
SYLLABUS 
MNGT 497 

 
Pre-requisites 

o Internship hours must begin and end within the semester enrolled for the 
course. Internships from prior semesters will not be accepted. Students must 
complete 120 hours at the internship to receive 3 course credits (40 hours per 
credit unit).  
o The internship must take place in an office. Students cannot tele-commute or 
work from a home setting.  
o The company must have more than 2 full-time employees. The employees 
cannot be contractual or telecommuter employees.  

 
Provide: 

o Job description on company letterhead  

 Students must provide a job description on company letterhead, no 
exceptions  

 The job description must include in detail all of the intern’s duties.  

 The job description MUST be written by the employer’s HR department 
or the supervisor of the internship. Students may not write the job 
description.  

o Proposed Work Schedule  

 Must be signed by direct supervisor, and student   
 
Course Purpose and Objectives  
 
MNGT 497 integrates practical work experience with a directed, reflective, academic 
component to help you develop personal, professional and academic competencies. You 
will use the workplace as a starting point for study; however, you will need to go beyond 
the common experiences of an employee. Study, critical thinking, reflection, and 
theoretical and/or conceptual exploration supplement your work experience, to help 
you develop workplace knowledge, skills and attitudes (KSAs). A primary and 
fundamental objective of the course is to help you develop the competency of self-
directed learning. This will likely be a very different learning experience than what you 
have encountered thus far in your educational career. This course will require 
substantial self-directed discipline since you will be managing your own learning 
experience. If you do your job well, you will be better prepared for the workplace.  
 
CAREER PORTFOLIO  
 
Purpose: Your portfolio can help you market yourself to employers. It can be one of the 
most beneficial tools for you to use in interviews. You can support what you tell an 
employer in an interview with items from your portfolio. As you are talking about 
specific projects or skills, you can refer back to your portfolio.  



 
Your portfolio will be:  
 
• An organized record of goals, accomplishments, skills, projects completed, and other 
evidence of successes and progress, as in letters of recommendations. Use your 
portfolio to compile your achievements and reflections that occur during your 
MNGT497 internship, to demonstrate your accomplishments, and to show your ability 
to add value.  
 
• A beneficial tool for you to use in interviews to showcase your work and skills. As you 
are talking about specific projects or skills, you can refer back to your portfolio.  
 
Types of portfolios:  
 
In general, there are two types of portfolios: skills-based and project-based.  
 
Skills-based portfolios are organized according to skills you wish to highlight and are 
especially suited for college students.  
 
Project-based portfolios are organized according to projects and are preferred after 
some time has been spent in the workforce and you want to highlight the results you 
have achieved. You can only display a project created by you at your MNGT497 
internship. 
 
The format for your career portfolio should be:  
 
Title Page  
 

• The portfolio title page should include the following information: your name; name 
of professional experience organization or project; name and title of sponsor; 
semester and year that the professional experience occurred.  

 
Table of Contents  
 

• Prepare a separate page listing the five KSAs you wish to emphasize and all primary 
items in your portfolio demonstrating achievement of these KSAs and your learning 
objectives. Include divider pages for each section in your portfolio in accordance 
with your table of contents. There is no need to provide page numbers since 
portfolio contents may be later added or deleted as necessary.  

 
Executive Summary  
 

• Write a one page executive summary of the portfolio. It will serve as an introduction 
of yourself and of your portfolio to a potential employer. This summary must be the 



first section in the portfolio after the table of contents. Concentrate your discussion 
on how you can add value, the capabilities that you offer based on your internship, 
other work and personal experience, and your education.  

o The Executive Summary must contain: 
▪ Summary of your education, skills, experience and qualifications 
▪ Summary of information contained in the portfolio  

 
Job Description 
 

o Include a copy of the written job description or work objectives that your 
internship site established for you. The job description must be on company 
letterhead.  

 
Portfolio Sections with Reflective Commentaries 
 

o This is the “heart” of your portfolio. Answer the question: “how prepared are 
you to add value for a future position so that you will have an edge in the job 
market?” Provide evidence of your accomplishments and progress for the 
five KSAs you selected as part of your learning objectives.  

▪ Portray any new knowledge/competencies that you have obtained.  
▪ Include the items that you have selected to demonstrate what you 

have learned and accomplished. Items should be placed directly after 
the reflective commentary about each item.  

 
o Begin each section with a page presenting the pertinent KSA and relevant 

learning objectives, resources/activities, and evaluation/verification criteria.  
Then provide a commentary for the section that discusses the following 
three points:  There should be five sections, once for each KSA. 

▪ a) Here is what I have done: Introduce the item(s) selected that 
demonstrate achievement of the KSA. Describe and define what the 
item is, how it was accomplished and when it was done.  

▪ b) Here is what it means to me: Explain why this is significant to you. 
Why did you select this item to include in your portfolio? What does it 
represent in terms of an accomplishment for you? What changes in 
your beliefs, behavior and/or values does it represent? What are the 
implications for you? Did it have an impact upon anyone else? If so, 
how?  

▪ c) Here is where it leads me: Has this led you to realize any future 
course of action for continued growth and development? How does 
this impact upon your future? How can you cross apply this skill (or 
skill set) in future employment situations to add value?  
 

Use different examples for each of the five KSAs. You cannot use the same example 
for several KSAs. 



 
RÉSUMÉ (Include in Portfolio)  
 
A résumé is the persuasive document written to obtain an interview. In order to be 
prepared for your job search, you must revise your résumé. The résumé should 
document your experience, achievements and/or skills utilized during the internship 
experience and other work experiences. 
 
ADDITIONAL DOCUMENTS (Include these evaluation forms in your portfolio)  
 
• Employer's Final KSA Performance Evaluation – sponsor completes. (Do not include 
this in your portfolio. Have your supervisor send directly to your professor). 
 
https://www.towson.edu/assessmentoffice/guidelines/documents/examples-of-
rubrics/field-experience/cbe-employer-ksa-evaluation.pdf 
 
• Final Work Hours Log  
 
• Student Evaluation of Internship 

 
  

https://www.towson.edu/assessmentoffice/guidelines/documents/examples-of-rubrics/field-experience/cbe-employer-ksa-evaluation.pdf
https://www.towson.edu/assessmentoffice/guidelines/documents/examples-of-rubrics/field-experience/cbe-employer-ksa-evaluation.pdf


THE PROFILE OF A CBE GRADUATE (KSAs) 
 

ACCREDITED BUSINESS KNOWLEDGE  
1. Know, apply, and integrate the content of one’s major  

 
COMMUNICATION  

1. Write articulate, persuasive, and influential reports, proposals, and letters  
2. Make articulate, persuasive, and influential oral presentations  
3. Develop graphic, spreadsheet, and financial analysis to support position taken 
4. Engage in active listening in individual and group settings  

 
THINKING: CRITICAL AND CREATIVE  

1. Identify problems and/or opportunities using disciplinary concepts  
2. Generate and evaluate feasible alternatives  
3. Develop comprehensive, justified conclusions and recommendations using 
qualitative and/or quantitative tools  
 

TECHNOLOGY 
1. Use general & discipline specific software for state-of-the-practice business 

applications  
 
LEADERSHIP and TEAMWORK  

1. Focus on goal achievement  
2. Guide team towards the achievement of common goals  
3. Maintain group cohesion, follower satisfaction, and efficient operations.  

 
ETHICS and VALUES  

1. Display ethical conduct and honor-system behavior  
2. Apply ethics in business decision-making, considering the impact on multiple 
stakeholders 

 
ATTITUDE AND PRACTICAL EXCELLENCE  

1. Be attentive, proactive and ready to learn  
2. Meet commitments and complete tasks according to assigned requirements  
3. Treat others with respect; show sensitivity to their views, values and customs  
 

EMPLOYABILITY  
1. Show evidence of a quality, mentored, reflective professional experience  
2. Demonstrate effective job search: career portfolio, resume and interview skills 
3. Assume responsibility for one's own career management and goal-setting 


