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Introduction
Internships allow organizations to provide students with professional experience as well as 
to determine if a student is well-fit for a permanent, full-time position at their organization. 
Hiring a student intern requires a well-thought out, personalized internship program that is 
enjoyable for both the intern and the organization.

In this Employer Resource Guide, you will find step-by-step instructions on how to
effectively recruit students for your internship program. This guide includes checklists, 
questionnaires, and tips and tricks to succeed in creating your ideal internship program 
and finding your perfect student intern. 

This student recruitment tool will walk you through:

ü Understanding the Benefits of Student Internships
ü Establishing your Goals
ü Designing your Ideal Candidate
ü Writing Job Advertisements
ü Posting your Job Advertisements
ü The Interviewing Process
ü Following up with Candidates & Providing Feedback 

Let’s get started!
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Why hire a student intern? 
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1. You are constantly discovering new talent. Hiring student interns are a great 
way to seek out talent to fill permanent positions in your organization! What’s 
great about internships is that they typically have an end date, meaning you can 
use the internship period to evaluate if you want to extend a permanent position 
as the internship period ends!

2. You are reducing your overall employee workload. Having an intern on the team 
means you have more support for the team to help with executing projects or 
specific tasks, reducing your overall employee workload! Your full time team will 
appreciate this! 

3. Management practice for your senior employees. Hiring student interns can also 
benefit your senior employees as it allows them to exercise their  management 
skills. Managing teams, even interns is not easy! There’s a lot of different skills 
that goes into it and being able to manage an intern is a great way to develop 
those skills!

4. Increases productivity and retention. Including your student interns on projects 
and daily deliverables means that you have more hands on deck! While your 
interns learn the ins and outs of how to succeed at your organization, you can also 
expect to have deliverables done at a faster rate.

5. Increases visibility of your organization on university/college campuses. 
Establishing a student internship program at your organization can be beneficial 
to your employer brand as it’s a great way to increase visibility and attract future 
candidates to apply for your organization!

6. Contributes to closing the skill gap among new graduates. Lastly, hiring a 
student intern means you’re opening opportunities for someone! In a increasingly 
competitive world, being able to work as an intern is super valuable and increases 
the chances of the student getting a job after graduating. So having a student 
internship program in place is a great way to give back and mentor a student in 
need!



Establishing your Goals
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When you begin to plan your student internship program, it’s crucial to know why you are 
hiring a student and how you aim to do so. 

Here are some questions you should be able to answer before you decide to hire an intern: 

Goals
q What is the goal of this internship program? 
q What do we want your interns to take away from this experience we are giving them?

Timeline
q What is the hiring timeline for this internship program? 
q How long will our intern(s) be working here for? 
q Is there an opportunity to hire them permanently or for contract extensions? 

Placement
q Who is our intern going to work with? 
q What teams/departments will we place them in?

Role Responsibilities 
q What will the intern be responsible for?
q What type of work will we provide our intern(s) with? 
q Are there any projects that they can assist in or lead?

Answering these questions with your team is crucial. Once this step is done, you can start 
building your internship program as well as seamlessly convey information about the role to 
candidates who are curious to know more! 



5

Another important part of hiring your dream intern is asking yourself “who the HECK do we 
want?!” There are many students in the market looking for experience.  However, many 
candidates might not align with what you’re looking for. Therefore, it’s important to think 
about who you want to hire. 

Ask yourself and your team the following questions:

q What type of education should they have? Does it matter?
q Should they already have experience in certain skills or software?
q What are their interests? Does it align with the company’s purpose and culture?
q How long are they available to work for us? Are they able to work from our location or can 

they work remotely? 
q What are some specific characteristics/skills we should look out for?

Answering these questions will give your hiring team a much better insight into EXACTLY who 
they are looking for, meaning you can now begin the searching journey!

TIP:

• When answering these questions, you need to be realistic. Sometimes you won’t find the 
perfect candidate, but that is one of the best parts about hiring a student. Students LOVE 
to learn, and the entire purpose of their internship is to grow their skillset!

• In order to set both yourself and your intern up for success, make sure you can spend time 
training them on work-related skills and on the organizational culture within the first 
month of the internship. This sets up a solid foundation of knowledge for the intern to 
succeed in your organization and in their role. 

Design your Ideal Candidate
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The job advertisement (job ad) is a key part of attracting student interns. The structure and 
tone of a job ad should be considerably unique from your regular job advertisement. Job Ads for 
interns need to be captivating right from the start, starting from the title! 

Avoid generic and boring job titles like “Intern” or “Student” or “Co-Op”. You want candidates 
to feel like they will be part of the team! Therefore, you want to use entry-level titles such as 
“Coordinator” or “Assistant”.  Using these titles conveys to the candidate a higher sense of 
responsibility and importance from the role as opposed to labelling it as a “Student” role. 
Giving them an entry-level position title also removes the intimidation factor and invites more 
bold and risk-taking students to apply. 

Another important thing to note is that your job advertisement should be easy on the eyes. 
Let's try not to overwhelm the candidate with information.  Here are some job advertisement 
best practices to help you build out your job ad:

q Use short and simple sentences
q Create sub-sections and space them out
q Bold your subheadings
q Organize your text into bullet points
q Optional: organize the job responsibilities by breaking it down into percentages! (75% 

administration, 15% sales, 10% Ad-Hoc)

TIP: Did we mention that part of what makes a job advertisement awesome is where you post 
it? That’s right, it matters! There are tons of job boards to choose from, but in order to get 
the best of the best, we recommend posting on intern-specific sites such as a 
University/College job board, LinkedIn, and Indeed. These job boards tend to have higher 
traffic during recruiting season, and it’s easily accessible to students since it is one of the top 
search results when googling for an intern position!

The Job Advertisement
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Interviewing Candidates
The interview is one of the most memorable takeaways from a candidate’s experience 
with an organization. That is why it’s important to plan out a good interview process to 
make sure it is not too long or too short! Interviewing students should be enjoyable for 
both you and the candidate. Create some variety when getting to know your candidates –
you can alternate from phone interviews, interactive written applications, virtual 
interviews, and in-person interviews.

For best practices, you should have a maximum of three interview stages for student 
interns. The more interview stages there are, the more time and energy that is used up 
from your student. It’s also important that the entire process of applying and 
interviewing should not be too time-consuming. It is important to assume that 
candidates are busy!

Interview Tips:

Keep it Simple. 
• Use simple questions that students can prepare well for. This lets them show off their 

best selves and feel comfortable. Example: Why did you choose to apply to this 
company? Why this role? What do they want to learn?

Ask the Important Questions. 
• Don’t get too specific on asking about their direct skills, but ask about transferrable 

skills like communication, organization, project management, and most importantly –
how you can set them up for success. Try asking questions like  “What’s your preferred 
working style?”, “What are your career goals?”, “What’s your availability like?” or “How 
do you do your best work?”. 

Interview Rules of Thumb
• Schedule student interviews back-to-back to maintain consistency in your daily 

schedule and so that you can compare the qualifications of candidates with your team.
• Don’t ask too many questions! Figure out what questions are most important to you, 

and then add 1-4 additional questions of your choice.
• Phone interviews should take about 15 to 30 minutes. Virtual/in-person interviews 

should take about 30 minutes to 1 hour.
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Next Steps & Following Up
You found your intern – Congratulations! What are the next steps? 
Most interns are looking for jobs around the same time period and it can be competitive, 
so make sure you act fast! Present your offer via e-mail or phone call. Follow up with their 
employment contract and be prepared to answer any questions they may have about it. 
Once that is done, it is time to conduct your company-specific orientation and 
onboarding process. Exciting stuff ahead!

Don’t Leave Them Hanging
After the perfect candidate has accepted your intern position, you will want to send out 
an update to the other candidates in the race. Believe us, we know declining a candidate 
is never easy. However, it is the organization’s responsibility to keep their candidates in 
the loop of their hiring process. Sending an e-mail to decline a candidate is the 
appropriate approach in most cases, however, for candidates that succeeded to further 
stages in the hiring process, it is a good idea to give them a phone call and provide 
valuable feedback for the candidate to learn from. Who knows? You might see the same 
candidate in your system again with more to offer to your organization!

TIP: Don’t reject any candidates until the candidate you have chosen to hire accepts their 
offer. 

Feedback
A good internship is an experience that always has the potential to be better. Both 
parties (the employer and the employee) should learn what went well and what didn’t go 
so great. It is crucial to ask for feedback from your interns and colleagues to see how 
successful your internship program is and how you can make it even better than before.

Conclusion
Creating a successful student internship program will not only benefit the students you 
hire, but your entire organization as well. Interns are extremely valuable to an 
organization because of their new ideas, their fresh set of eyes, and their unbreakable 
excitement to join the workforce.  Once given the environment to do so, your interns can 
make some real magic!



DO YOU HAVE MORE QUESTIONS ON 
STUDENT RECRUITMENT?

WE’RE HERE TO HELP!

Contact us today at 
hello@envolstrategies.com

envolstrategies.com • hello@envolstrategies.com • +1 778.650.0090


