes for you and can send you a 
list of the most qualified candidates.

Review resumes and cover letters.

Schedule a phone interview, if necessary.

Evaluate an intern through an in-person interview. For many students, this 
will be their first time participating in a professional interview. 

Consider their time availability and schedule

Once you have chosen the best candidate, extend your offer and include our Direc-
tor of Work-Based Learning in your communication of the offer.

An offer letter or email should include:

Internship title

Dates/duration of the internship

Specific pay and location

Deadline for acceptance

HOW TO GET STARTED
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To create a mutually benefi cial 
relationship for you and your 
intern, decide what your needs 
are to make this experience 
valuable for your organization. 
What are your goals for bringing 
on an intern? Do you need 
additional staff during season or 
to complete a special project?

Are there projects that continue to stay on the back burner? 

Are you a nonprofi t that doesn’t have the budget to pay for 
a full-time position but can provide a rewarding experience?

Does your organization have diffi culty fi nding qualifi ed employees?

Do you want to work with potential future full-time employees?

Do you want to develop leadership skills with your team members?

Does working for your organization require specifi c skills or 
certifi cations?

Do you need to purchase additional equipment or technology 
to add an intern in your offi ce? 

Are you a small company searching for additional help? 

What does your business hope to achieve from hiring an intern? 

1
HOW TO IDENTIFY 
YOUR NEEDS
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Developing a detailed internship description will attract 
the best possible candidates and avoid confusion. The 
description should summarize the organization, outline 
expected role responsibilities, and define candidate 
requirements. 

Internship description outline:

Overview of the company or organization

Benefits to the student (what they should expect to learn 
and how you will prepare them for success)

Responsibilities of the intern

Required skills

Dress code

Duration and hours expected

Pay range

How to apply

Internship description example is located on page 14

2
 
HOW TO CREATE
AN INTERNSHIP 
DESCRIPTION
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Our Director of Work-Based Learning can assist with 
posting your internship descriptions to the appropriate 
portals. With area colleges and universities, attending 
career fairs on their campuses are effi cient ways to meet 
potential candidates. Typically there is a fee associated 
to attend a career fair. To connect with high school 
students, you can also participate in work-based learning 
experiences in the classroom. Remember, this is your 
opportunity to build relationships that will lead to new 
talent connections.

Submit your job description to our Director of Work-Based Learning

Advertise your open position on job fair websites

Attend a local career fair

FGCU has free Recruiting Wednesdays

Reach out to local alumni groups

Develop a referral source with your employees

Volunteer at local high schools

Host work-site tours for students

Get involved with local organizations that work with students

Build a relationship with school advisors and educators

3
HOW TO RECRUIT 
AN INTERN
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Hiring an intern should be similar to hiring an employee. 
Remember that most students have no professional 
experience. It is vital to understand how to leverage skills 
learned through courses or extra-curricular activities. 
These skills can easily transfer to the internship position. 

When reviewing the student’s resume and during the interview consider:

Does the student have previous work experience?

Does the student have certifications or coursework relevant to the position?

Does the student have appropriate skills for the position? 

Is the student involved in extracurricular activities that display leadership? 

Is the student’s resume detail orientated with no spelling mistakes?

Sample Interview Questions

What skills do you want to learn? 

Why do you want to work here? 

What skills can you offer us?

Can you explain your previous work or volunteering experience? 

What do you know about our company?

What are your goals after graduation?

Why do you want to be in this industry? 

4
 
HOW TO SELECT 
AN INTERN
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Once you have chosen the best 
candidate, extend your offer 
and include our Director of 
Work-Based Learning in your 
communication.

An offer letter or email should include:

Internship title

Dates/duration of the internship

Specifi c pay and location

Deadline for acceptance

5
HOW TO MAKE 
THE OFFER
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PREPARE FOR YOUR INTERN

Prepare a new hire packet with procedures, expectations, staff contact list, etc.

Update all staff members of your new intern.

Organize your new intern’s area with proper equipment and supplies.

MANAGING YOUR INTERN

Provide a first day orientation – give the student a tour, introduce staff, provide 
some background on the organization, set goals, complete new hire paperwork 
and other housekeeping items.

Be inclusive – allow the student to sit in on informative meetings, calls and 
interviews.

Provide leadership and guidance – mentor your student to be the best future 
employee.

Check in – depending on your company’s structure, do weekly or bi-weekly 
check-ins with the student to gauge their takeaways and provide constructive 
feedback. See sample feedback form.

Provide opportunities to network – inviting the student to events will allow 
him or her to practice important networking skills and show your community 
partnership.

Feel free to take pictures (with your intern’s permission) throughout the 
experience and share with us!

PREPARING AND MANAGING YOUR INTERN
The goal of hiring an intern is to create a talent pipeline and train your future workforce. 

Set your intern up for success by properly preparing their workspace and gathering the 
appropriate resources. Manage and mentor your intern to bring out their potential. If 
there is a teachable moment, take the time to explain what they can do better next time. 

The way we recruit has changed. Your intern will have hands on experience with your 
company and can share their experience and recommend future candidates, helping 
you build your workforce pipeline.
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WHAT TO EXPECT WHEN HOSTING A STUDENT
As a manager or owner of a business, it takes a great deal of trust and guidance when considering 
a new hire. While it may seem challenging hiring young students, you will fi nd that the teach-
ability, enthusiasm, fresh ideas, and support far outweigh any challenges. Here are some helpful 
tips when managing this generation of workers:

RUN ON POSITIVE AFFIRMATION

Lead with positive intent when guiding and teaching. Smiles and 
compliments go a long way to help the student feel appreciated. 
Keep feedback constructive and frame it positively.

VARIOUS EXPOSURE TO EVERYDAY TASKS

You may fi nd students of this digital generation may not have basic workplace 
skills such as mailing letters, using copy machines, etc. Let the student know 
you are always happy to support teaching them some of these basic skills!

ATTIRE

Set clear dress expectations up front, but bear in mind you may have students 
from all socio-economic levels where their resources are limited.

TECH SAVVY

Having been inundated with technology from birth, many systems may be 
second nature to them or they pick up very quickly.

WARM AND SOCIAL

You will fi nd students appreciate inclusivity and peer-to-peer connections.

TRANSPORTATION

Not all students have easy access to transportations and their schedules may 
be indicative of that. 
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SAMPLE JOB DESCRIPTION

Job Title: Leadership Collier Foundation Intern (paid)

Company: The Greater Naples Chamber of Commerce

Reports to: Vice President, Leadership Collier Foundation 

About the Organization:

The Greater Naples Chamber of Commerce is a non-profit organization of more than 1,200 active 
members that works to strengthen the local economy and promote the business community. 
The Chamber accomplishes this through public policy, business advocacy, leadership programs, 
executive business forums and sessions, and enhanced member benefits and services. The 
Chamber is dedicated to ensuring that Collier County remains the best place in America to live, 
work, and visit. 

The mission of the Leadership Collier Foundation (LCF), a 501(c) 3 corporation, an affiliate of 
the Greater Naples Chamber of Commerce, is to build a broad-based network of community 
leaders who enhance their leadership abilities and skills through continuing education, shared 
perspectives and community involvement to enable them to work toward solutions in the public 
interest. The Foundation accomplishes this through the program it governs:

Leadership Collier™

Growing Associates in Naples™ (GAIN™)

Youth Leadership Collier™

Through the work of the LCF Alumni Association™, graduates continue to build alliances, foster 
goodwill and civic trusteeship that will strengthen Collier County through nonprofit organizations, 
local government boards and our schools while enhancing relations with influential community 
leaders.
 
Internship Objectives:

• Provide opportunities to the student(s) for application of classroom knowledge  
to the world of work.

• Enable student(s) to learn more about a chosen industry or field.
• Help student(s) develop valuable contacts in the field by networking  

with professionals.
• Help identify technical and/or theoretical competencies that need  

further development.
• Enable student(s) to assume professional responsibilities and substantial tasks.
• Help student(s) further develop motivation and self confidence.
• Aid in the LCF’s capacity of building community leaders.
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Duties:
• Compile/administer applications for Leadership Collier, GAIN, and YLC.
• Participate in committee meetings, event site visits, special projects with classes, etc. 
• Manage Alumni records.
• Compile/administer registration forms for Volunteer Expo.
• Support LCF social media.
• Support monthly eNewsletter creation.
• Create Leadership Collier, GAIN, and YLC session surveys.
• Assistance with monthly events.
• Prepare all session materials and collateral (binders, agendas, biographies, snacks, drinks, etc.) 
• Other duties as assigned.

Knowledge, Skills and Abilities:
Microsoft Office Suite, intermediate technology skills for web-based applications, social media 
experience. Must be well-spoken, professional and outgoing. 

Attire: 
Appearance is an essential part of The Chamber’s business image and plays an important role in 
public relations. A properly attired and groomed employee helps create a favorable, professional 
image and impression for the Chamber. Dress, grooming, and personal cleanliness standards 
contribute to the morale of all employees and to office cohesiveness. Every employee has some 
contact with the public and therefore represents the Chamber in appearance as well as by 
actions. 

The Chamber offers the opportunity for its interns, at all times excluding appropriate functions, 
to dress in business casual daily. Employees are responsible for ensuring that their dress and 
grooming project a positive public image.

Acceptable business casual attire includes, but is not limited to clean, coordinated, and well 
maintained: polo shirts; pullover shirts; button-down shirts; blouses; sweaters/cardigans; blazer/
sport coats; casual pants; Capri’s; slacks; khakis; dress pants; skirts; polished and presentable flat 
shoes; dress shoes; and dress sandals.

Unacceptable business casual attire includes but is not limited to: Tight, baggy, short, revealing, or 
scanty clothing; jeans; athletic clothing; shorts; sweatshirts/sweatpants; skirts more than 4” above 
the knee; leggings; T-shirts; spandex pants; cargo pants; denim clothing (skirts, shorts, jackets); 
tight fitting tops; halter tops; tube tops; tank tops; crop tops; clothing made of see-through 
materials, revealing or suggestive clothing, shirts with slogans/profanity/nudity/ suggestive sayings, 
cartoons, or drawings; sneakers; flip flops; torn, patched or faded clothing.

Timeline:
September-May, 5-10 hours per week. 
May be extended to June to support Youth Leadership Collier program. 

How to Apply: 
Youth Leadership Collier graduates may send application with cover letter and resume to  
Alex Breault at alex@napleschamber.org. 
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SAMPLE WEEKLY CHECK-IN REPORT

Student Name:

Student Signature

Company Name:

Report Period:___________ to ____________

Department:

Date:

Supervisor Signature

1. What were your primary responsibilities or tasks this report period?

2. What tasks did you find rewarding or applicable to your area of study?

3. What responsibilities did you find challenging? Why?

4. Describe (if any) areas of growth you made this report period. 
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OTHER WORK-BASED LEARNING OPPORTUNITIES

Present to a classroom  
about your area of expertise.

GUEST SPEAKER

Students spend a few hours, 
 or a full day, on the job  

to learn more about a specific job, 
person, or task.

JOB SHADOWS

Conduct a job interview  
and provide constructive feedback 

to help a student better their 
interviewing skills. 

MOCK INTERVIEWS

Show students virtually what is it like 
to operate a business,  

participate in real-world  
project-based learning activities.

VIRTUAL TOUR

Allow a student to interview you 
about your industry, education, 

workplace culture and advice for their 
future in that chosen field.

INFORMATIONAL INTERVIEW

Provide mentorship to a student who 
is interested in your field of expertise.

MENTORING

Sit on a panel as  
students practice speaking  

in front of a business professional.

PRESENTATION PANEL

Invite students to visit the workplace 
to observe career opportunities  

within the company. 

WORK-SITE TOUR

If you are interested in any of the above opportunities, please contact alex@napleschamber.org
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INTERNSHIPS & WORK-BASED LEARNING FAQS

• How long should an internship last and what is the standard rate of pay? 
We recommend following National Academy Foundation (NAF Academy) guidelines, in which 
a student is required to complete a minimum of 120 paid work hours. The standard minimum 
pay  for an intern is minimum wage. 

• Do I have to insure the student? 
Most academic institutions have accident insurance that covers students during their 
internship. It is best to confirm with the appropriate academic institution.

• Will I have to provide health benefits for the student? 
Businesses are not required to provide healthcare benefits to interns. 

• When does the internship take place? 
The recommended minimum of 120 internship hours can take place at any point throughout 
the year. NAF Academy students must complete prior to the student’s graduation.  

• What if my business is too small to host an intern? 
Internships can benefit businesses of all shapes and sizes! Think of an intern as a part-time 
employee. An intern is an excellent solution to boost workplace productivity and enhance 
perspective.  

• What if we are not familiar with providing work opportunities for students? 
The Naples Chamber will provide businesses with the guidance and tools necessary to 
successfully host an intern. Contact our director of work-based learning for support!

• I have only heard of college interns. Will a high school student be experienced enough? 
Like college students, high school students must meet certain requirements to be eligible for 
placement. Most schools provide work place readiness orientations and workshops, in addition 
to their industry specific classes.  

• What if my business cannot afford to pay for an intern? 
Businesses are encouraged to compensate interns; however non-profit companies may 
offer students payment in the form of community service hours. Outside funding through 
donations and grants are also available.  

• What if my business is not located in Collier County? 
Internships can be located anywhere if the student has transportation. Virtual internships are 
also available for college students.

• Can I hire on my intern as a full-time or part-time employee at the end of their internship? 
Yes! This is one of the benefits of internships. Should you value your intern’s contribution,  
you have the opportunity to offer them a permanent position. [Please keep in mind that a 
student commits to completing a temporary internship and may not be able to accept a 
permanent position.]  

• Who do I contact if I have additional questions or encounter an issue during the internship? 
If you have additional questions, please contact Alex Breault, Director of Work-Based Learning 
at 239.403.2912 or alex@napleschamber.org.



18 19

10 TIPS FOR CREATING A 
MEANINGFUL INTERNSHIP

Leadership Collier Foundation
Alex Breault, Director of Work-Based Learning
alex@napleschamber.org
(239) 403-2912

Assign an experienced employee to monitor and mentor your intern in a safe 
learning environment.

The supervisor should provide your intern with clear expectations up front 
and allow the student to voice their own expectations for the internship to 
create a mutually beneficial relationship.

On your intern’s first day, provide the intern with an orientation with the 
organization overview, policies and procedures, and offer broad exposure to 
the organization. 

When giving your intern a project, clearly state the directions and what your 
standards are for the project, but allow the student to put their own creativity 
into the project.

Discuss with your intern how a project relates to what the intern is learning 
in the classroom, and it’s relevance to the operations and success of the 
organization. 

Check-in with your intern on a weekly basis to provide guidance and provide 
the opportunity for the intern to ask questions. 

Deliver appropriate feedback and recognition when needed. 

Invite your intern to attend events, meetings and networking opportunities 
to allow the intern to build their own professional network. 

Provide your intern with opportunities for growth as the internship progresses. 

Evaluate your intern’s strengths and provide recommendations on how to 
develop the areas needing growth.

POINTS OF CONTACT
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