
 
 
 
 

Creating your Virtual Internship – Tips Sheet 
 
Links to Helpful Articles: 
Best Practices for Supporting Students Remotely (NACE) 
Guide to Hosting a Virtual Internship (Handshake)  
YouTube Series on hosting virtual interns and new hires (College Recruiter) 
How to Build a Successful Internship Program (LinkedIn) 
How to Recruit Early Talent from Home (Handshake) 
Onboarding remote workers (SHRM)  
5 Proven Benefits Of Remote Work For Companies (Forbes) 
 

Remote Project Examples: 
 

Web Content/Video & 
Social Media Support 
 

Administrative Support Data & Information 
Support 

Research & Program 
Support 

Enhance web presence 
 

Update workshop and 
presentation slides 

Data Clean-up and 
organization 
 

Help manage digital 
meeting spaces (Zoom, 
Teams, WebEx, etc.) 

Assist with outreach 
(phone calls, email, social 
media) 
 

Create handbooks, 
manuals, standard 
operating procedures 

Develop and manage 
surveys  
 

Develop materials for 
lesson plans, programs, 
conferences, events 

Website, podcast updates 
and edits 

Update forms and letters 
for the coming year 

Assist with editing/visual 
formatting of annual 
reports 
 

Research contact 
information for 
constituents 

Create content for social 
media 
 

Organize file share, 
archived files, etc. 
 

Collecting content for 
newsletters 
 

Complete online trainings 
and certifications 

Create training or 
outreach videos 

Host training sessions 
 

User test/comment on 
products/materials you 
are developing 

Research for upcoming 
programs and projects 
 

Sample of Tools for Remote Work Management and Collaboration: 
▪ Symba (https://symba.io/) 
▪ Trello (https://trello.com/en-US) 
▪ Zoom (https://zoom.us/) 
▪ Slack (https://slack.com/) 
▪ Microsoft Teams (www.microsoft.com/en-us/microsoft-365/microsoft-teams/group-chat-software) 
▪ Basecamp (https://basecamp.com/) 
▪ Google Drive & Google Keep (https://www.google.com/drive/) (https://keep.google.com/)   
▪ Workplaceless (https://www.workplaceless.com/) 

 
QUESTIONS? We can help! 
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https://www.naceweb.org/talent-acquisition/best-practices/best-practices-for-supporting-students-remotely/
https://go.joinhandshake.com/rs/390-ZTF-353/images/HS_GuideToHostingAVirtualInternship.pdf
https://www.youtube.com/playlist?list=PLAqBVWRPQ7BroVJBfAMmeMCLsYk2DYtSd
https://business.linkedin.com/content/dam/me/business/en-us/talent-solutions/resources/pdfs/ebook_covers.pdf
https://go.joinhandshake.com/rs/390-ZTF-353/images/HS_HolisticGuideToRecruitingFromHome.pdf?mkt_tok=eyJpIjoiTWpjNVl6YzJNRFJsWmpNMCIsInQiOiJmTWFnQWZEdWJVMVVhSUltTGh5RExtU0phNjVjRTlzb3FTaVB1dXVudGhZNFRERTduMzcyeitydmh4cW1hclhGK09aUWJteGRGZEszWkNsVmRFOTdpNzY5WUhWdmZyK3pWVzVjcXdrWlFxTm1cL0s1QVpxMk9KVWFHbUlpRkpITVQifQ%3D%3D
https://www.shrm.org/ResourcesAndTools/hr-topics/talent-acquisition/Pages/Virtual-Onboarding-Remote-Workers.aspx?utm_source=marketo&utm_medium=email&utm_campaign=editorial~HR%20Daily~NL_2020-4-21_HR-Daily&linktext=Virtual-Onboarding-of-Remote-Workers-More-Important-Than-Ever&mkt_tok=eyJpIjoiTVRjME16bGlNakkwWkRVMCIsInQiOiJBQlVhZ01iV21rbHRSb0VheFpiRlJnUzNjOWp0NG9RaExJOWFadnRCZHg3dE5xMFwvR0c4V0dOZWI2ZVlLK2ZPZGZWM1ZpcGtaSjNPNUFlZ21DbUpGOVwvYTh0eUI1OEJoYUUzajZoOUxtZlNHRXBRXC9MKys5bmMyY1Bac1drSE1JYyJ9
https://www.forbes.com/sites/laurelfarrer/2020/02/12/top-5-benefits-of-remote-work-for-companies/#268148f616c8
https://www.google.com/drive/
https://keep.google.com/
mailto:sharena@american.edu

