Richmond Region Tourism
Internship Program

401 North 3rd Street

Richmond, Virginia 23219

804-782-2777

804-780-2577 Fax

800-370-9004

www.visitrichmondva.com
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Richmond Region Tourism
VISION
Be a world-class organization known for our superior service and innovative marketing.

MISSION 

Grow the economy of the Richmond Region by attracting conventions, meetings and visitors and ensuring that all have a great experience.

VALUES

INCLUSIVENESS

· Collaboration






· Diversity

· Regional focus

SUPERIOR SERVICE 

· Customer focused




· Exceeding the promise

INNOVATION

· Creativity

· Resourcefulness

· Catalyst

INTEGRITY

· A culture of honesty

· Credibility

· Fairness

PASSION

· Enthusiasm

· High Energy
Criteria for Eligibility:

Richmond Region Tourism welcomes all applicants for internships.  The program is geared toward the following:  

· College juniors, seniors and graduate-level students working for earned academic credits

· Tourism, Parks & Recreation, Hospitality Travel fields
· Communications, Public Relations, or Marketing fields
The organization generally accepts 1-2 interns each summer and the intern must be a college student working for earned academic credits.  The office hours are 8:30 a.m. – 5:00 p.m Monday thru Friday and all intern hours must be performed during this time schedule.

Purpose of Internship:

Internship Program Goals & Objectives:

To apply classroom theories, concepts and prior experience in a practical professional environment.  The candidate will be given the opportunity to learn by working and observing in the hospitality industry.

The student can expect to learn the following:

Overall – 

· study, observe and participate in the policies and practices of the organization

· opportunity to attend board and staff meetings

· gain overall understanding of the organization (daily operation) in all departments (Administration, Community Relations, Marketing, Sales & Services, Visitor Centers)
Program –

· gain skills in face-to-face leadership setting

· ability to plan and conduct appropriate hospitality activities for organization

· work closely with staff members who are responsible for various facets of the organization

· visit other agencies and shadow CEO and other department vice presidents at meetings

Internship Program Description

The basic program length is 12 weeks (depending on length required by academic credits).  During the 12 week period, the intern will complete the following schedule outline:

Week 1:

· Orientation overview of organization
· Meet with CEO and each department vice president
· Meet with all full-time staff members individually
· Review policies and requirements of internship

Week 2-5:  

· Meet with Convention Sales/Services Department (includes sports) to obtain detailed work plan for the 4 week period

· Candidate will report to department head and work specifically in assigned department during this time-frame

Week 6-9:

· Work with the Marketing & Community Relations Departments to obtain detailed work plan for the 4 week period (includes visitor centers)

· Candidate will report to department head and work specifically in assigned department during this time-frame

Week 10-11:

· Meet with Administration Department to obtain detailed work plan for the 2 week period

· Candidate will report to department head and work specifically in assigned department during this time-frame

Week 12:

· Wrap-up outstanding projects

· Complete written exit interviews

· Conduct oral exit interviews with the organization

· Evaluation

Application for Internship Placement

Richmond Region Tourism
Name:  

Date:   




Phone:  


Address:  


City/State/Zip:  


Name of School:   

Major: 




Current GPA: 

Number of hours/weeks required to complete program:  

Dates of Internship:  

Academic Internship Coordinators Name:  


Phone Number of Coordinator:  

Year in School:  

Submit your resume, cover letter and this application to:

Richmond Region Tourism
401 North 3rd Street

Richmond, Virginia 23219

Michelle Lovatt, Vice President of Administration
mlovatt@visitrichmondva.com
804-783-7401 Direct
804-780-2577 Fax

Internship Program Evaluation

This evaluation will be completed by the VP of Administration during the last week of the internship program.

Name of Intern:  


As a guideline, follow this rating category:

Outstanding- 5 exceptional in fulfilling requirements

Commendable- 4 more than frequently meets and exceeds minimum requirements

Good- 3 regularly meets & occasionally exceeds minimum requirements

Fair-2 does passable work but does not extend oneself

Poor-1 fails to meet minimum requirements

	Performance Criteria
	1
	2
	3
	4
	5

	Establishes work goals
	
	
	
	
	

	Success in achieving goals
	
	
	
	
	

	Planning work skills
	
	
	
	
	

	Displays ability to organize
	
	
	
	
	

	Completes assignments
	
	
	
	
	

	Possesses skills commensurate with academic degree
	
	
	
	
	

	Displays ability to lead/direct
	
	
	
	
	

	Conducts self well before groups
	
	
	
	
	

	Ability to communicate ideas
	
	
	
	
	

	Strives for quality in written expression
	
	
	
	
	

	Is dependable
	
	
	
	
	

	Knowledge about industry
	
	
	
	
	

	Has displayed growth in knowledge/understanding of industry
	
	
	
	
	

	Ability to apply knowledge in a practical way
	
	
	
	
	

	Ability to think independently
	
	
	
	
	

	Makes mature decisions and displays mature judgement
	
	
	
	
	

	Is enthusiastic
	
	
	
	
	

	Flexible
	
	
	
	
	

	Resourceful
	
	
	
	
	

	Displays initiative and imagination
	
	
	
	
	

	Accepts assignments willingly
	
	
	
	
	

	Understands, follows and upholds agency rules
	
	
	
	
	

	Accepts suggestions and criticism willingly
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Date: 

Internship Exit Interview

This evaluation will be completed by the intern during the last week of the internship program.

Why did you choose to conduct your internship at Richmond Region Tourism?
What have you learned by conducting your internship program here?

How will the experience of working here be applied to your future plans?

What did you find best about this program?

What did you find least effective?

Do you have any suggestions to improve the program for future interns?

Rate our program:

	Program Aspects
	1 – Needs Improvement
	2 - Satisfactory
	3 – Excellent

	Overall
	
	
	

	Ease of applying for program
	
	
	

	Orientation of program
	
	
	

	Interviews with staff
	
	
	

	Administration
	
	
	

	
	
	
	

	
	
	
	

	Convention Sales/Services
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Marketing/Visitor Centers
	
	
	

	
	
	
	

	Community Relations
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