Marymount Manhattan College students can provide you and your company with proficient writing
skills, effective communication, and knowledge about the latest social media platforms with a
Millennial Perspective. Internship candidates are eager to gain real world experience in their desired
career field and are screened by Marymount to ensure they are ready to enter the professional world
through participation in an internship. Our well-rounded Liberal Arts students have an advantage in
that they spend a great deal of time with faculty, many of whom are working professionals in their
field.
Hiring an intern allows you to work with the newest talent in your profession. It is also a great way
to save on time and money for recruiting as internships often become full-time positions.
When do internships take place?
Normally internships run from August-December (Fall); January session (Winter); February-May
(Spring); May-August (Summer).
What days do interns work and how many hours?
Students can work as needed and in accordance with their schedules and yours. Normally the
employer and the student discuss schedules and choose the number of hours (the average is 10 to 15
hours a week) and the best days for both the employer and the student.
As an Employer, what do I do?
This is a great time to work with an up and coming professional in your field. They receive
professional guidance and the intern is “value added” for the company/organization. You are a
“mentor” to the students, help them learn new skills and give them the opportunity to apply what
they’ve learned in the classroom to the real world. If your student is doing their internship for
course credit (fulfilling a requirement for their degree) then you will also have a brief survey to fill
out after the internship has concluded.
Are all interns paid?
Not all interns are paid. However, employers have offered interns stipends and other monetary
compensation for their time.
What if I have issues with my intern?
If any problems arise with your interns’ performance you can contact the Marymount Manhattan
College Career Services for assistance, or if it is a for-credit internship, the faculty supervisor would
be happy to help.
How do I post a position?
This can be accessed here: https://mmm-csm.symplicity.com/employers. There are no limits on
the number of positions you may post.

Following this link will allow you to register your company or organization. Once you register, you
will be able to post open positions for students to view. After a member of our staff reviews the
position to ensure it contains all necessary details, it will be posted.
**Please see below for a sample internship position posting. This is a view of what students and
alumni see when navigating MMC Career Connection

This area can be used to
give the student an
overview of your
company/organization.

.

Suggestions:
IN THE BEGINNING…







Welcome and introduce the intern to co-workers
If the intern will be working with more than one supervisor, both supervisors should be
aware of the work assigned by the other.
Explain the office environment to the intern and describe the general office routine – hours,
lunch breaks, dress, where things are located, etc.
Provide an organization chart or listing with staff names and phone numbers.
Review the scope of work and let the intern know what will be expected. If a long-term
project is planned be clear about the expectation for the final project.
Let the intern know about any department/staff meetings that he/she is expected to attend.

AS THINGS PROGRESS…




Schedule regular meetings with the intern to discuss his/her work; be prepared to give
constructive feedback, both positive and negative. If you have heard things form other
people in the organization about the intern’s work that you think would be helpful, pass
them along.
Check on the progress of any long term projects to be sure that the intern is on schedule.

THE FINAL WEEKS…



Schedule a time for the intern to present his/her final project to a group of employees and
staff (if applicable).
If you have been impressed with the intern and think he/she has the potential to join your
organization on a permanent basis, initiate discussions about that possibility. If you have
been pleased with the intern but he/she is not available for permanent work or you do not
have an opening, offer to write a letter of recommendation. Let the intern know that you
are available as a resource during his/her job search if you are willing to make that
commitment.

Questions?
Contact:
Melissa Benca, Director mbenca@mmm.edu
Paul Maniaci, Internship/Career Counselor pmaniaci@mmm.edu
Matthew French, Career Counselor mfrench@mmm.edu

