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Offering a  

Micro Internship 

at MU 
This guide is designed to help organizations establish or run a micro 

internship. It should be used as a tool and provide some guidelines as 

to common practices.  

If you have questions or wish to talk more specifically about your micro 

internship needs, please do not hesitate to contact Máire Buckley at 

maire.buckley@mu.ie  

mailto:maire.buckley@mu.ie
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About MU Micro Internships 
MU Micro Internships provide a new gateway for organisations to connect with Maynooth 

University students. They aim to provide valuable professional experience to prepare 

Maynooth University Students (Undergraduate and Postgraduate)  for the world of work, 

whilst enabling organisations to quickly access a diverse array of skills and a wider pool of 

talent. 

Characteristics of Micro Internships: 

• Short-term projects / professional assignments that students work on for an 

organisation during a specified timeframe (please refer to appendix for examples).  

• Typically 20 to 100 hours of work.  

• Can be full time (during vacation periods) or part time (maximum 20 hours per week 

during the academic year) 

• Projects can be completed between one week, one month or longer. 

• Advertised at any stage of they year, they aim to engage students in meaningful, 

professional work. 

• Promoted to all students (undergraduate and postgraduate) from all disciplines, 

introducing organisations to a very wide talent pool. 

• Can be paid (preferable) or unpaid (maximum of 40 hours) 

• Can be accredited via the Maynooth University Student Experience (MUSE) Awards  

If paid: Enterprise and Work Experience Stream / If unpaid: Volunteering and Civic Engagement 

stream 

The benefits of hosting a Micro Internship include: 

• Receiving a project deliverable that adds value to your organisation. 

• Enhanced flexibility and productivity - students work on the project when it suits you, 

at a low cost to your organisation. 

• Benefiting from students’ transferable skills and empower the development of 

students’ soft skills. 

• Seamless recruitment process, facilitated by the Micro Internship team. 

• Giving students relevant work experience in your sector which could improve the 

overall quality of graduate candidates in the future. 
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How to design a Micro Internship that suits your 

Needs 1  

The three most popular reasons to hire a micro intern are: 

1. You have more work than you / the team can handle, but don’t necessarily need full 
time help; 

2. You want to develop future entry level employees; or 
3. You want to develop the leadership and management of current employees.  

Often all three reasons are important and relevant for looking to host a Micro Internship.  

Identify a Need 

Do I need a Micro Intern?  

Completing the following exercise is a useful way to discover whether there is a need for a 
micro internship in your organisation, and if so, in what area. 

Step One: Identify Your Tasks 

List out all of the projects on your plate both currently as well as anything coming up in the 
next four weeks. You may want to leave off things like daily email correspondence and 
meeting participation and keep the list to tactical, ongoing, projects that can be clearly defined 
(and hopefully delegated)! 

Step 2: Document Time and Frequency  

Go through your project list and include a time estimate to complete the task and how often 
the task is performed. Depending on how you work today, you may need to keep a log for a 
week to accurately estimate the time it takes to work on each project. You will also want to 
note how often you work on the task:  

• Are you posting to social media daily?  

• Drafting a weekly blog post?  

• Performing monthly data clean up?  

• Creating quarterly reports?  

For this exercise, round up to the nearest hour to account for any learning curve an intern 
may need when taking over the project.  

Step 3: What Could You Do Instead?  

 
1 Parker Dewey,  “How to Set Up an Internship Program”, accessed xxxxxxxxxx date.  

https://info.parkerdewey.com/internships-101
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Once you’ve listed out projects, tasks, the time and frequency, you’ll start to see how much 
of your time could be spent on more strategic tasks. Take a moment to list out all the projects 
you’re not working on as a result of time pressure, projects or job functions you could take on 
with more time and assistance, or anything that’s been a “great idea for another day” that 
never makes it to the top of your list.  

Step 4: Compare Cost to Value  

After completing these two lists, you’ll start to see where an intern could lend support while 
learning more about your business and career. You’ll also see what work you’re missing out 
on by being bogged down with undelegated tasks. While there are a lot of factors, delegating 
to an intern while also building a talent pipeline can provide a significant benefits to your 
company. 

Task List Time Estimate Frequency Could this be 
delegated? 

What could you 
do instead? 

e.g., Engaging 
Social Media 
Influencers 

2 hours Weekly Yes  

e.g., Data 
Cleansing 

5 hours Monthly Yes  

     

     
     

     
     

     

Plan 
Consider… 

Logistics 

• If the intern needs to be based on-site consider, where will you put the intern? Do you 

have adequate workspace for them? Will you help make parking arrangements, etc.?  

• Does the intern need access to specific systems / files to complete the tasks I hope to 

assign? 

• What will the intern be doing? Be specific as possible. Interns, like others in the 

process of learning, need structure so they don’t become lost, confused, or bored. 

 

 

 

 

Person Fit 

• What sort of experience do you want in an intern? Note that Micro Internships are 

advertised to students of all disciplines – so it’s more skillset based than discipline 

linked. 



 
 

6 
 

• Decide on standards for quality beforehand --- it will help narrow down your choices 

and find the best candidate.  

Supervision and Monitoring 

▪ Who will have the primary responsibility for the intern? How often will they contact 

them, and how? 
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Best practices for Employers Considering a Micro 

Internship 
✓ Develop a well-rounded micro-internship experience that allows the student to learn 

about your organization and professional field, build upon both technical and soft 

skills, and engage in meaningful projects.  

✓ Prepare meaningful tasks and projects that are planned out in a logical order that the 

intern will be able to manage and perform the work independently. If possible, write 

a workplan that covers the entire experience or at minimum provide a weekly or bi-

weekly workplan to help guide the student (we have templates to support you with 

this). 

✓ Engage the entire team in the micro internship process (where possible) to allow the 

student(s) to interact with a variety of colleagues on multiple topics in various 

platforms. 

✓ Provide clear instructions and descriptions of the work to be done as well as any 

necessary materials to allow the student access to the information as needed.  

✓ Schedule regular check-in meetings with students and connecting students to 

relevant colleagues within the organization. 

✓ Consider additional supports and supplies students might need to complete the 

experience, including computer access, as well as access to networks, shared files, 

databases, and relevant software. 

✓ Enjoy the experience! You are providing a wonderful opportunity for the next 

generation of workers and they will no doubt be excited to work with you. 
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Key Points for Completing the Proposal 
The Micro Internship proposal you submit on MU Future Ready Connect is what will be 

advertised to Maynooth University students. As such, we recommend having this guide open 

whilst filling it in. 

We encourage you to share as much detail as possible as it will increase the visibility of your 

opportunity among the Maynooth University student population, and the chances of receiving 

a good number of applications. 

Any fields marked with a * must be completed. For fields that allow multiple selections, please 

select all options that apply.  

If you are called away to another task whilst filling in this form, please ensure you save your 

text elsewhere to avoid losing your work. The system will time out if no edits have been 

saved within a 60-minute period. 
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Before your Post Your Micro Internship 
 

✓ Check… if the opportunity fits the MU’s Micro Internship Criteria 

 

▪ Does it involve short-term, professional assignments, comparable to those tasks that 

could be given to a new hire or a summer intern? 

▪ Does it require between 20 – 100 hours work by a student? 

▪ Can it be completed part-time (during term time) or full-time (during vacation 

periods)?  

▪ Is it skills based, so it can be advertised to Maynooth University students from any 

year group or discipline? 

If you’re unsure or have questions about your micro internship idea, please e-mail Máire 

at maire.buckley@mu.ie 

 

✓ Consider…How will this appeal to students? 

 

▪ What can you tell them about your organisation? 

▪ What will this Micro Internship involve? 

▪ What skills would the intern develop from working with you / your organisation? 

▪ Are there any professional development opportunities available as part of the 

experience? (e.g., Work Shadowing / Mentoring / Career Advice / Future Employment 

Opportunities) 

▪ How will the student and their skillset benefit your organisation? 

 

✓ Register… on MU Future Ready Connect 

 

MU FutureConnect is Maynooth University's online careers and employability portal 

enabling students, graduates, and organisations to engage with our programmes and 

services.  

 

This platform is managed by the Career Development Centre and the Experiential 

Learning Office and is divided into two sections, Careers Connect and Future Ready 

Connect. Each section connects you to relevant opportunities, programmes, events, 

resources and more. 

 

If you have not already done so, please register your organisation on  Future Ready 

Connect. You will receive approval within two working days (do not worry, you can still 

post your micro internship while you are waiting for this approval) . If you do not receive 

an approval e-mail, please contact Máire Buckley at maire.buckley@mu.ie 

  

mailto:maire.buckley@mu.ie
https://www.maynoothuniversity.ie/careers
https://www.maynoothuniversity.ie/experiential-learning
https://www.maynoothuniversity.ie/experiential-learning
https://experiential-learning.mufutureconnect.maynoothuniversity.ie/home.html
https://experiential-learning.mufutureconnect.maynoothuniversity.ie/home.html
mailto:maire.buckley@mu.ie
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Submitting your Proposal on MU Future Ready 

Connect 
Below is a step-by-step guide to show you how to submit your Micro Internship proposal on 

our MU Future Ready Connect platform. Please follow these instructions to ensure your micro 

internship is uploaded to the correct part of the portal and achieves maximum visibility among 

students.  

Step One: Go to MU Future Ready Connect 

Log into your organisation account on MU 

Future Ready Connect, click the external 

opportunities dropdown menu and select 

“Post Opportunity”. 

 

 

Step Two: Enter the Publishing and Advertising Details 

Select your advertising start date and 

expiry (closing) date from the dropdown. 

We recommend keeping the position 

advertised for a minimum of two weeks to 

allow for sufficient time to promote it. 

For e-mail notifications, select ‘the main 

contact for this vacancy only’. This will 

ensure you receive key information. 

 

The application details field is auto 

populated because the Micro 

Internship Team manage the 

recruitment process on your behalf.  

Students fill in a short application 

form which asks why they are 

interested in the position and what 

skills / experience they can offer, and 

also upload a copy of their CV.   

All applications will be shared with 

you via e-mail at the end of the 

advertising period. 

https://experiential-learning.mufutureconnect.maynoothuniversity.ie/home.html
https://experiential-learning.mufutureconnect.maynoothuniversity.ie/home.html
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Step Three: Fill in your Micro Internship Details 

Input the title and select the appropriate 

opportunity type. 

Insert your full micro internship advert in the 

Opportunity Summary box. We recommend 

you: 

- Briefly introduce your organisation, highlighting its 

background and current work 

- Provide details on how the micro internship fits into 
the organisation  

- Outline the tasks that the student will undertake 

(please ensure they are realistic for the time frame) 

- State supervisory arrangements and whether there 

are any further opportunities (e.g., Mentoring / work 
shadowing) 
- Highlight how the project will be concluded. What 

will the intern/organisation achieve, what will the 

outcomes be, and how will the project be used? 

Note further questions will follow in relation to 

specific deliverables required (See the next page of 
this document for further details) 

 

Select up to 5 occupational areas that relate to 

your organisation and micro internship. 

 

 

Use the drop-down menus to select ‘location’ and 

‘countries’ the internship will take place within. 

The ‘location details’ box is where you can add a 

specific address or details to explain how this will 

be a remote internship. 

Use the drop-down menu to select the payment 

amount (if applicable).  

Note: If your  short term work experience opportunity is less than 40 hours in total, we do not require 

that students be paid, however, we do require any student related expenses to be imbursed and/or 

strongly recommend a  stipend to be provided to acknowledge the work completed. If greater the 40 

hours work, the student must be paid. 

Use the drop-down menu to select how many 

micro internships you have available.  

The interview and start dates do not need to be 

filled in – but if you know these dates then please 

select them from the drop-down menus. Within 
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the ‘start date details’ section is where you can add extra details if you feel necessary.  

 

Enter the total number of hours this work would 

take. 

 

Select the type of deliverable the student will be 

expected to deliver as part of the micro 

internship (tick all that apply) 

 

 

Select desirable skills and qualities. Fill in 

additional skills / experience, if applicable. This 

serves as a helpful guide for students when 

writing their applications. This does not have to 

give a lot of detail, but several criteria are helpful. 

 

 

 

Enter the student learning outcomes. Here you 

highlight to the student the benefits of 

participating in this experience.   

Examples include:  

▪ Putting what you learned in university to 
practice 

▪ Developing excellent networking skills and 
establishing new contacts 

▪ Gaining valuable experience and exposure 
with X, Y, Z 

▪ Potential for further work 

▪ A unique role that will stand out on your CV 

▪ (If an SME) More responsibility and 
opportunities for creativity than a typical 
internship at a larger company would 
provide 

 



 
 

13 
 

 

Select how you would like to assess the candidate. 

Review the terms and conditions and submit your 

opportunity for review. 
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After you’ve submitted your Proposal 
The scheme’s coordinator will review the opportunity. You will be notified when it  has been 

approved, or if we require some further information.  

Once published we will advertise it across our social media platforms and target student 

cohorts that it may be of interest to. We will keep you updated throughout the process and 

should you have any queries please do not hesitate to contact Máire Buckley at 

maire.buckley@mu.ie  

 

  

mailto:maire.buckley@mu.ie
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Appendix 
Micro Internships in Practice 

Sample Project Ideas for different types of Micro Internships 
If you are interested in hosting a micro-internship but are not sure what tasks / type of projects 

might be appropriate, check out our guide below. We’ve compiled a list of ideas that will help 

you make sense of what is suitable for the Micro Internship Programme and shared some top 

tips to enhance your opportunity posting. The list is not exhaustive, but we hope it helps you 

get started! 

 

 

• Coordinate with internal or external creative partners to create print, online and other 

collateral.  

• Plan, develop and implement strategic social media and public relations initiatives.  

• Create, organize, and execute email campaigns in MailChimp.  

• Plan and coordinate an event or meeting. 

• Develop and maintain an up-to-date contact database 

• Write and proofread marketing copy for both online and print campaigns 

Skills you might look for in potential candidates: 

Communication | Organisation | Creativity | Attention to Detail 

Top Tip 

Try to make your project descriptor as detailed as possible, and very outcome focused. This 

will ensure the micro-internship has clear outcomes that deliver value to you / your 

organisation, while also making sure you are attract the right talent. 

Below are some ideas of project tasks that are specific, outcome focused and suitable for a 

micro intern. Each individual one could form a small micro internship, or multiple tasks could 

be combined to make up a larger micro internship 2. 

Sample Project Tasks; 
Content Creation We would like you to: 

• Research and write a 500-750 word blog post on a topic 
that will be provided on the kick-off call.  

• Design a marketing campaign to push out your newly 
written content. Be sure to provide rationale for the 
various marketing channels chosen and how you would 
measure the success of the campaign. 

• Briefly describe how you would adjust your marketing 
strategy to scale the campaign for a second iteration. 

Social Media 
Calendar 

We would like you to: 
✓ Curate 15-20 publications for content we can re-

purpose. The topic will be provided on the kick-off call.  

 
2 2 Parker Dewey,  “How to Set Up an Internship Program”, accessed xxxxxxxxxx date.  

Communications and Marketing 

https://info.parkerdewey.com/internships-101
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✓ Then draft social posts with a corresponding social 
media calendar that references the content you sourced. 
Be sure to provide rationale for your social media 
platform of choice. 

Case Study 
Development 

We would like you to: 
✓ Develop a brief case study on a recent success we have 

had with a client that we can use for marketing purposes 
and partnership reference. We will provide information 
on the recent success. 

✓ Draft a one-pager that highlights the customer’s 
problem, alternatives considered and why they chose to 
work with us and the positive impact of their decision. 

Research and 

Recommendations 

✓ Analyse our existing partner network and think of ways 
to maximise earned social 

✓ Work up a report in PowerPoint format with 
recommendations and present that to the team 

Digital Design ✓ Design an online marketing campaign and comms plan in 
partnership with the Content and Digital 
Communications Executive and the Digital Manager 

✓ Source and produce (design in Canva + copywrite) 
engaging content to support the campaign 

Source: ParkerDewey 

 

 

 

 

• Research economic data from multiple sources and create visual aids to display 

pertinent key findings and information to the team.  

• Transcribe and/or write summaries for a collection of oral histories.  

• Collect data related to customer sales and inventory information; assist in data 

analysis and development of action plans to improve inventory position.  

• Devise and evaluate methods for collecting data, such as surveys, questionnaires, and 

opinion polls 

• Convert complex data and findings into understandable tables, graphs and written 

reports 

Skills you might look for in potential candidates: 

Research| Critical Thinking | Attention to Detail | Problem Solving 

Top Tip 

Try to make your project descriptor as detailed as possible, and very outcome  focused. This 

will ensure the micro-internship has clear outcomes that deliver value to you / your 

organisation, while also making sure you are attract the right talent. 

Below are some ideas of project tasks that are specific, outcome focused and suitable  for a 

micro intern. Each individual one could form a small micro internship, or multiple tasks could 

be combined to make up a larger micro internship. 

Data, Statistics, Research and Analytics 
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Sample Project Tasks 
Storytelling with Data We would like you to: 

✓ Analyze a set of customer service data (provided by us) 
qualitatively and quantitatively.  

✓ Identify trends, positive and/or negative, patterns, 
outliers, etc., and use tables, graphs, etc. to tell us the 
“story” of the data 

✓ Highlight the key takeaways 

Survey Creation We would like you to: 
✓ Gather feedback on one of our products (info to be 

provided by us) by way of a 10-question survey. This will 
involve creating the survey, identifying ways to gather 
responses, and execution.  

✓ Provide rationale behind the specific questions and the 

distribution plan.  
✓ Provide a summary of the results with key takeaways. 

Competitive Analysis We would like you to: 
✓ Develop a brief case study on a recent success we have 

had with a client that we can use for marketing purposes 
and partnership reference. We will provide information 
on the recent success  

✓ Draft a one-pager that highlights the customer’s 
problem, alternatives considered and why they chose to 
work with us and the positive impact of their decision.  

Research We would like you to: 
✓ Research best practices of other companies to recognize 

their employees based upon years of employment (1 
year, 3 years, 10 years, etc 

✓ Help us understand what “gifts” are most valued by 
employees and other ways of creating programs that 
align with company culture. Please note that the forms 
of recognition do not need to exclusively be a physical 
item or have a monetary value, but could be another 
form of recognition, an experience, etc.  

✓ After conducting this research (which will likely include 
online research, calls to companies, discussions with 
friends, etc.), prepare a summary of the data, 
highlighting some of the most effective recognition 
programs and your suggestions on ideas. 

Source:ParkerDewey 
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• Support Database Administration and Engineering in the architecture, design, 
development, deployment, and management of Microsoft SQL database 
environments. 

• Execute full software development life cycle (SDLC)  
• Develop flow charts, layouts, and documentation to identify requirements and 

solutions  
• Write well-designed, testable code  
• Build automation test framework 
• Test Code 
• Diagnose faults in the software and design programmes to solve those faults 

 
Skills you might look for in potential candidates: 

Problem Solving | Communication | Attention to Detail 

Sample Project Tasks 
Quality Testing We would like you to: 

✓ Do quality control testing on our website. The specific 
areas will be provided. Please document the process you 
used to complete the quality testing along with your 
findings. 

Web Updates We would like for you to: 
✓ Make updates to our current site. We will provide the 

specific areas of the site that need updating - specifics 
include stylistic, image and content updates. 

Query Revision We have provided several existing queries for our database. We 
would like for you to revise these queries to make them more 
efficient. 

Automation Our current reporting system is very manual and cumbersome. 
We’d like you to help us streamline it and make it more efficient! 

✓ 1.Review current process from the accounts view 
✓ 2.Review current manual process 
✓ 3.Propose efficient process 
✓ 4.Write guidelines for revised process 
✓ 5.Present to Operations Committee 

Source: ParkerDewey 

 

 
• Produce original online content and write headlines to SEO standards under editor’s 

guidance.  
• Research, fact-check and copy-edit material.  

• Call XXX to verify information, conduct online research, and enter data 
 
Skills you might look for in potential candidates: 

Excellent Written and Verbal Communication | Attention to Detail | Self-Starter 

 

Software Engineering and Technology 

Journalism and Publishing 
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Sample Project Tasks 

Blog Creation We would like you to: 

✓ Research, write and publish about ten articles, most of 
which will be building a narrative around a specific data 
point which should be interesting to our readers. The 
topics you’re writing about have a two-fold commercial 
purpose: firstly, they’ll help drive traffic to the site and  
secondly, by littering your content with relevant 
keywords, you’ll help improve the company’s positioning 
for SEO purposes. 

In whatever you pen, we would love to help you to bring the stories 
to life using interactive data and proofreading them.  

There’s an element of freedom with this role which you mightn’t 
get with a larger company, so if you come up with topics which are 
obviously better than ours, we’re going to go with yours. The role 
will be what you make of it – you will essentially be given the 
opportunity to design, manage, and operate the company’s blog. 

Research ✓ We would love you to fact check and conduct basic 
research for 5 articles to be outlined in the kick-off call.  

✓ Following this we would like you to research imagery to 
complement the articles. 

 
 

 
 

• Create a social media content calendar across all platforms  
• Identify how we can improve our social media performance by capturing and 

analyzing the appropriate social data/metrics, insights and best practices, and then 
presenting that to the team  

• Generate, edit, publish and share daily content (text, video, images, etc.) that builds 
meaningful connections and encourages community members to take action  

• Monitor SEO and user engagement and suggest content optimization  
 

Skills you might look for in potential candidates: 

Self-Motivation | Written Communication Skills | IT Skills | Creativity 

Sample Project Tasks 
Planning and Design We would like you to: 

✓ Produce a 12-month Social Media Content Calendar. This 
will involve research into all our core programmes and 
engagement with all stakeholders to understand key 
deadlines.  

Social Media 
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✓ At the end of the experience, we would like a completed 
content calendar that has 2-3 posts scheduled weekly. 

Content Creation We would like you to: 
✓ Create a social media pack (promotional materials, colour 

scheme, branded content etc.) for our office - including 
relevant posts and images that are social media ready 
and can be re-used when necessary. 

Influencer Engagement We would like you to: 
✓ Identify 50 social media influencers on Instagram and 

Twitter in a specific space based upon their following and 
shared interests.  

✓ Once you identify these influencers, craft ten potential 
posts/tweets we could make to engage with them and 
three campaign ideas to co-post with any one of the 
identified influencers. 

Competitive Analysis We would like you to: 
✓ Research ten key competitive products in a specific 

market. For each, highlight the key similarities and 
difference (real and as marketed) and outline the social 
media efforts associated with each, including key 
messaging, features highlighted, pre-announcements, 
etc.  

✓ In addition to the outbound efforts driven by the 
company, please capture the insights (positive and 
negative) provided by customers and highlight any key 
trends. 
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Action Verbs to support you in writing your Micro Internship Proposal  
 

Administrative Action Verbs 

• Advise - Offer an informed opinion or give specialized information to others.  

• Adapt  - Modify or change to fit specific or new situations. 

• Administer - Manage or direct 

• Appoint - To set officially, arrange. 

• Approve - Exercise final and decisive authority, causing action to use money, 

manpower, materials, or equipment. 

• Arrange - To make preparations for, to plan. 

• Authorize - Approve or commit an act implying subsequent action by others.  

• Consult - Consider, asking advice or requesting opinion of. 

• Control  - Direct, regulate, or guide the use of money, methods, equipment, and 

materials. Also, the process of monitoring activities to ensure conformance with 

planned results. 

• Coordinate   - Regulate, adjust or direct the related actions of others in order to 

attain desired results. 

• Decide - To select a course of action. 

• Delegate - Entrust to another person tasks or duties which require exercise of 

some of the authority of the person originally responsible, as "To delegate an 

administrative assistant to represent the department at conferences." 

• Determine - To fix conclusively, regulate. To decide by choice of alternatives.  

• Direct  - Govern or control work operations by establishing the 

implementing objectives, practices and methods. 

• Enforce - To effect or gain by force. To carry out effectively. 

• Establish - To institute permanently by enactment or agreement. 

• Execute- Put into effect or carry out methods, plans, etc. 

• Initiate  - Set going or introduce. 

• Manage - Plan, organize, direct, control, and evaluate operation of an 

organizational unit, with responsibility for the output. 

• Order  - Arrange or command to come to a specified place or decision. 

• Organize - To set up an administrative structure for. To arrange by systematic 

planning and united effort. 

• Plan  - To design or plot a scheme or project by means or method devised 

for doing something to achieve an end. 

• Reject  - To refuse to accept, consider or submit to. 

• Require- To ask for by right and authority, request. 

• Review - Consider or examine facts or results for accuracy, completeness and 

suitability. 

• Supervise - Personally oversee or control work performance and conduct of 

others, where there is opportunity for control or inspection of work performed.  

• Train  - Teach, demonstrate, or guide others in the performance of 

assigned work. 
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Push Along Verbs 

• Activate Set up or formally introduce with necessary personnel or 

equipment. 

• Encourage Give help, inspire or pay patronage to. 

• Expediate Accelerate the process or progress of a plan, idea. 

• Implement Carry out or fulfill by taking action. 

• Maintain Keep in satisfactory condition. 

• Motivate Provide incentive or drive. 

Stop Verbs 

• check  To proof or review for errors. 

• delete  Eliminate or wipe out. 

• preventKeep from happening or holding back. 

• return  Go back in thought or action. Give an official account to a superior.  

• stop  Keep from carrying out a proposed action. 

Helper Verbs 

• advise  Offer an informed opinion or give specialized information to others.  

• aid  Provide with what is useful or necessary for achieving an end. 

• cooperate Act jointly with others. Act or work with others to obtain a mutual 

benefit. 

• counselAdvise or consult. 

• explain Make plain or understandable. 

• guide  Direct, supervise, influence or superintend the training of people.  

• instruct Teach, demonstrate, or by other methods impart knowledge to others. 

Direct   that a specific activity be performed, may include directing how it is 

to be performed. 

• participate   To take part or have a share in a project, group. 

• protect Maintain status or integrity of project, idea. 

• serve  Comply with the commands and demands of a boss, group. 

• show  Propose or mention an idea as workable or desirable. 

 

Get and Give Verbs 

• accept  Give admittance or approval to. 

• accumulate Increase gradually in quantity or number. 

• acquire Come into possession or control of an item or items. 

• arrange for To make preparations for, to plan. 

• buy  Acquire possession, ownership or rights to the use of services, 

items. 

• collect  Gather or exact information or materials from a number of persons 

or sources. 

• compile Put together information or assemble data in a new form. 
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• deliver  Send or bring a desired object. 

• distribute Deliver or hand out to several or many. 

• exchange Give and receive reciprocally. 

• forward Send goods or information onward. 

• furnish Provide or equip with what is needed. 

• gather  Bring together or collect parts of a group. 

• get  Obtain or receive. 

• give  Grant or yield to another. 

• inform  Communicate knowledge to others. 

• inquire Ask or search into. 

• issue  Make available through distribution. 

• keep  Preserve or maintain in a good and orderly condition. 

• mail  To send by the postal service. 

• notify  Give notice or a report on an occurrence or information. 

• obtain  Gain or possess. 

• procureGet possession or obtain by particular care and effort. 

• provideTo supply support to meet a need, make available. 

• pull  Demand or obtain advantage by use of exertion or influence. 

• purchase Gain or acquire by labour, money. 

• recall  Call back or cancel. 

• receive Come into possession of or acquire an item, idea. 

• recruit  Increase numbers of a group or bring in new members. 

• render  Deliver or hand down. 

• report  Give an account or make a written summary or statement. 

• secure  Put beyond hazard or receive lasting control. 

• sell  Give up property in exchange for money. 

• send  Deliver or dispatch as means of communication or delivery. 

• solicit  To make a petition or request for services, money. 

• submit Yield or surrender to authority. 

• Supply  Make materials available for use. 

• take  Get or seize into possession. 

• transfer Pass over from one person to another. 

• withdraw Back away or remove. 

 

Creative Verbs 

• create Produce through imaginative skill. 

• design Create or fashion a plan or idea. 

• develop Disclose, discover, perfect, or unfold a plan or idea, in detail, 

gradually.  

• Devise  Form in the mind by combinations of ideas, new applications of 

principles, or new arrangement of parts. 

• establish To institute permanently by enactment or agreement. 

• estimate Forecast future quantities, values, sizes, extents, etc., either on the 

basis of judgment or calculations. Frequently, estimating is shared with others, in 
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which case it is more precise to use "estimate" as a noun, and to state the job's 

function in relation thereto, i.e., originates, analyses, endorses, approves, etc., 

estimates of... 

• forecast Predict future events based on specified assumptions. 

• formulate   Put into a systemized expression or statement. 

• initiate  Set going or introduce. 

• install  To set up for use. 

• originate Begin or initiate. 

• plan  To design or plot a scheme or project by means or method devised 

for doing something to achieve an end. 

• project Plan, figure, or estimate for the future. 

• schedule Appoint a fixed time. 

Appraise / Study Verbs 

• analyze Identify the elements of a whole and critically examine and relate these 

component parts separately and/or in relation to the whole. 

• appraise Judge as to quality; compare critically with established standards. 

• ascertain Find out or learn with certainty. 

• Check  To proof or review for errors. 

• compare To examine characteristics to discover similarities or differences. 

• consider To observe or think about with regard to taking some action. 

• criticizeTo evaluate and judge merits or faults. 

• develop Disclose, discover, perfect, or unfold a plan or idea, in detail, 

gradually.  

• evaluate Appraise, to determine value, condition, significance or worth. 

• examine Investigate in order to determine progress, fitness or knowledge. 

• forecast Predict future events based on specified assumptions. 

• identifyThe act of proving identity. 

• inspect Examine materials, equipment, reports, work, etc., to determine quality, 

suitability for use, etc. 

• interpret Explain to others (orally or in writing) the meaning or significance of 

something. 

• interview Obtain information through questioning. 

• investigate   Uncover facts by systematically finding them, conducting a search, 

and examining various sources. 

• measure Control or regulate by a standard or in measured amounts. 

• plan  To design or plot a scheme or project by means or method devised 

for doing something to achieve an end. 

• rate  Estimate or determine the relative value, rank, or amount of an 

item. 

• research Specific inquiry involving prolonged and critical investigation, having 

for its aim the study of new facts and their interpretation, the revision of accepted 

conclusions or theories that may be affected by newly discovered factors, or the 

practical application of such new or revised conclusions. 

• resolve Deal with a problem, dilemma successfully. 
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• review  Consider or examine facts or results for accuracy, completeness and 

suitability. 

• solve  Find a solution, answer, or explanation for a question or problem. 

• study  Apply thought to any subject of investigation in order to arrive at 

the most suitable conclusion. 

• summarize To tell and reduce a story, idea. 

• survey  Examine a condition, situation or value. 

• test  Assign a value or evaluate an item by a given test. 

• weigh  Merit consideration as to importance. 

Control Verbs 

• allocate Assign or apportion for a specific purpose or to a particular person.  

• audit  Perform a formal examination into a company’s formal accounts.  

• check  To proof or review for errors. 

• conserve Slow or block the progress of something 

• control Direct, regulate, or guide the use of money, methods, equipment, and 

materials. Also, the process of monitoring activities to ensure conformance with 

planned results. 

• edit  Alter, adapt or refine a written text, concept, or idea. 

• enforceTo effect or gain by force. To carry out effectively. 

• ensure Make sure, certain, or safe. 

• guarantee   Undertake to answer for debt and default or promise security.  

• inspect Examine materials, equipment, reports, work, etc., to determine quality, 

suitability for use, etc. 

• regulate Fix or adjust the time, amount, degree, or rate. 

• restrict Place under restriction as to use or distribution. 

• review  Consider or examine facts or results for accuracy, completeness and 

suitability. 

• verify  Confirm or substantiate by oath, law, or other documentation. 
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Learning Outcomes 
 

• Explore career alternatives prior to graduation. 

• Integrate theory and practice. 

• Assess interests and abilities in their field of study. 

• Learn to appreciate work and its function in the economy. 

• Develop work habits and attitudes necessary for job success. 

• Develop communication, interpersonal and other critical skills in the job interview 

process. 

• Build a record of work experience. 

• Acquire employment contacts that may lead to a full-time job following graduation 

• Identify, write down, and carry out performance objectives  

 


