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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.  
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Because it will be modified frequently, a digital version is required and printed 

copies might only be used on an annual basis unless heavy changes in 

procedure are made. This makes for a very cost-efficient technique and allows 

the handbooks to be revised and compared to follow the upgrades and changes 

and improve the efficiency of both interns and the new procedures.  

 

5.2 Authors of the Handbook 

 

As suggested by the template, the handbook will be developed by GWHCC 

personnel from different departments as well as interns to deliver an inclusive 

manual that helps interns learn the skills that will be required of them even 

before they start the internship. The input from previous interns would provide 

useful information for the new interns. Depending on availability, a Human 

Resources expert might also be considered to help develop the handbook.    

 

 

5.3 Updating the Handbook  

 

As a suggestion, the updates should be done by every intern on a twice per 

week basis to promote the continued growth in reach and diversification of the 

handbook. The directors can review the manual at the end of the intern’s 

program and decide which changes add to the value of the handbook. Any 

Human resources personnel that is either added to the staff or outsourced can 

then make suggestions to make sure it is an up-to-date version and is 

consistent to the organization’s values and corporate identity. 

 

With the input of both interns and the directors of each area, the manual will not 

only be a resource that the interns can rely on for their training, but will make for 

consistent procedures, standardized times and will give GWHCC an overall 

professional look.  
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5.4 Feedback 

 

The proposed handbook was well-received by Director of Marketing and 

Communications Pamela Nieto, Director of Programs and Business 

Development Gabriela Mossi, Ex-Membership coordinator Julia Hobes and 

Membership Coordinator Alma Alfaro-Laska (Hobbes, 2012), all of whom found 

the manual capable of training interns in a more efficient manner both resource 

and time-wise. It will be proposed to the Board of Directors in the following 

monthly meetings in order to modify the proposal to be consistent with 

corporate policy, and should be deployed by the summer of 2013, when the 

next intern recruitment begins.  

 

 

6 Suggestions 

 

As I found from my research, companies that formulate an intern training 

program which includes an Intern handbook can have more efficient interns in 

less time. The handbook may also serve as a point of reference for creating an 

instrument to measure the strengths and weaknesses of each intern and even 

supervisors to make the best use of their abilities.  

 

Also, it may help finding universities and majors that provide efficient students 

for future reference. The Chamber has a long history of employing interns as 

assistants, and if the trend is to keep hiring them it would be beneficial for 

GWHCC to keep a record of their performances for comparison and, should 

they ever need to replace personnel, have a database to find adequate 

substitutes or replacements.  

In general, GWHCC should keep records of their “know-how” so that it is not 

lost after an employee or intern leaves, which is fairly common given the 

duration of an internship program. Documentation of procedures also needs 

addressing in the Chamber to standardize and optimize basic, every-day tasks 

and the handbook would be a giant stride towards achieving it. 

 




