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Internship Portfolio Guidelines
Department of History, BGSU

All students completing internships for credit are required to submit a portfolio during the term for which they are earning credit. These guidelines will help spark your imagination while giving you a solid idea of what the History Department will need in order to assign a grade for your internship. Please refer to these guidelines often throughout your time as an intern. 

Think about the portfolio as a collection of ideas and artifacts that explain the work you have done, and highlight the knowledge and skills you have gained as an intern. It will help both you and your professor to:
· Assess your learning

· Provide evidence of your work performance and professional behaviors

· Document acquisition of skills and knowledge

· Connect your work experience with your knowledge

· Reflect on your personal, academic, and career goals

· Record your intellectual and personal growth

The portfolio will provide future employers with evidence of your skills and work experience; thus, it is worth doing well. You will likely use items to write cover letters and goal statements, and refer to items in your portfolio during interviews. 
Creating the Portfolio:
Throughout the internship, remember to build your internship log, or work journal, which briefly summarizes your tasks each day (see sample portfolio for examples). A few sentences should do. You should keep samples of your own work, such as letters or reports you write, and/or take photos of projects you have worked on. 
The portfolio may be turned in on paper, or as an electronic file. In either medium, it must be well organized; please do not submit papers randomly, or email multiple files. If submitted on paper, organize documents in a binder or folder, and if submitted electronically, upload in one file if possible (PDF is preferred). Include tabs or a title for each section.

The portfolio should include these ten items:
1. A title page

2. A table of contents

3. Your internship contract

4. A letter from your site supervisor, verifying that work was satisfactory and that the required number of hours were served. 

5. A two-page introductory essay that: explains why you chose the internship, describes the mission and activities of the organization/agency, and describes your work activities.

6. The internship log.

7. Relevant samples of your internship work, which may include reports, brochures, letters, proposals, databases; photographs of projects, events, and/or artifacts.

8. Sample cover letter, which models how you would present yourself for a job.

9. Your updated resume.

10.  A four or five-page reflective essay that: discusses the meaning of the internship experience for you, intellectually, personally, and in terms of career planning. 

You do not have to answer all of these questions, but you might consider: What did I like and not like about the job? Did I meet my goals, or fall short? How can I interpret my likes and dislikes; successes and failures? What contributions did I make to the organization? What skills do I need in order to find the career I desire? What did I learn about being a good employee? What do I think it takes to be a good boss? What will I do differently as a result of my internship?

Submit the portfolio to Dr. Mancuso during the term for which you have registered for credits. See Dr. Amilcar Challu if you have questions about registering for internships.

Questions? Contact Dr. Mancuso, Department of History, at 419-372-7424 or rmancus@bgsu.edu.
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