FINAL INTERNSHIP EVALUATION
I.
Intern 
  Department



Supervisor 
  Company



Evaluation due date


II.
Performance Evaluation:  List the major goals which were established at the beginning of the term and compare them with the results achieved.  Use additional sheets if necessary.


Goals Established
Results Achieved

III.
Indicate your opinion by placing an "X" in the block by the phrase which best explains the performance of the intern.  Space has been provided to substantiate your rating.  For any area which you feel does not apply, please place N/A in the "comments" section.

1.
QUALITY OF WORK:  Accuracy, neatness, 
Comments:

thoroughness of work.


(
a.
Exceptionally high quality work.



(
b.
Work is very neat and thorough with few errors.


(
c.
Work is acceptable with only occasional errors.



(
d.
Neatness and thoroughness is marginal with


frequent errors or oversights.



(
e.
Work is almost always inferior with abnormal

number of errors.

2.
JOB KNOWLEDGE:  Degree to which intern understands 
Comments:


all phases related to office administration and can apply 


knowledge and skills in the office setting.





(
a.
Good knowledge base and ability to apply it to the job.

(
b.
Good knowledge base but limited in ability to apply it



to the job.

(
c.
Adequate knowledge base.



(
d.
Improvement necessary(just gets by.

(
e.
Inadequate knowledge.

3.
QUANTITY OF WORK:  Output in terms of assignments 
Comments:


made and initiative exercised in completing assignments.


(
a.
Exceptionally fast: output high.




(
b.
Usually does more than expected.


(
c.
Frequently turns out more than required amount.




(
d.
Turns out required amount but seldom more.


(
e.
Slow, output is seldom the required amount.



4.
SENSE OF RESPONSIBILITY:  Dependable.  Follows 
Comments:


through, and meets schedules.  Extent to which intern can be 


counted on to carry out instructions, be on the job and fulfill 




responsibilities.  Punctual with work assignments.  Consider 


attitude and maturity levels.






(
a.
Makes own decisions which are sound and complete.  

Extremely dependable, excellent attitude, very mature.




(
b.
Dependable.  Can be relied on to fulfill all job 

requirements and assignments.  Mature attitude toward 

job and others.


(
c.
Fulfills minimum job requirements.  Usually on time 

with work assignments.  Good attitude toward job and 

others.


(
d.
Sometimes dependable but needs checking often.  Poor 

attitude, lack of maturity.


(
e.
Not always dependable.  Continuous checking and 

follow-up necessary.

5.
INITIATIVE:  Thinks constructively and suggests possible 
Comments:

actions or alternative plans when appropriate.


(
a.
Excellent.  Suggestions and plan of action successful 



in implementing plan upon recommendation of 

supervisor.




(
b.
Good suggestions and actions and is able to implement 


plan when recommended by supervisor.




(
c.
Good suggestions and actions.


(
d.
Fair decisions, routine worker.


(
e.
Suggestions lack careful consideration of all alternatives.

6.
ADAPTABILITY:  Ability to learn and meet changes.
Comments:


(
a.
Learns rapidly, adjusts and grasps changes quickly.


(
b.
Short period for mental adjustment; willing to adjust.




(
c.
Normal ability; routine worker.


(
d.
Learns slowly; reluctant to change.




(
e.
Prefers old methods; does not remember instructions.

7.
ATTITUDE:  Willingness to cooperate and carryout demands.
Comments:


(
a.
Good team and/or individual worker.


(
b.
Cooperative.




(
c.
Limited cooperation


(
d.
Passive resistance.




(
e.
Poor cooperation; argumentative.

8.
ATTENDANCE:  The regularity and reliability in 
Comments:

maintaining working hours.


(
a.
Always at work; very punctual.




(
b.
Rarely misses work; rarely late.


(
c.
Usually can be relied on to be at work.




(
d.
Attendance is erratic; punctuality leaves room for 

considerable improvement.




(
e.
Attendance extremely poor, consistently late for work.

9.
POTENTIALITY:  Potential ability to lead and teach others.
Comments:


(
a.
Exceptional possibilities.


(
b.
Potential professional growth for future bright.




(
c.
Slow professional development ahead.


(
d.
Future potential doubtful.




(
e.
Has no potential for professional growth.

10.
PERSONALITY:  Ability to get along with associates.
Comments:


(
a.
Winning personality.


(
b.
Well liked and respected.




(
c.
Average or reasonable.


(
d.
Difficult to get along with.




(
e.
Disagreeable.  Does not try to get along.

11.
APPEARANCE:  Includes dress, hair care, cleanliness, 
Comments:

makeup, etc. as they relate to your company's standards.


(
a.
Always dressed appropriately.




(
b.
With 1 or 2 exceptions is dressed appropriately.


(
c.
With 3 or 4 exceptions is dressed appropriately.




(
d.
Is not consistently dressed appropriately.


(
c.
Seldom is dressed appropriately.



12.
PLANNING:  Ability to establish goals and objectives and 
Comments:

develop procedures to accomplish them.


(
a.
Always established goals and objectives and established



procedures to accomplish them.


(
b.
With few exceptions, established goals and objectives 



and established procedures to accomplish them.


(
c.
Usually established goals and identified procedures to 



achieve them.


(
d.
Seldom established goals and procedures to achieve 

goals.


(
e.
Established goals but failed to identify procedures to 

achieve goals.

13.
MANAGERIAL ABILITY: Contribution to enhance reputation 
Comments:

and profit through understanding and application of the 

managerial techniques of planning, organizing, leading, 




coordinating and controlling.


(
a.
Exceptional understanding and application of managerial 



techniques.


(
b.
Usually applied managerial techniques to aid in attaining 



objectives.


(
c.
Normal understanding and application of techniques in 

most instances.


(
d.
Has some understanding of techniques but seldom makes 

application.


(
e.
Fails to understand or apply techniques.

14.
COMMUNICATIONS:  Ability, oral or written, to convey ideas 
Comments:

and thoughts or pass along pertinent information to superiors, 

subordinates and peers.




(
a.
Expresses self fluently and intelligently, exceptionally 

consistent in relating pertinent information.




(
b.
Conveys ideas well; consistently informs superiors and 

subordinates of pertinent information.




(
c.
Usually passes along pertinent information and ideas

clearly and understandably.


(
d.
Conveys ideas and instructions with some difficulty.  

Sometimes fails to pass along pertinent information,

or passes along unnecessary details.


(
e.
Expresses self poorly.  Fails to pass along pertinent 

information.

15.
LEADERSHIP:  Quality of creating, in others, the desire and 
Comments:

will to accomplish objectives.


(
a.
Highly effective in obtaining cooperation and efficient 



work from subordinates.


(
b.
Capable leader.  Has cooperation and respect of 



subordinates.


(
c.
Adequate leadership ability.  Accepted by subordinates.




(
d.
Has difficulty in gaining cooperation and respect.


(
e.
Displays little or no aptitude.  Fails to gain cooperation 

and respect.

16.
OFFICE SKILLS AND TECHNIQUES:
	
	
	Exceeds

Standards
	Meets

Standards
	Requires

Improvement

	a.
	Ability to meet public
	[  ]
	[  ]
	[  ]

	
	Comments:  __________________________________________________________________________

	
	
	
	
	

	b.
	Telephone Techniques
	[  ]
	[  ]
	[  ]

	
	Comments:  __________________________________________________________________________

	
	
	
	
	

	c.
	Work Coordination
	[  ]
	[  ]
	[  ]

	
	Comments:  __________________________________________________________________________

	
	
	
	
	

	d.
	Training and Instruction
	[  ]
	[  ]
	[  ]

	
	Comments:  __________________________________________________________________________

	
	
	
	
	

	e.
	Evaluating Subordinates
	[  ]
	[  ]
	[  ]

	
	Comments:  __________________________________________________________________________

	
	
	
	
	

	f.
	Handling a Crisis
	[  ]
	[  ]
	[  ]

	
	Comments:  __________________________________________________________________________

	
	
	
	
	

	g.
	Time Management
	[  ]
	[  ]
	[  ]

	
	Comments:  __________________________________________________________________________

	
	
	
	
	

	h.
	Appearance of Work Area
	[  ]
	[  ]
	[  ]

	
	Comments:  __________________________________________________________________________


IV.
Development Review

A.
Skills that need development:

B.
Recommended corrective actions and plans for implementation:

V.
Place a check next to the appropriate category to indicate the overall rating for the semester of internship experiences.

	(  A
	(  B
	(  C
	(  D
	(  F


VI.
I acknowledge the above statements were discussed with me on this date.


Signature of Intern 
  Date 



Signature of Supervisor 
  Date 


*Each FIL major has completed a core of courses which include finance, law, management, marketing, business, and its environment, accounting, data processing, principles of office administration, and records management.  In addition, each has selected specific courses to further develop his/her knowledge and skills in specific areas.  Some areas recommended are word processing, records management, real estate, personnel management, insurance, and data processing.  Please feel free to discuss with the intern his/her particular areas of interest.

Please return to:


Kim Small

Finance Internship Coordinator


Illinois State University


Finance, Insurance and Law Department


Campus Box 5480


Normal, IL  61790-5480


Fax (309) 438-3579

Phone (309) 438-2928
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