Student _________________________________________________________________
Work Site _______________________________________________________________
Work Supervisor _________________________________________________________
CHAPTER 3: Evaluate Your Reputation
1.
Much emphasis is placed on the 30-second first impression. List three things you did to make a favorable first impression with your internship contacts.

a.


b.


c.

2.
Your professional reputation should be an asset and not a liability to your internship. Explain three ways you are an asset to your internship.

a.


b.

c.

3.
Work ethic makes a lasting impression and can affect your reputation. Write a paragraph to describe your work ethic as a selling point to a prospective internship.

4.
Actions can speak louder than words. Explain what message your actions at work are relaying to your internship sponsor.

5.  
Manners are an important part of your reputation. Describe an occasion when you have practiced good etiquette at your internship.
6.
Goals provide the roadmap to success. List three goals pertaining to your reputation that you want to accomplish during your internship.


a.


b.


c.

7. A solid strategy for success must include personal improvement. List five areas in which you would like to improve.

a.

b.

c.

d.

e.

8. Write a paragraph explaining the dress code at your internship. Write a second paragraph explaining how the way you dress can affect your reputation. 
9.
Interns can learn more about their sponsor or specific careers by asking questions. Write ten questions about the company or organization where you are completing your internship. Gather answers to the questions by speaking with various leaders in the company.

a.

b.

c.

d.

e.

f.

g.

h.

i.

j.

10. Giving effective presentations can help you gain a reputation as a good communicator. Talk with your mentor or supervisor and determine an electronic presentation that you can prepare for your company or organization. Prepare the presentation and share it with your mentor or supervisor.

Reality Check: A Time and Place for Humor

A good sense of humor can break down barriers and ease tensions between new acquaintances. There is an appropriate time and place for good, clean humor.
Isabel has never had a problem meeting new friends. She has a reputation for having a unique, dry sense of humor. Her humor is well-received by others. Isabel has worked hard in school to earn high grades. She recently took an unpaid internship at a major investment firm that will greatly enhance her career aspirations. Isabel has found clients at her internship to be extremely serious about their investments and future wealth. She has been with the investment firm for three months and has made a lot of professional friendships, thanks in part to her light, upbeat sense of humor. Isabel even feels comfortable enough to exercise her sense of humor with the firm’s most serious investment clients.

a.
What are the advantages of a good sense of humor?

b.
Why should individuals consider the setting when determining how to implement a sense of humor?

c.
How would Isabel’s light, upbeat sense of humor be beneficial when working with investors?

d.
Describe a situation at the investment firm in which humor would be inappropriate.
e.
Define a safe, appropriate sense of humor for most workplaces.


CHAPTER 3: Evaluate Your Reputation
Purpose:  This activity challenges students to think about what image they are portraying at their internship. The activity focuses attention on manners, etiquette, and improving the professional image and reputation.

Possible Solutions:

Answers for Question 1 will vary.
Answers for Question 2 will vary. Answers should indicate that students know the difference between personal assets and liabilities. Assets are positive and liabilities are negative characteristics.

Answers for Question 3 will vary. Good work ethic includes being a team player who puts forth the greatest effort. These individuals go beyond the call of duty to complete tasks correctly and completely.

Answers for Question 4 will vary. Students should describe the message that their actions will relay at the workplace.
Answers for Questions 5, 6, and 7 will vary.
Answers for Question 8 will vary. Students should thoroughly explain the dress code or lack of dress code at their internship and explain how their dress can affect their reputation.
Answers for Question 9 will vary. Students should develop questions to help them learn more about the career presented by their internship.
Answers for Question 10 will vary. This question challenges students to take initiative at their internship to prepare a valuable presentation that will put them in the professional spotlight.

Reality Check:  A Time and Place for Humor

Purpose:  Students should understand the value of a good sense of humor. Students must determine when a sense of humor is appropriate and when it is inappropriate in the workplace.

Possible Solutions:
a. Answers will vary. A good sense of humor breaks the ice in tense situations. A good sense of humor can be used successfully to foster friendships and professional networks.

b. Some settings are more appropriate for humor than other settings. Serious business meetings are probably not the place for a lot of humor; however, humor can help break the tension.

c. Investments are serious business because they involve money. A sense of humor may come in handy to lighten things up and put others at ease.

d. Answers will vary. A sense of humor is not appropriate when serious investment decisions must be made.

e. Answers will vary. A safe, appropriate sense of humor is clean humor that is not discriminatory.

