
Preparing for Your 
Internship

Please turn on your camera. We will start shortly. 
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Agenda

● Opening Activity
● Goal Setting
● Work-Life Balance and Managing Multiple Priorities
● Coaches Come In
● Mini-Sessions
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Opening Activity3



Goal Setting for the Summer
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What is a SMART goal and why should you 
have one?

● S
● M
● A
● R
● T
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What is a SMART goal and why should you 
have one?

● Specific
● Measurable
● Attainable
● Relevant
● Timebound

SMART goals allow you to define your personal success and 
provide a framework so that you can reach your long-term goals
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Examples of Potential SMART Goals

● Networking
○ I will expand my network by introducing myself to one new person each week of my 

internship. I will follow up with the individual by connecting with them on LinkedIn or 
sending an email if they don’t have LinkedIn.

● Workforce Preparation
○ I will make myself a more visible candidate by completing 8 skill assessments on 

LinkedIn and/or Indeed by the end of the UpTurnships program. This will make me 
more likely to appear in recruiter searches on those platforms.

● Career Success
○ I will increase by chances of career success by finding a mentor by the end of the 

UpTurnships program. In order to do this, I will set up at least 3 informational 
interviews (coffee chats) to get to know possible mentors.
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Turning Wants into SMART Goals

Want 1: I want to read more books.

Want 2: I want to have good work-life balance.

In breakout rooms, turn these wants into SMART goals. Designate 
one person to take notes and be the group representative.

When your group is done, start working on your individual SMART 
goal for the summer.
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Work-Life Balance and Managing 
Multiple Priorities
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Work-Life Balance and Super’s Theory

You have 8 life roles that will change and grow over time:

● Child
● Student
● Leisurite
● Citizen
● Worker
● Parent
● Spouse
● Homemaker
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Super’s Life Rainbow

Example
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Using Super’s Rainbow

https://www.mindtools.com/pages/article/newCDV_95.htm 
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Prioritization is Key

What are US work norms?

● 8-5PM, Monday through Friday (or 
your specific work schedule) Work is 
the top priority

● There may be a few exceptions (like 
health or family emergencies), but 
maintaining a consistent work 
schedule shows that you are reliable

● Any time that you will be unavailable 
during those hours should be 
communicated in as much advance 
as possible
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What is urgent/top priority?

● Things that are due soon

● Tasks that have a domino 
effect (either you or someone 
else need it to be done before 
the next step)

● Tasks that are harder to 
accomplish (now you have 
time to figure out how to get 
it done)

● Things that matter to your 
organization and supervisor



Ways to Stay on Track

● Eisenhower Method
○ Importance vs urgency

● Eat the Frog
○ Do the biggest and hardest thing first

● Time Blocking
● Set up regular check-in meetings with your supervisor to make 

sure you’re on track
○ Can be 30 min-1 hour
○ Email or speak to supervisor and say “Can we set up regular meetings to discuss 

what’s coming up?”
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Eisenhower Matrix15



Time Blocking16



Discussion Questions

● As a group, organize the tasks listed on the student discussion guide 
within the Eisenhower matrix.

● What are the tips on self care you picked up from the videos/articles in 
the Rise module that you are going to try in your own work/life habits? 
What is something you have found works really well for you to 
prioritize your time & activities?

● What does your self-care look like now? Do you think your self-care 
routine will change once you get a graduate and enter the workforce?
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Welcome Coaches!
UpTurns are coming back from a break
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Advice from Coaches

● What goals did you set for yourself early in your career? What goals 
did you wish you set for yourself?

● How have you maintained work-life balance?
● How did you set priorities early in your career?
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Mini-Session 1 - Managing Up
How to succeed professionally by managing up
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What is Managing Up?

Managing up is a method of career development so that you can take 
ownership of your own success by establishing a positive and 

productive relationship with your supervisor.

● What is important to your supervisor and to the company?
● How is success measured and defined?
● Does your supervisor know what success looks like for you?
● How does your supervisor prefer to communicate? E-mail, 

meetings, calls, Slack/Teams?
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Tips for Managing Up

● Communicate early and often (It’s almost impossible to 
over-communicate, but very easy to under-communicate)
○ When you communicate proactively and consistently keep your supervisor in 

the loop, you’re giving them the choice to act (or not) on information

● When you bring up a problem, mention at least one possible 
solution or a way that you can come up with a solution

● Ask for feedback and areas of improvement and implement the 
feedback

● Document your accomplishments and make sure your manager 
knows what your barriers to success are
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Breakout Rooms - Managing Up

Read the article linked in the student guide, then answer the following 
questions as a group in breakout rooms:

● What are your takeaways from the training and article about 
managing up? 

● How do you see yourself utilizing managing up to ensure that you 
have a successful internship this summer?
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Mini-Session 2 - Internship Readiness
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Practice Introductions

Next week, you will meet a lot of new people at your company. In this 
mini-session, you will practice introducing yourself to other UpTurns. 
Include:

● Name
● Year, major, and college/university
● Internship title and company
● What UpTurnships is
● What you’re looking forward to about the internship or company

Three 5-minute rounds
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Mini-Session 3 - TKI Assessments
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Taking the Assessment

We will discuss TKI in depth next week. In your email inbox, you should 
have received instructions to create an account and complete the 

assessment. If you have any difficulties completing this, please put a 
message in the chat (either privately to the program coordinator or 
publicly) to allow quiet time for others to complete the assessment.

Once you have completed the assessment, you can take a break until 
11:23AM (morning group) or 4:23PM (afternoon group).
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Mini-Session 4 - Workplace 
Communication

28



Academic vs Business Writing

Academic Writing

● Demonstrates knowledge 
and expertise of a topic

● Formal 3rd person voice
● Complex words and long 

sentences and paragraphs
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Business Writing

● Objective-oriented and 
focused on problem-solving

● Less formal 1st person voice
● Simpler words and shorter 

sentences and paragraphs

Similarities

● Proper grammar and spelling (avoid 
shorthand or abbreviations unless they are 
common)

● No slang
● Serious tone



Workplace Communication

Basics of Good Writing

● Clarity: Are you being clear?
● Brevity: Are you being as concise as possible?
● Personality: Does the writing reflect who you are?
● Specifics: Are you including enough detail?

When writing a work email, ask yourself:

● Who will be reading the email? (Emails may be forwarded to others)
● Why am I writing this email?
● What do I expect in return? If you want a response, make sure you are 

asking a clear question and include a timeframe if possible.
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Workplace Communication

● Always include a greeting
○ ‘Hello’ is an all-purpose, versatile greeting
○ ‘Hi’ is slightly more casual but still appropriate in many situations
○ ‘Hey’ is very casual and should be reserved for only close colleagues
○ ‘Dear’ is formal and appropriate for someone who have not met yet

● Always include a sign-off such as ‘Thanks/Thank you,’ ‘Take care,’ 
‘Best,’ ‘Regards,’ ‘Sincerely’

● Workplace communication over collaboration tools such as 
Microsoft Teams and Slack are typically slightly less formal
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Breakout Rooms - Practice Emails

Send the program coordinators emails in response to the prompts 
below. You can work together with the other UpTurns in your breakout 

room to brainstorm, but everyone should send emails individually.

1. Someone in your network gave you contact information for Jake Peralta, who works 
at a company you would like to work at one day. You would like to set up a coffee 
chat or informational interview to learn more about the company.

2. You would like to take a few days off in about a month to visit family. You need to ask 
your supervisor, Amy Santiago, to confirm that those days off are acceptable and 
make arrangements to ensure that you stay on track with your internship.

3. You’re not sure exactly how to accomplish one of your tasks for the week and need 
further guidance or instruction from your supervisor or someone senior on your 
team.
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Wrap Up

● If you were in your coach 1 on 1 during mini-session #3 and have 
not taken the TKI assessment, complete the assessment on your 
own before the next training on Friday, June 10.

● Remind your supervisor that you’ll be at training on Friday next 
week so they know why you are absent from part of the workday.

● You will coordinate working with your employer when not in 
training on Fridays over the rest of the summer.

Good luck!
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