Competency Checklist

Name of Student: _________________________________________________________________________________

SS#: _________________________________________         Date: _________________________________________

Internship Site: ________________________________
   Job Title: _____________________________________ 


Rating Scale: 2. Exceeds Expectation

                       1.   Meets Expectation
           
  0.  Failed to Meet Expectation 

Unit I

Introduction to the internship Program

Competency


Notes









     Rating
	1.  Complies with rules and regulations of Program 

	
	2
	1
	0

	2.  Complies with contract obligations

	
	
	
	

	3.  Uses technology
effectively.

	
	
	
	

	4.  Completes career
portfolio.

	
	
	
	


Unit II

Succeeding On the Job
Competency


Notes








             Rating


	5.  Follows practices and polices that promote

health and safety in the

workplace. 

	
	2
	1
	0

	6.  Demonstrates an understanding of the employer’s expectations.

	
	
	
	

	7.  Meets employer expectations.

	
	
	
	

	8.  Follows rules and regulations.

	
	
	
	


Unit II (Cont.)

Succeeding On the Job

Competency


Notes









    Rating
	9.  Dresses appropriately at the training station.

	
	2
	1
	0

	10.  Demonstrates appropriate work attitudes.

	
	
	
	

	11. Demonstrates effective employee traits.

	
	
	
	


Unit III

Interpersonal Skills

Competency


Notes









    Rating

	12.  Demonstrates appropriate interpersonal skills.

	
	2
	1
	0

	13.  Complies with sexual harassment policies.

	
	
	
	

	14.  Demonstrates the ability to resolve workplace conflict.

	
	
	
	

	15.  Demonstrates the ability to value diversity.

	
	
	
	

	16.  Demonstrates the ability to work effectively as a team member.


	
	
	
	


Unit IV

Managing Resources

Competency


Notes









    Rating


	17.  Demonstrates the ability to manage time effectively.

	
	2
	1
	0

	18.  Demonstrates the ability to manage finance effectively.

	
	
	
	

	19.  Demonstrates the ability to manage technology effectively.

	
	
	
	


Unit V.

Planning a Career/Educational Future
Competency


Notes









    Rating
	20.  Completes career/educational plan that includes information up to four years past high school graduation.

	
	2
	1
	0

	21. Demonstrates the ability to use technology to locate job leads in career area.

	
	
	
	

	22.  Completes an on-line application.

	
	
	
	

	23.  Completes a written plan for terminating from employment station.

	
	
	
	


