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GLOSSARY Host organisation (HO) A company/institution/organisation which can be either public or private-owned that accepts ULIS‟s BA candidates in English majoring in Translation and Interpreting and/or in International Economics as their interns in accordance with regulations and agreements with ULIS Internship coordinator (IC) A person on behalf of FELTE-ULIS in charge of pre-internship orientation, consultation (if applicable) during the internship and post-internship assessment for all senior students of the two abovementioned undergraduate programmes Internship supervisor (IS) A person on behalf of the host organisation in charge of guiding, supervising, assessing the performance of the interns during their stay at the host organisation in accordance with criteria provided by ULIS and/or the host organisation



CONTACTS Internship Coordinator Ngo Ha Thu (Ms) Cell-phone: 0987879587 Email: [email protected] FELTE Office Please refer to the specialist in charge of your batch
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A. BRIEF INTRODUCTION The internship is an integral part of the Bachelor in English specialized in Translation and Interpreting (T/I) / International Economics (IE) programmes. This 6-week full time work term (equal to 240 hours) should provide you with valuable insights into the professional and industry-oriented side of T/I related services as well as IE in practice. This Handbook provides guidelines the internship component in the two abovementioned programmes. Besides, another goal of this document is to help you prepare an appropriate portfolio and particularly, walk you through steps to write an appropriate internship report. This guide attempts to explain the purpose of the internship report, it includes recommendations on the focus your report should take in order to fulfill the academic requirements associated with the internship. It is recommended that you study this guideline before you commence your internship. An internship includes:  A stay in the host organisation  A brief report (internship report) on the academic outcome of the internship To obtain the academic depth in the internship you must have taken all prerequisite and compulsory courses before the internship is initiated. An internship is equivalent to 3 credits which you MUST acquire in order to graduate.



B. LEARNING OUTCOMES After completion of the internship you are at least expected to be able to:  apply knowledge and skills acquired during the course of study;  execute certain professional skills better  work independently and with a feeling for the organisation;  expand your professional network. Next to the above mentioned learning outcomes you should formulate your own more specific, personal learning outcomes about which you are encouraged to talk to your internship supervisor and/or the internship coordinator.
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C. INTERNSHIP PROCEDURE There are normally 02 (two) types of HOs: HOs which have their own built-in internship programmes and HOs which do not have built-in internship programmes but can consider and offer a certain number of internship positions under specific circumstances. The former type usually includes banks, foreign enterprises and organisations, private enterprises, and local and international NGOs. The latter usually includes state offices, news agents, and universities. Reality has shown that the internship procedure for students of 721 Programme and T/I Programme involves both abovementioned types of HOs; and in fact, the number of students doing their internship in HOs Type 1 increases. This leads to reforms in internship programme of ULIS, and the most significant change is students are encouraged to start their internship programme as soon as they finish Semester 6 (Year 3) which is also the “Internship Programme Season,” when many organisations and enterprises call for application for their built-in training courses for senior students and newly graduates. Basically, the internship procedure at ULIS is as follows: For HOs Type 1: You just follow the application procedure of the HOs which is usually similar to a job application procedure. If you are selected, please follow their scheduled training/internship programme. When you finish the programme, please prepare and submit an internship portfolio as guided in this Handbook. For HOs Type 2: This case is more or less a game of luck as it is not easy to find an organisation that needs interns (if they need, they will have posted advertisements and if so, they will be in HOs Type 1) or to ask for an internship position in a public agency. Therefore, you have to find potential HOs by making best use of your networking skills. Ask friends, teachers, relatives. Google and search in the internet. Read newspapers. Like Facebook pages of youth or job-seeking non-profit organisations. Do everything you can to get information. When you get the information of potential HOs, please: - Prepare your internship plan (see Part D); - Write a CV to apply for the internship position; - Go to the Faculty Office to get the Letter of Recommendation of the University (Giấy Giới thiệu); - Contact the HO (or HOs); - Submit the Faculty Office the Internship plan certified by the HO; - Download forms and samples of documents included in the internship portfolio from the website of ULIS; - Do your internship at the HO as planned; - After completing the internship, prepare and submit an internship portfolio as guided in this Handbook. 5



In case you cannot find any HO on your own, please inform the Faculty Office when required. You are highly recommended to keep your Internship Coordinator updated about your internship status so that he/she can provide support promptly and adequately.



D. HOW TO PREPARE AN INTERNSHIP PORTFOLIO D.1. Components An internship portfolio should include: i. Intern‟s CV (in English or Vietnamese, enclosed with the Job Description for which the CV is used to apply); ii. A copy of the internship plan (in English or Vietnamese, certified by HO); iii. A 6-week weekly Work Journal (in English or Vietnamese, certified by HO); iv. A 1,000 report (in English), and v. HO‟s Evaluation sheet (certified by HO). vi. Internship Report Evaluation sheet (blank) Besides, there is 01 (one) document which needs submitting alongside the abovementioned documents: vii. Evaluation sheet on Soft skills trained (this one should be returned to the Academic Affairs Dept. later by the FO) D.2. Description and requirements of each component 1. Intern’s CV This should be your own customized curriculum vitae to apply for the internship position and subject to your HO‟s requirements in terms of formatting and language. As a component of your internship portfolio, the CV is expected to show your employment/internship objective(s) and how you “advertise” and “sell” yourself to achieve the desired position by presenting relevant skills, knowledge and other related information. Your writing skill can also be assessed. The CV should be enclosed with a short Job Description of the internship position for which the CV is used to apply. If there is no official Job Description offered by the HO, please provide a short description of your own (i.e. name of the position, main duties) 2. Internship Plan Technically, this document needs preparing PRIOR TO the internship because it is used to persuade the potential HO to give you the internship position that you aim at. In the plan, you should briefly explain what you expect to learn through the internship. You should clearly define how long you wish to do your internship and what area(s) you wish to focus on (normally they are your strengths related to your professional development). If the HO finds your plan persuasive, it can offer you a position as you wish. In order to write an internship plan, you have to do some research on potential HOs, especially positions for which you want to apply. There is no fixed format for the internship plan; you design your own or comply with requirements of the HO (if any). In the former case, your plan can be chronologically designed or have a duty/skill-based presentation; however, you should refer to format guidelines of administrative documents. 6



A must-have of an internship plan is spaces for the plan-maker (you in this case) to sign and for the HO to certify if it agrees to receive you. The HO is required to write specifically its decision, like “We agree to receive Student…to work as our intern with the above plan.” 3. 6-week Work Journal This is like your at-work diary in which you briefly note down what you do in one day (if there are many and note-worthy jobs per day, for example) or in one week (if you participate in one project and your job is only translating documents, for example). You can use the sample in Appendix C or design your own template to suit with your situation. Such information as your name, internship position, and ULIS logo… should be remained. 4. Internship Report Basically, this document explains to your Internship Coordinator or any lecturer who is authorised to mark your report what you know about your HO, what you do in your internship position, what you learn from such experience and how much the internship relates to your academic background and your professional development. Please refer to Part E for more detailed guidelines on writing an internship report. 5. HO’s Evaluation Sheet This document is provided by the Academic Affairs Department of ULIS (see Form 4). At the end of your internship, you are required to present this document to your direct supervisor in the HO to ask for his/her evaluation on your conduct and your foreign language proficiency. Please remind your supervisor to give a specific mark rather than just put a tick (v) or a cross (x) in the columns and sign and write his/her full name in the box close by. Your supervisor is also required to calculate and write down your final mark in the relevant part: - Your conduct mark = I.1 + I.2 + I.3 + I.4 = X - Your language proficiency = II.1 + II.2 + II.3 + II.4 = Y  Your final mark = (X + Y)/8 You also need to ask for the HO‟s red stamp and its manager‟s signature. In case you work for an organisation (normally a registered NGO) which does not have a red stamp, it is OK to just ask the manager of the organisation to sign; and please explain clearly to your Internship Coordinator via email PRIOR TO your submission. You are highly recommended to plan your submission early so that you can avoid awkward situations like your supervisor or the HO manager goes on business when you need his/her signature. 6. Internship Report Evaluation Sheet Please submit a blank Evaluation Sheet for your Internship Coordinator or any lecturer authorised to mark your portfolio to write your mark. 7. Questionnaires for HOs and Student Interns Please do NOT compile these two documents together with the 06 (six) documents above. They will be returned to the Academic Affairs Department of ULIS for further evaluation of the internship programmeme. 7



E. HOW TO WRITE AN INTERNSHIP REPORT To fulfill the academic requirements of the internship you are required to submit an internship report following the specifications outlined hereafter. E.1. Formatting and Style Guide 1. General Document Guidelines - A4 format paper. - Set the margins of your document to 2.5 cm at the top and the left and right sides, and 2 cm at the bottom. - Use font Times New Roman (size 12 point) or Arial (size 11 point). - Alignment: create an even right margin by using „justification‟ (except in headings). - Line Spacing: use one and a half-space throughout the paper. - Pagination: the page number should appear in the footer; centre it or flush it with the right margin. - Headings: number main sections and subsections with Arabian numerals according to the decimal classification system (1 - 2 - 2.1 - 2.2 - 2.3 - 2.3.1). - Highlight headings in bold. Except for main sections (1 - 2 - 3), headings have the same style and size as the text. The headings of main sections should be formatted two points larger than the rest of the text. - Tables: Number tables consecutively with Arabic numerals. - Table headings should be as concise as possible. Below the table, provide the source. - For the content of a table, use double-line spacing. - Tables which do not fit to one page have to be moved to an appendix. - Figures: Number figures consecutively. The figure caption (below the figure) should be short. 2. Structure Parts of an internship report are: - The statement of affirmation (see the Appendix A) - The contents page - If applicable, the lists of tables and figures - The text body - The reference list (if any) - Appendixes (if any, i.e. any product of yours during the internship that can be publicly shared) 2.1. Statement of Affirmation The internship report has to be prepared on your own and you are not allowed to utilize other resources or other means (including electronic media and online sources), than those explicitly referred to. Enclosed you will find the according Statement of Affirmation. We would like to ask you to fill it in, sign it and put together with the internship report. 2.2. The contents page In the list of contents, include the headings of all main sections and subsections with their numbers and 8



the respective page numbers. - Formulate the headings of the sections in relation to the section content and not in relation to the formal structure of the paper (Introduction, body, end). - Place lists of figures and tables on a separate page. 2.3. Reference Material The reference material can include: - References - Glossary For further details on reference, please refer to the thesis-writing guidelines of the respective BA study programmes. 2.4. Appendix For this part, please include any product of yours (translated news, articles, reports…) which is generated during your internship and which is possible to share publicly without violation of the HO‟s confidentiality regulation. You should consult your supervisor to see if such material is acceptable to include in your internship report. 3. Orthography and Grammar Because most of us are not native English language speakers, no one is expecting from you to write impeccable papers. Still, your papers should have as little as possible spelling or grammar mistakes in order to be read easily or to be published for peer review. Therefore, please use the spell and grammar check function of your word processor. E.2. Contents of Internship Report The main text has to include three subject areas: Area 1. Describe the background and specific business of the host organisation 1.1. A general description of the host organisation 1.2. A description of the department in which you performed your internship



Points 2.0



1.0 1.0



2. Describe your job role



3.0



3. Self-reflection on your internship in relation to academic knowledge acquired at the university 2.1. Evaluation of objectives 2.2. Areas of professional development experiences during the internship



5.0



2.0 1.5



Suggested questions -Where have you done your internship? - Duration (from-to). - Structure and organisation of the organisation and overview of industry/market in which the organisation operates - The organizational relationship between the department and the rest of the organisation/company - What was your main responsibility? - Technically, what knowledge and skills are required to do the role? - How did the staff help you perform the role? - What were difficulties if any you faced when doing the role? - What were your own expectations to the internship? - Were these expectations fulfilled? - What activities did you perform to attain the expectations? - How do you evaluate your performance on these activities? 9



2.3. Future career plans influenced by internship



1.5



Total



10.0



- What are your feelings on your performance on these activities? - What did you experience as your strong and weak points in this working environment? - How can you improve your weak points? - Are there differences between the “book knowledge” and the practical experience? - How do you classify the internship - analysed and reflected on the basis of the knowledge acquired during your study? (did it help/inspire/relate much to what you have learnt at university?) - Which suggestions/motivations did you get for your study and your future? - How could you benefit from the internship - as regards knowledge, abilities, experiences, attitudes, aspects, contacts, orientations…?



The first two components are basically reporting. However, while the first can be brief and analysis is not required, the third part should be an analytical component which should relate academic knowledge to practical experience. Its purpose is to help you develop writing and analytical skills; you will not only gather information but interpret, organize and present it clearly and understandably. Because of this, descriptions of processes, systems or summaries of technical papers or literature are all unacceptable on their own as internship reports. For example: If you have been translating some document required by your employer, this document solely is not acceptable as a suitable internship report UNLESS it also contains objectives, constraints, feasibility analyses of alternatives and criticism of the outcome. Even if your employer does not require this information, it must be included in the report submitted to the internal supervisor (a faculty member) for evaluation. Even if you have NOT been assigned a specific project during your internship, your report must still contain an analytical component. For example: You could present an evaluation of the way your employer's organization functions in such areas as communication strategies, linguistics related issues, or international economics activities. The topic does not have to be original, but the report must be your own work and it must be related to your internship... can be brief. Note that it is well acknowledged that many aspects of your daily work can be praxis oriented rather than academically oriented. It is thus clear that your work might include administrative duties as well as mundane tasks required by your employer. It is, of course, important that you follow the direction of your employer. However, to pass the academic requirements of the internship you must go, if necessary, beyond the following of instructions and demonstrate your ability in critical thinking and your major10



related issues. Thus, the internship report allows you to examine aspects of a project or the organization beyond the work performed by the company. Next to the reporting components, in the third part, you have to reflect upon the internship itself (i.e. organisation, company, country, etc.) and upon the personal learning outcomes you formulated yourselves and/or in conversation with the internship coordinator. The personal reflection report should describe your personal development during the internship and your goals for further development



F. SUBMISSION F.1. What to Submit At the end of your internship, you are required to submit a HARD COPY of your internship portfolio including the 06 (six) documents mentioned in Part D and the questionnaires which should be completed by your HO and you by the time of submission. Except for the questionnaires, the portfolio should be in any form of binding that is strong enough to keep the portfolio together and which allows pages to be turned over easily and fully (no wallets, clips or ring binders). Comb-binding is preferred, but simply stapling at the top left corner like a normal assignment is OK if the staples are strong enough. You are also required to include a cover page (see Appendix B). After that, all portfolios MUST be saved in PDF format and named as TTNV_1xEyz_Full name.pdf. The class monitor will collect the reports of the class members and put into 01 folder and send to the Internship Coordinator via email; the email subject must be TTNV_1xEyz. In case any component of the portfolio (normally the report‟s Appendix) only has hard copy, it would be nice if you can have them scanned and enclosed with other components. If the amount is too large (which means scanning would be expensive), just leave that component out. (If you are not so sure, ask your Internship Coordinator!) F.2. When to Submit As scheduled by the Faculty Office. Please remember late submission will result in mark deduction (see Part G for details). All requests for an extension to the portfolio submission deadline must be addressed to the Internship Coordinator. Extensions will be granted when verifiable exceptional circumstances other than your academic workload have diminished your ability to complete your internship. F.3. Where to Submit Please submit your portfolio at the desk of the Faculty Office.
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G. GRADING AND ASSESSMENT G.1. The internship is assessed based on two components as follows: a. Performance at the HO (60%) b. Quality of the report and the portfolio (40%) Your internship mark = (Mark in the host organisation) x 60% + (internship report) x 40% The performance is assessed by your on-site supervisor (IS). The HO is also required to sign and seal in the assessment form in the spaces provided. The last component is marked by either your internship coordinator or any lecturer in the Faculty that is appointed by the internship coordinator. The appointed marker will evaluate your internship portfolio, particularly the report, placing equal emphasis on content and literary quality. Portfolios receive marks of scale 10. G.2. Your Internship mark will be deducted in any following case: the portfolio lacks any document listed above (minus 1.0); or the portfolio does not comply with format guidelines in this handbook (minus 1.0); or the portfolio is submitted late (minus 1.0 for each day late); or any sign of plagiarism is detected (mark zero will be given in this case). G.3. The final result will then be converted into „Unsatisfactory‟, „Pass‟, „Good‟, „Distinction‟, „High Distinction‟ as follows: > 5.0: Unsatisfactory 5.0 - 5.9: Pass 6.0 - 6.9: Good 7.0 - 7.9: Distinction 8.0 - 10.0: High Distinction
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APPENDIX A: State of Affirmation VIETNAM NATIONAL UNIVERSITY, HANOI University of Languages and International Studies Faculty of English Teacher Education



Bachelor in English Programme Translation and Interpreting / International Economics QH.20xx.F1



Statement of Affirmation



I hereby declare that the term paper submitted was in all parts exclusively prepared on my own, and that other resources or other means (including electronic media and online sources), than those explicitly referred to, have not been utilized. All implemented fragments of text, employed in a literal and/or analogous manner, have been marked as such.



________________________________ Name ___________________________________ Class ___________________________________ Student Number



__________________________________ Place, Date



________________________________ Signature
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APPENDIX B: The Cover Page



VIETNAM NATIONAL UNIVERSITY, HANOI University of Languages and International Studies Faculty of English Teacher Education (Font Times New Roman 15)



INTERNSHIP PORTFOLIO (Font Times New Roman 20, bolded, centered) EVALUATION OF NEWS TRANSLATION ACTIVITY IN ABC COMPANY (Font Times New Roman 19, bolded, centered)



BY Nguyen Van A SID: 01234567 [email protected] (Font Times New Roman 14, centered)



Performed at ABC Company, PR division 123 Pham Van Dong Rd Cau Giay, Hanoi (Font Times New Roman 14, centered)



in partial fulfillment of the requirements of the BA in English Programme Report of Internship ENG4001, February 18 – March 29, 2013 Date Submitted: April 5, 2013 (Font Times New Roman 12, centered)
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UNIVERSITY OF LANGUAGES AND INTERNATIONAL STUDIES FACULTY OF ENGLISH LANGUAGE TEACHER EDUCATION Mẫu số 4



NHẬT KÝ CÔNG VIỆC/INTERNSHIP JOURNAL Tuần/Week ..... từ/from ngày/date ..... tháng/month..... năm/year ..... đến/to ngày/date.....tháng/month..... năm/year..... Họ và tên sinh viên thực tập/The Intern: _______________________________



Mã sinh viên/SID: _________________



Cán bộ hướng dẫn thực tập/The External Supervisor: ________________________________ Tên đơn vị tiếp nhận thực tập/The Host Organisation: _______________________________ Thời gian/Timeline



Nội dung các công việc được giao và thực hiện/Tasks



Diễn giải cách thức thực hiện công việc/Description



Đánh giá về mức độ hoàn thành công việc/ Đề xuất/SelfEvaluation



Ghi chú/Notes



XÁC NHẬN VÀ NHẬN XÉT CỦA CÁN BỘ HƯỚNG DẪN THỰC TẬP/COMMENTS OF THE EXTERNAL SUPERVISOR: .................................................................................................................................................................................................................................................................................... .................................................................................................................................................................................................................................................................................... .................................................................................................................................................................................................................................................................................... .................................................................................................................................................................................................................................................................................... CHỮ KÝ CỦA CÁN BỘ HƯỚNG ĐÃN THỰC TẬP/SIGNATURE OF THE EXTERNAL SUPERVISOR: _________________________
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