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sufficient for many corporations according to Human Resources expert Susan 

M. Heathfield (2009). In her Human Management series of articles, she 

provides insight about the pros and cons of job shadowing and other employee 

training methods (Heathfield, 2009). The first disadvantage would be the need 

for the intern to execute the same tasks as the supervisor. In my case, and 

possibly in other cases within GWHCC, the interns have an entirely different line 

of tasks when compared to the supervisors, who have a more administrative 

approach. Despite having different job descriptions it is possible that some 

tasks are shared and job shadowing is still convenient to learn certain 

procedures, particularly if they are related to manipulating objects, corporate 

procedures and other office tasks.  

 

The same disadvantage found for being trained on-site by the manager or 

supervisor is that these are not necessarily capable instructors. Also, they might 

lack time or can be rotated, negating the possibility of training the intern by 

example.  

  

Job shadowing was part of my training, as I had to observe my supervisor while 

she performed tasks in order to be able to replicate them. However, having 

worked the exact same number of days I had, she was error prone as well, and 

she lacked the knowledge for certain procedures. This limits job shadowing to 

very specific tasks, and provides partial training at best. 

 

4 Proposed Solution 

 

Based on the Internship Handbook template created by the Arts and 

Administration Graduate Students from the University of Oregon (Bolander, 

2005) and  the handbook used by the University of Missouri-Columbia (Mazza, 

2012) , the proposed manual can be found in the Appendix. 

 

With a list of specific, well-defined tasks, the interns will be able to develop 

training goals and GWHCC will measure progress on a monthly basis, which 

will help the supervisors define the areas of improvement.  
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The Staff directory, department description and company’s history will provide a 

good pre-internship package for the interns to better prepare them from day 1. 

Defining policy and procedures will create standardization, providing the intern 

with knowledge on corporate culture. 

 

The handbook will also serve as a database with knowledge obtained by both 

managers and interns; therefore said “know-how” will not be lost when the 

positions rotate.  

 

In addition, on-site training by a supervisor/human resources manager is still 

recommended as well as job shadowing. The combined efforts should yield 

results more effectively than the current situation while still preparing for 

frequent personnel turnover. 

 

 

5 Plan Execution 

 

5.1 Resource Planning 

 

A fundamental part of the plan includes the personnel, time and resources 

spent on the creation of the handbook. Because many companies are not eager 

to use their interns; frequently operative-level employees; in administrative 

tasks such as human resources, interns should focus on recording their 

findings, experience and procedures after completing said tasks on a daily 

basis. Using an estimate of the average number of words an 18-25 person can 

type*, it can be concluded that 45 minutes per day, every 3 working days should 

be enough to maintain a working, accurate and updated handbook. Using extra, 

non-at-work hours should reduce it even further. The directors of each area 

should also be involved in the creation of the handbook, to benefit from their 

expertise.  

 




