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Employer Internship Resource Toolkit Development 

Department/Organization Name: KU’s Career Development Center

Project Description: 
This micro-internship will support the development of a practical, employer-facing Internship Resource Toolkit designed for Berks County organizations interested in starting or strengthening internship programs.

The intern will help transform an existing outline into a polished, user-friendly toolkit by researching best practices, drafting content, and organizing resources that employers can easily reference. The final product will be shared regionally with employers and partner institutions.

Student Learning Outcomes:
Upon successful completion of this project, the student will:
· Gain experience in research, content development, and professional writing
· Develop an understanding of equitable recruiting, onboarding, and supervision practices
· Strengthen skills in organization, project management, and communication

Key Tasks Include:
· Researching internship best practices (e.g., NACE)
· Helping draft and format checklists, templates, and resource summaries
· Organizing content into a clear, professional, employer-friendly format

Preferred Skills
· Strong written communication skills
· Attention to detail and organization
· Ability to research and summarize information clearly
· Interest in internships, workforce development, HR, business, or career development
· Experience with Google Docs or Microsoft Word preferred

Preferred Major: Junior or senior marketing major.

Approximate Length: Spring semester (January - May) 25 hours
Format: Hybrid
Payment: $250 upon completion of the micro-internship
Contact Information: Chad Ganley, ganley@kutztown.edu
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