Learning contract

Student: 

Supervisor/ Mentor: 

1. Objectives

In general, I would like to familiarize myself with a MIS environment and the work preformed.  I would like a taste of my concentration before I jump into the working society full time.  More specifically related to the company, I would like to automate many of the daily tasks that are preformed manually and assisted in establishing a company Intranet.

2. Knowledge

I have worked for the BBRG for several years, so I am familiar with the R and how the Rs operate.  My intern is important because MIS is my major for graduation.  This intern will give me a grasp of my career and if I enjoy this type of work/ career.

3. Skills

With my particular intern, it is necessary to be able to work independently and research projects independently.  Since I am in college, I am familiar with many applications used by the office.  For the aspects I am not familiar with, I need the patience and self-confidence to learn many new aspects of MIS.  It is important to listen carefully to others in the department, because their time is very valuable and understanding the project and the goal is pertinent to the project.

4. Attitudes

I work with a small department, so it is important to maintain good relationships.  Since I am only in the office part time, I find it very important to get along well with everyone and be as supportive and attentive as possible.

List of skills and attitudes objectives

Skills

5. Communication skills

5.1. Skills in oral communication

5.1.1. Presentation skills

5.1.2. Skills in interpersonal communication including (e.g. think job interviews)
· Establish rapport and build trust
· Demonstrate sensitivity to non-verbal communication
· Purposefully use good eye contact, appropriate gestures and facial expression, comfortable yet alert body posture, and well-modulated, fluent vocal qualities when working with others
· Listen effectively to others
· Gather information, interpret information, and appropriately share information with others as a part of delivery services to clients/consumers.
5.2. Skills in written communication

· Write letter effectively as a means to achieve predetermined goals.
· Prepare written work in clear, fluent, and understandable language
6. Relationship skills
· Utilize assertion as a tool for both enhancing personal and professional development

· Function with self-confidence and self-reliance

· Accept and act on feedback from others

· Effectively express oneself appropriate to the situation, whether formal or informal

· Recognize one’s own limitations

· Organize time and tasks effectively

· Deal with ambiguity productively so that structure can emerge

· Utilize supervision and consultation with others

· Function in a leadership capacity when called for

7. Skill in the problem-solving process.  
· Involves the ability to identify and assess the problem; detect the antecedent conditions and causative factors influencing and maintaining the problem situation; generate alternative solutions and creative responses to the identified problems; and set goals which can be realistically achieved

Attitudes

8. Attitudes related to self

· Developing confidence in one’s own abilities and skills.

· Increasing self-esteem, strengthening self-concept, and achieving personal power.

· Developing pride in one’s work and achievements

· Receptivity to cooperative work and collective efforts

· Accepting responsibility for controlling one’s own life in every way possible

9. Attitudes related to others

· Respecting the worth, dignity, and individuality of human beings

· Appreciating and being sensitive to the needs of others.

· Valuing the right of others to make their own choices

· Becoming non-judgmental and able to accept differences in others with regard to socioeconomic class, race, age, sex, lifestyle, or sexual preference.

· Investing in trust building between women 

