REFLECTIVE PAPER
Instructions:
· Completed all sections of paper as outlined below.

· Double space your paper

· Paper should be a minimum of 3 pages or approximately 1500 words
Part 1:  Organizational Analysis

When you first arrive at your internship, write down and catalog your first impressions of the place and the people.  While the setting is still new and strange, you will be able to see your surroundings with a certain freshness that will disappear as you settle into the work routine and become less of an outsider.  Address the follow questions:

The organization setting – governance structure, personnel, clients/customers:

· Does your organization have a board of directors?  What is the governance structure like?

· How do employees dress?  Are they in suits or casual clothes?

· How do you feel when you are there?

· How does your section fit into the total organization?

· Are there any recent changes that your organization and section are responding to (e.g., new leadership, loss of income)?

· Who are the clients/customers of your organization?

Your Organization’s Mission and Goals
The mission statement provides the reason for the organization’s existence.  Beyond the mission statement, some organizations have clear, specific goals and objectives for their work and others do not.  Usually there are reasons for both situations.  What are the goals of your organization?  Do they reflect actual practice?

To find answers to these questions, not only will you have to talk to people in the organization, you may also have to read its website, public relation materials, annual reports, etc.  In short, although most organizations are entirely open about their objectives and are willing and eager to discuss them, you may have to investigate further by talking with your supervisor and co-workers.  

The Organizational Environment

Your Supervisor

· What motivates him/her?  What is he/she aiming for professionally and/or personally?

· What sort of supervisory style does he/she use with you?  Other workers?

Co-Workers

· What are the names of your co-workers?

· What are their backgrounds, education, or other qualifications for the job?

· Do they enjoy their work?  Why or why not?

Leadership

· Who are the leaders in your organization?  Who makes things happen?

· Is there a particular administrative assistant who seems to have power?  Why? How is he/she influential?

Part 2:  Transferable Skills
In the years ahead, it may not be the academic major you studied that secures you a job (and allows you to keep it); it will most likely be the transferable skills you possess.  First, search the web and select three websites to learn more about what transferable skills are.  Then, take a brief survey at http://www.d.umn.edu/kmc/career_transfer_survey.html 
For this section, include the following items:  descriptions (and URLs) of the three websites you visited – especially comparing differences in definitions and lists of skills, the results of your personal survey and an analysis of how you use those skills in your current internship, and finally how you plan to develop skills in your areas of weakness.  

Part 3:  Executive Summary
An executive summary is a concise review of a project, a book, an article, an event, etc.  Prepare a typewritten executive summary which summarizes your internship experience.  It should include information about the organization, the responsibilities and expectations you had when you first began the internship, work/projects you have accomplished, new skills or understandings you have acquired, future plans and how they have been influenced by the internship, how well prepared you were for the experience and what recommendations, if any, you would make to your academic department in order to better prepare future students for an internship such as yours.  Follow the outline below.  This section of the assignment will also serve as the Executive Summary component for the Masterwork Portfolio.  For more info on this topic, see http://writing.colostate.edu/guides/documents/execsum/ 
Executive Summary Outline

Introduction

Work/Projects

Learning

Future Plans

Preparation/Recommendations
