
Introduction				    11

	 Preparation

Assignment 1	 My details	 15
Assignment 2	 This is me!	 16
Assignment 3	 My qualities	 17
Assignment 4	 My interests	 19
Assignment 5	 Contacting the internship company	 21
Assignment 6	 My CV and cover letter	 23
Assignment 7	 Taking a job interview	 24
Assignment 8	 The internship agreement	 27
Assignment 9	 Agreements at internship	 28
Assignment 10	 Collegiality	 29
Assignment 11	 Professional attitude	 30
Assignment 12	 Portfolio		 33

	 Execution

Execution of internship assignments	 37
Internship assignment 1	 Testing goods	 39
Internship assignment 2	 Receiving goods	 43
Internship assignment 3	 Checking goods	 47
Internship assignment 4	 Entering goods into inventory system	 51
Internship assignment 5	 Moving and storing goods	 55
Internship assignment 6	 Repacking and storing goods	 59
Internship assignment 7	 Cleaning up packaging materials and separating waste	 63
Internship assignment 8	 Taking stock	 67
Internship assignment 9	 Preparing materials	 71
Internship assignment 10	 Picking orders	 75
Internship assignment 11	 Packing goods	 79
Internship assignment 12 	 Checking order	 83
Internship assignment 13 	 Preparing goods for shipping	 87
Internship assignment 14 	 Loading goods and administrative completion	 91
Internship assignment 15 	 Working orderly	 95
Internship assignment 16 	 Preventing losses	 99

Table of Contents



	 Assessment

Weekly sign-off list	 105
Mid-term assessment	 107
Final assessment	 111

	 Evaluation

How did your internship go?		  119

Appendices

Appendix 1	 Qualities list	 123
Appendix 2	 Sample cover letter	 124
Appendix 3	 Template cover letter	 125
Appendix 4	 Sample CV	 126
Appendix 5	 Template CV	 127


	Lege pagina



