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What Is It?

A workforce pathway program meeting social and business needs through
developmental internships for Opportunity Youth
.
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Opportunity Knocks serves corporate
social responsibility, talent pipeline and
employee engagement goals through
providing paid, workforce development
internships for Opportunity Youth. The
program gives young people a chance
to receive professional experience and
mentoring, plus build valuable skills
that can shape their path to a better
future.

Opportunity Knocks is a two way street. Business keeps opportunity open to people between
the ages of 16 and 24, with no degree, that are curious, have a good attitude, are energetic
with a good work ethic and are open to consistent feedback. Young people have the
opportunity to make the most of the experience provided. The program provides foundational
career development and real life work experience that helps the individual gain confidence,
enlarge their vision and unlock their potential.
Opportunity Knocks began as an internal Expeditors program that offered paid Internships for
Opportunity Youth to increase confidence, skills and professional readiness with potential for
long-term careers.

Inspired by the experiences of nearly half of Expeditors executives who started their careers in
entry level positions right out of high school, Opportunity Knocks was founded in 2008 to assist
in keeping professional opportunity open to those who can use it most.
Success for those in the program may come in one of three ways:

Meet or exceed expectations, successfully completing an agreed upon length of time in
the program and proceed as a high school graduate that is a better skilled, more
professional individual with resume worthy experiences that sets the foundation for
further career success.
Meet or exceed expectations and become a full-time employee.

Meet or exceed expectations and continue part-time while pursuing higher education.

These options for success are possibilities based on the attitude and work performance of the
individual and opportunities available within the business at the time of the internship.
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How It Works

Through simple steps and community partnerships, Opportunity Knocks provides
multiple options for successful internships and student work studies.
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How It Works:

1

2

3

4

5

1. Prepare for Paid, Skill and Confidence Building Internships

The business determines a paid, part-time term of service, that has a potential for long term
employment and pursues personal and workforce development, providing a real work job
description for entry level internship positions in a team environment with performance
expectations and supported development goals.
2. Use Community Partners to Find Candidates

The business partners with third-party community organizations that have the goal of providing
basic workforce preparedness. The ideal partner provides interview candidates in a timely
manner. They should also provide resume creation support, interview practice, and
professionalism and customer service principles training.
3. Provide Interview and Onboarding Experience

The business uses interviews for candidate selection and to improve confidence. The practice
along with constructive feedback is intended to build confidence, regardless of the interview
outcome. Depending on the third party partner model you use, your business may receive preselected interns. Either way, selected candidates would follow your onboarding processes.
4. Offer Development and Mentoring for the Future

Interns gain professional experience through daily team interaction, weekly performance
feedback, practical development opportunities and professional success tips. Training should be
made available in customer service, communication and your industry through mentoring and
available internal courses. Providing tips on resume building and further personal development
are also encouraged.
5. Pursue Career Opportunity

Long-term employment with advancement potential should be pursued for candidates that
exceed expectations. Positions are not guaranteed due to variance in business and market
needs.
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Youth and Business Benefits

Youth that are disconnected from school and work are an abundant source of
unused talent and are at risk for long term poverty. The simplicity of paid
internships has the ability to create wins in every direction.
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“I’ve learned a lot here like responsibility,
timing, and communication with people.
My experience has prepared me better, for
my future.”
~ Donnishia, Atlanta, Georgia

“I’ve matured. I’ve gone from boy, to young
man. I’m more professional; it has affected
my overall outlook on life.”
~ Calvin, Sea Tac, Washington

Participants so far:

52% Female 48% Male



Interview experience can reduce lost opportunity through simple errors



Professional experience assists in overcoming education obstacles








Career awareness opens young minds to how talents can be connected to industry
Mentors provide positive personal input that can fill gaps

Workforce preparedness and skill development provide a solid foundation to build upon
Increased confidence and a broader vision supports economic and social success
Networking connections can lead to future opportunity

Long term employment pursued for those that meet or exceed expectations

”I used to only think about the present, now I think about the future and know there are options
out there for me.” ~ Artashia, Seattle, Washington
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Expeditors results so far:

Increased Engagement and Development of
supervisors and mentors involved:
57% reported increased job engagement

93% reported increased mentoring ability
97% recommend involvement

"These programs – under the philosophy of
'Opportunity Knocks' are so much fun. It gives
our employees a chance to be compassionate
– and that supports the important part of
one's job being meaningful –which is one of
the basic elements of people being inspired
by their company."
~ Phil Coughlin, Chief Strategy Officer



Increased talent diversity by purposeful business exposure in varied communities



Customer and community good will through positive information exchange and partner
relationships



Greater attraction of talent as many people prefer to work for companies engaged in
social responsibility and purposeful work
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“I think this is the best program I have ever heard of. They should become part of the program because
it could change a lot of people’s lives like it changed mine." ~ Rodolfo, Dallas, Tx

“I’ve learned a lot here like responsibility, timing, and communication with people. My experience has
prepared me better, for my future.” ~ Donnishia, Atlanta
I refer to the program as a “stepping stone to success.” I used to be more of a follower, but now I see
myself as a leader.
~ Mohammed, Seattle
TALENT PIPELINE AND RETENTION BENEFITS

Opportunity Knocks Youth meets entry level talent needs and reveals lower turnover in those hired long
term.





5X lower turnover rate when comparing first year TOV statistics of a typical new hire. (2015-16)
44% of internships over 18 years old converted to long term employees
75% conversion rate to full time employee as of January, 2017 for Year Up partnership.
Localized example: 90% of those hired long term from Opportunity Knocks in Los Angeles were
still employed after two years.

EMPLOYEE DEVELOPMENT

Survey results show skill refinement and development for supervisors and peer mentors involved.
93% report personal mentoring ability improvements;
80% report team mentoring ability improvements
“I have a better bedside manner for my whole team due to becoming a better communicator for my
Opportunity Knocks intern.” ~ Jenna Connors, Manager, Boston. MA
“Opportunity Knocks is a simple way to change the world by investing experience. It has made me better
and I’ve coached enough individuals working with Opportunity Knocks interns within our network, to be
convinced that it is making us better.” ~ Lenora Turner, Director of Opportunity Knocks / CHQ
CUSTOMER ATTRACTION & GOOD WILL RELATIONSHIPS

Increased CSR inquiries in Requests for Quotes, Quarterly Business Reviews and Customer Specific Asks
are clear indicators of the growing impact of CSR programs.

“With Opportunity Knocks, Expeditors has created a best-in-class program that provides valuable
professional experiences to underserved young adults while producing concrete business benefits for the
company.
~ Elyse Rosenblum, Principal, Grads of Life
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Preparation

Details and Business questions
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Business Participation Expectations
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We recommend starting small and making adjustments to fit your business model in order to
create a sustainable effort.


Hire a minimum of one part-time Opportunity Knocks intern per year:
o
o
o







Program Administrator for a single touch point

Supervisor interested in this effort for each intern

o

Mentor for basic skill and development discussions for each intern.

o

Offer a business site visit to the organization who provides candidates.

Determine a third-party partner for candidates. See partner section.
o



Pay: Market competitive for entry level. Recommendation is for higher than
minimum wage. Some global regions may pursue a stipend where
allowed. Small businesses may find a stipend acceptable considering the
challenges and low success rates of small business. Third party contracts would
be negotiated separately. You are fully responsible for meeting all local
employment laws and regulations.

Determine the key program players in your office:
o



Hours Scheduled: Minimum of 12 hours per week; maximum 30 hours per week.
See exceptions in the planning section below

Meet background check requirements prior to start date, unless paid through a 3 rd party
contract with your company’s background check responsibilities met.
o



Initial Duration: Average 6 to 9 months

Attend a site visit to the provider if possible, to support understanding of the
program and the youth they serve.

Pursue Intern Development through, on the job training, mentoring and your internal
training and provide a “Certificate of Completion” at the end of the term.

Pursue long-term employment opportunities for candidates that exceed expectations.
Provide quarterly network communication to learn best practices, updates, success
stories and to stay connected to the broader network.

Require all team members to review program information annually to reduce drift from
program intentions and best practices.
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Key Player Expectations

Review Opportunity Knocks in a Box.

Training: Any training on the following topics will help prepare all key players.
Setting expectations

Mentoring and coaching

Planning for the position

Creating Smart Goals
Providing Feedback

Questions to answer:


Do I have the needed approval?



Who will be the supervisor?





In which department will the intern be placed?
Who will operate as a Mentor and second contact?

How many hours will be offered weekly? (min 12 / max 30)
o
o




Cristo Rey students are an age and minimum hours exception at ages 14 to 18
and 7 hours per week per student during the school year

Year Up interns have a maximum hours exception set at 36 hours per week for
the 6 month corporate partnership agreement

What will be the pay per hour?
Is there schedule flexibility?
o
o

Days per week

Morning or afternoon; start and end times



What will be the duration of position? 6 months or other?



What is the projected start date?

Note: It is very important to determine and communicate the end date at the time of
hire. An intern may grow significantly during their internship but not meet hiring
expectations. A specific time frame allows for a successful internship and positive
transition. For those who meet or exceed expectations, long term employment should
be pursued.
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Position Description:
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The third-party partner and your intern or student candidates
will need a job description. To make this easier, use an editable job description that covers:



A description of the scope of the positon
Skills, knowledge, tasks and behaviors desired.

A best practice to create accurate job descriptions is to create a pick list of entry level tasks and
activities that your teams can easily draw from to populate varied entry level internship
descriptions. A simple excel spreadsheet can be used. See this example:

Other Considerations:

Proximity to Public Transportation: Candidates may have reliable transportation but many may
rely on public transportation. Consider the following:





How far is your business location to public transportation access?
Does a third-party organization in your area provide transportation as a part of their
support?
Can schedule flexibility, like fewer but longer days reduce commute costs?
Is temporary budget available for an initial stipend to support transportation between
your location and local public transportation? Example: Uber or Lyft for 3 months
Note: Employees cannot transport the individual in their personal vehicle.

Professional Attire: Candidates may lack a professional business dress wardrobe at the time of
interview or initial employment period. Inform candidates of your company dress code,
however do not require compliance during the interview process.



Consider donating gently used professional dress items to your third-party candidate
source that they can give to the candidate.
Consider offering gently used professional dress code items to interns or do an internet
search for local organizations that provide wardrobe support for young adults.
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Partnerships

Third party providers can prepare candidates or support needs that a business
may not be able to address. The partnership model selected will directly impact
the cost and needs of business participation.
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Since 2008 Opportunity Knocks has worked with over 20 organizations to employ youth and
young adults. Through this experience, we have outlined three basic models:

Three Model Examples:
Interviews and Hourly Pay:





Various providers available including local schools, NGOs and local government
Highly flexible, ages 16 – 24, hourly cost, direct pay to intern, typical six month term
Intern preparation and partner support varies, interview needed
Highly rewarding, immediate talent pipeline potential






Example: Cristo Rey Network of Schools. Third-party agreement. Nine month term
Some flexibility, high school ages 14 – 18, seven hours at work per week per student
Transportation obstacles handled by provider, no interviews needed, support included
College prep focus for urban youth in need, Multi city agreement available

Plug and Play High School Age:

 Highly rewarding, long term talent potential, best practices available

Plug and Play Ages 18 – 24:




Example: Year Up. Third party agreement. Six month term
Standardized mode and cost, prepared candidates, no interviews needed, high support
Highly rewarding, high talent pipeline potential
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Choosing a model and third party partner for candidates

The following is not intended to be comprehensive but can be used to support
your efforts in the model you select.
Model 1: Interviews and Hourly Pay

Selecting a partner for youth internships will require some effort. For multi-location
businesses, there may not be a single organization to work with. You are responsible for
following local laws and regulations. As Opportunity Knocks expands, internship partners will
become increasingly easy to engage with as “warm markets” for these are being developed.
Grads of Life has a tool available to help you locate relevant organizations within proximity of
your zip code. Local high schools may also be an option for candidates. For example,
Expeditors has had good success in Los Angeles with high school students.
Candidate interviews are necessary and can be used to provide experience to both the
candidate and hiring manager regardless of the selection outcome. Interviews must be
conducted at your public business address or the third party location.
Reaching Out to a Third Party Non-Profit Youth organization:








Conduct an internet search for "Youth non-profit organization" in your city to view
organizations, or you can use the Grads of Life tool.
Select two or three organizations in which to introduce your business and the
Opportunity Knocks concept

A successful contact is one where the organization shows interest, is engaged in
providing workforce pathways support and is able to provide candidate resumes or
contact information

Follow up a successful call with an email. Attach your company bio, and a job
description of the internship you are able to offer - including the number of hours per
week, pay and length of internship.
Request candidates with the attributes you desire such as:
o
o
o

Positive attitude and an interest in a professional office environment
Appreciation for detailed work or problem solving
Desire for regular feedback
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Interview suggestions
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Determine and communicate:




How many candidates you prefer to interview
If there will be more than one interview before a final decision
The types of interview questions you wish to use for inexperienced candidates

For the interview, try to help the candidate relax by doing a round of introductions, then share
your first interview experience and how you were nervous. Encourage a “just be yourself”
atmosphere. Being very young, they may have limited interview skills or be very intimidated
coming into a professional environment. Help them succeed through your interaction. A person
of great potential may be hidden under initial fears. You are not necessarily looking for the best
interview, but a big heart and desire; effort more than style. He or she may be unpolished but
want to do great work.
In the interview you should make sure you cover the following:







Explain the program opportunity and position expectations including documentation on
what success is as well as causes for termination
Provide a job description and cover the expectations with the candidate
Ask standard interview questions and good follow-up questions
Ask if they have any questions
Clearly explain the next steps, timing and selection process
At the conclusion of the interview you may want to provide a tour of the office

Here is an approach that we have used:

At the end of the interview after explaining the interview process, ask the candidate to think
about the program and their desire to be involved. Then request that they call on a specific day
to let advise if they are interested in becoming a part of the program. This technique assesses
their interest, listening skills and follow through skills. This is not a deal-breaker, but rather just
a test.
Potential Interview Questions for High School Students


Tell me about yourself.



What are your favorite classes in school? Why?




What are your hobbies?
How are your grades?
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Do you play sports? Tell me about that.



What do you know about our company?









An Inspiring Way to Find and Build Our Future Leaders

What motivates you?

Have you worked before? If so, where? What were your tasks? What did you like about
the job? What did you not like? Why did it end?
Tell me about a school project you’ve done and the process or steps you took to
complete it.
What do you consider to be “on time” if your job starts at 8:00 am?
Why should we choose you?

What do you think about receiving regular feedback on your work performance?
Ask questions prompted by any resume provided.

Note: Let candidates know that this program succeeds by giving and receiving honest
feedback.

At the end of the interview, clearly explain the next step(s), timing and selection process. At the
conclusion of the interview you may want to provide a tour of the office.
Select your candidates, offer the temporary position, explain your onboarding process and
follow up on your processes. Be sure to communicate regularly about the process and any
changes or delays. Good communication is critical to any successful relationship.
Follow your normal onboarding and development processes during the internship. See
examples in later sections.

Model 2: Plug and Play High School Age:

Example Cristo Rey: Available in 32 US cities. Review the Cristo Rey website,
reach out and schedule a school visit if in your area, then consider the fit for your
organization.
Opportunity Knocks at Expeditors has partnered with Cristo Rey in 16 cities and seeks to
support solutions that improve opportunity at an early age for at-risk youth. The following are
demonstrated best practices out of more than five years of experience.
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Best Practice Suggestions:
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Beyond your typical onboarding practices, the following are suggestions to support the success
of the business and the student.
1. Provide your local school with your basic business information. Offer a site visit or
photos of your environment and a list of desired skills and student attributes.
2. Meet with your team during the summer to review the Cristo Rey program, best
practices and task planning.

3. To lighten the supervisor load for departments with fewer entry level tasks, consider a
half day department sharing option: , use a split day option for each student between
two departments. This schedule equals 2.5 hours per day per department, lunch, breaks
and one hour of self-directed training.

4. Build a “Pick list” of entry level tasks and activities to help in the planning for student
tasks and development: This will support the best use of student time and to build a job
description. Select items from relevant departments for quick ideas and options for
young students. Include ideas to help students get up and move around during the
seven hour work day.
5. To introduce students to the work study and set clear expectations, use a Student
Orientation guide: . This should cover a welcome, team introductions, company culture
review, basic expectations, goals and tips: The program administrator or supervisor is
responsible to review in person with the student by the second week. to complete the
review with the student. See a sample in the Resource section.

6. Use your internal training tools for skills training and down time support. Ensure access
and encourage weekly self-directed training during downtime to build student skills and
to support supervisor's time demands.
7. Review basic student development goals in the resource section to help set your focus
for the student's time at your business.
8. Engage a mentor for each student. This is critical to assist in student coaching and
provide a development option of the peer employee. Select one department member
per student. A mentor is to be available for student questions, assists in helping the
student feel welcome and may share the supervisor's responsibility of a weekly 1 on 1
check-in of 15 to 30 minutes for the first few months for initial onboarding and task
questions. Cristo Rey has Mentoring Do’s and Don’ts available by request.
9. Encourage a monthly team lunch to help the student feel a part of the team. A “Bring
your own lunch” style is perfectly acceptable.
© Expeditors International of Washington, Inc. All rights reserved. / 2017 Author Lenora Turner
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10. Plan a quarterly leadership lunch to introduce management to students and students to
management. Use the lunch to share career experience and tips for success. A “Bring
your own lunch” style is perfectly acceptable.
11. Provide a “Certificate of Completion” to celebrate the year end and to provide an item
for college portfolios.
12. Re-enroll early with your school contact to support best student selection for the
following school year and communicate any issues needing improvement.

Model 3: Plug and Play Ages 18 – 24:

Example Year Up: Review the Year Up website, reach out and schedule a site visit,
then consider the fit for your organization.
Opportunity Knocks at Expeditors has experienced a 76% conversion rate from intern to full
time hire with Year Up interns as of January 2017. The program is projected to expand
engagement in partnership pathways beyond technology across the U.S in 10 cities by January
2018.
No matter which of the three models you choose, it will take engagement and follow through.
As you engage, we believe that you will find benefits beyond your expectations.
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Onboarding

Starting Strong
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Onboarding Tips:
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You will need to rely on your established onboarding tools and processes. The goal in
onboarding is to create a positive and thorough entry into your business, team and
environment. The following are some general reminders:







Remember the age and experience of your intern - Often this is an intimidating set of
new steps for the individual.
Create an internship Offer Letter to provide a professional experience and warm
invitation into your program. Include the projected start and end date, dress code
requirements, weekly schedule, initial expectations and team contact information for
any questions.
Call the intern and discuss any questions prior to the projected start date.
Follow background check policy and processes.
Prepare for their first day by providing proper system access, tools and seating
placement. Your preparation is a major key to success for any new employee.

The First day:









Welcome your intern
Provide leadership and team introductions
Provide an office tour
Discuss the role of your company, department and team
Review a program orientation guide in person to set clear expectations, discuss initial
goals, tasks and available support
Pursue any required training for your office, industry or local requirements
Provide lunch on the first day if possible
Gather feedback at the end of the day on their impressions thus far, and restate your
enthusiasm and desire for their success
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Development

Tips and Recommendations
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Intern Development
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Opportunity Knocks internships are developmental. These practices will benefit any
employee but are focused on the young and inexperienced.

See the Basic development goals in the resource section. Start with this list to build a focus
with your intern. Start the intern with simpler tasks and add difficulty as warranted. Provide
immediate feedback for positive performance.

Skill development goals - Communication skills, industry knowledge, increased computer,
software and system skills and knowledge are all profitable. This will happen mainly through on
the job training and supplemented through a learning management system when available.

General Training Topics:

Reminder: Intermix training with work tasks. No one wants to sit all day doing only training.














Phone and email etiquette
Written communication skills
Writing effective goals
Time management
Business networking
Professionalism: Eye contact, handshakes, introductions, dress and interview skills
Customer Service: Your company’s objective criteria
Microsoft office skills: Word, Excel, Power Point
Typing or Ten Key training
Industry awareness
Industry specific knowledge and skills
Business systems and terminology
Relevant daily tasks and activities

Mentoring: Mentoring is key to success. Basic awareness of do’s and don’ts will improve your
support in important mentoring conversations.

Staff Meeting Involvement: Involve your intern in regular staff meetings if available. Individuals
can learn a lot when watching you interact with your peers and how your team handles
business.
1 on 1 Feedback: Clear expectations and regular feedback are a top key to success. More
frequency during the first six weeks is necessary. See sample in the Resource section.
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Tips for Dealing with Poor Performance
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Setting clear expectations and providing feedback through regular check-ins will address most
poor performance issues. If there are continual performance issues, consider the following.
Make sure that:


The right tools and resources are available to do their tasks.



Underlying skills and knowledge are possessed.





Consequences and rewards are not upside down.

The individual has the capacity to handle the task.

Some of the tasks fit the interests of the individual.

Explain specific examples of poor performance and ask questions to gain understanding.
Enlist third-party support whenever available.

Informational Interviews provide great value and opportunity to learn more about career
pathways and individual successes. Coach your intern to request two or three informational
interviews with members of the staff prior to the end of their term. This activity requires that
the intern prepare ahead of the meeting by reading about the area that the interviewee works
in, as well preparing three or four questions to ask related to career and personal success.

Transition options: Talk about the end date of their internship during the internship so you can
celebrate successful completion. You may want to extend an internship from six months to a
maximum of one year when consistent growth is present but not advanced enough for an
offer. If an intern is nearing or matching the performance of a typical hire, pursue a full-time
offer if available. Provide a Certificate of Completion at the end of a full term if extension or
hire is not an option.
Resume support: There are many resume samples available through internet searches. Have a
conversation about how to take items and experience from their job description and turn them
in to a strong resume for future job searches.
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Recognition

Promoting Confidence and Recognizing Accomplishment
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Recognition is a key to motivation and satisfaction on the job

Help your Opportunity Knocks student or intern gain confidence and feel proud of their time
with you by providing a Certificate and Letter of Completion at the end of their time with you.
Consider recognizing supervisors, mentors, business locations and partners as well.

There is no need to limit recognition to the end of the internship. We encourage the use of any
of your internal recognition programs as well whenever appropriate.
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Resources

Examples, Templates and Feedback
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PURPOSEFUL DEVELOPMENT
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Opportunity Knocks for Youth is a development program with the potential for long term talent
conversion. Pursue the areas described below to provide the intended developmental
experience. To be evaluated through intern feedback.

CONFIDENCE

Confidence in self and in navigating a new environment is critical to success. What has become
normal for you, may be highly intimidating for your Opportunity Knocks Intern. From the
interview process to the internship experience, every step can help the young person gain
confidence in their potential and abilities.





Use kindness and encourage attempts at new things.
Praise good work and accomplishments.
Appreciate and notice the person – Words like “Thank you”, “Good work” and “Nice to
see you” go a long way.
Allow failure recovery – Small failures can be ignored by focusing on what went well,
while other failures may need to be specifically and firmly addressed with clear
expectations and instructions for the encouraged “next time”.

WORKPLACE PURPOSE





Review the company mission statement, company footprint and organizational structure.
Explain the value and purpose of the service your business, department and specific tasks
provide.
Express the benefit and potential of a successful internship.
Acknowledge the intern’s knowledge and skill growth, maturity, expanded capacity and
team contribution regularly.

PROFESSIONALISM




Set a high standard by your example.
Model and coach the expected behavior including the reason for the high standard.
Gracefully offer or provide tangible support such as gently used professional attire.

SKILL DEVELOPMENT

On the job development: All tasks have value. Explain the value of tasks given, provide clear
performance expectations and increase tasks and responsibility regularly to drive growth and
sustain engagement. Require note taking and using job aids.

Course Development
 Use any course training available to increase skill development and ease the development
load of the supervisor.
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Encourage weekly time in your learning management system if available, to support skill
and learning development.
Encourage monthly reading about your industry through team or individual selection.

MENTORING

Mentors are a critical glue within successful lives. From family to friends, co-workers,
community leaders, authors and media, the multiple small to large deposits that one can
provide to another are the seeds that grow up into either a positive or negative fruit. Never
underestimate your influence and ripple effect. Right now you have what it takes to make
someone’s future better. Share your story or success tips. When you make mistakes, apologize
then use words and actions to deposit something new.
Suggestions: Daily friendly interaction; Weekly 1 to 1 check-in meeting with supervisor or
mentor; Monthly lunch with a team member. Put these on your calendar.
NETWORKING

Introduce interns to others. Encourage informational interviews near internship end. Share
tips on how to pursue opportunities and diligent follow-up.
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Orientation Guide:

An inspiring way to find and build our future leaders
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Intern Orientation Guide
Table of Contents

Welcome!
Benefits
Orientation Checklist
Intern Responsibilities
Communication Tips
Company Culture
Online Training Available
My Internship Goals
Work Stuff
Reminder
Welcome to Opportunity Knocks at ______________________!

Opportunity Knocks is our internal youth internship program. You are a part of something
happening in multiple offices through various external partnerships and we are excited to have
you here.

This internship is an opportunity for you to put your new skills to work in a professional working
environment. You’ll meet some professional people and develop additional skills to help you
further discover your own interests, talents and potential. You might be nervous, but this is a
great opportunity for you to grow. Ask plenty of questions, put in your best effort, trust
yourself and make the most of it! We want to see you succeed.
Benefits:

This internship opportunity can benefit you in several ways. How?

• It’s an internship at a professional company: Valuable on your resume or used as a topic in a
college application essay.
• You receive mentoring from a working professional: You can learn all kinds of simple things
that can really help you succeed.
• It’s a professional work environment: See yourself as a professional. Let us help show you
several possibilities for your future.
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• There is training available on communication, customer service, computers and our industry:
It is often adding up the many little things we learn, that makes the biggest difference.

• There is exposure to industries we serve: All kinds of talents are needed in our world. Try to
discover what interests you.
Orientation Checklist:
About the Company





Our Company
Our Mission Statement
Our Map of Offices
Overview of company and leadership

Your Team





Your Department is: _______________________________________________
Your Team is: ____________________________________________________
Your Supervisor is: ________________________________________________
Your Mentor is: ___________________________________________________

Your Work Space






Your desk location
Office equipment location (printers, copiers, etc.)
Office supplies
Telephone basics
Emergency assembly point

Communication Tips

Work is more fun when you build relationships. While we focus on the work to be done, it is okay to talk
briefly sometimes and get to know people.
Small Talk Tips:

Greet each of your co-workers by name every day when you first see them. Look for hints about what
your colleagues might like to talk about. Keep in mind that one-word responses are a sure way to end a
conversation; follow up your response with a comment or an open-ended question.
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Common topics for small talk are: work or school, weekend, current news events, sports, etc.
Topics to avoid are: salaries, age, religion, physical appearance, marital status, politics, and sex.
Also, try not to get involved in conversations involving gossip about co-workers.
Feel free to tell us about yourself:
o
o
o
o
o
o
o
o
o

Your family
Pets
Hobbies
Favorite book
Favorite TV show
Favorite food
Work experience
Computer experience
Any accomplishments or awards that you are particularly proud of

Intern Responsibilities

You have an important part to play in your success and the success of your team. Take
responsibility and play an active part to help it run smoothly.
It is your responsibility to:
•
•
•
•
•
•
•
•
•

Be positive, curious and enthusiastic
Be on time and dependable each week
Notify your supervisor if you can’t be there
Behave and dress appropriately to the particular workplace
Ask questions to know what is expected of you
Discuss any problems with your supervisor
Complete tasks that are given to you
Complete training that is assigned
Respect the confidentiality of the workplace, its clients, and its workers

You might have lots of questions as you learn. During your first few days, get answers to the
following questions and do not be afraid to ask any other questions that you may have
throughout your internship such as:
•
•

What should I do when I first arrive each day?
Who can I call upon when I need help?
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•
•
•
•
•
•
•
•

What departments and tasks will I be responsible for?
How will I know if I’m not doing my work properly?
What training is available when I am not busy?
How often will we meet to check in on how I am doing?
Where does my job fit in the success of the company?
Where do I eat my lunch?
Where is the bathroom?
What should I do at the end of each day before I leave?

Company Culture

What is company culture? People spend a lot of time at work. The company culture is what is
normal and expected in the workplace of that company.
(Provide information on your company culture)
Online Training Available

Ask your supervisor about training that is available to you. A major goal of the internship is to
help you gain professional training and improved skills.
Insert courses available to build skills and knowledge in several areas:





Customer Service
Business Awareness
Communication
Industry Training

Explain how to access your available training.
My Internship Goals:

Set 3 goals for your internship and list some specific things you can do to achieve the goal.
Choose from these topics:

Skills, Knowledge, Communication, Relationship.

It is important to set goals for yourself to help you grow.
•
•
•

A goal needs to be specific so you can tell if you’ve achieved it.
Pick a due date to reach the goal. Example: Within 3 months I will…
Pick a goal that is reasonable to achieve in the amount of time that pushes you, but can be
accomplished.
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Don’t worry if you need to change the goal later. Just get started.

1. ________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
2. ________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
3. ________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

General advice: Take lots of notes to help you remember what to do.
Work Stuff – Review basic information for all employees.

(Provide your company policies including reasons for termination)
A REMINDER
Opportunity Knocks is a real opportunity for you to learn and grow. Your attitude and work
ethic are always your choice. Your daily efforts show your readiness and willingness to make
the most of this opportunity. Set some goals for yourself and enjoy the opportunity!
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Regular feedback is critical for development and success. A 30 minute, weekly, 1 on 1 check in
meeting with the intern is expected of either the supervisor or mentor. This template can be
used to remind of topics and to maintain notes for follow-up. Suggested times for each section
below are fully flexible. Spend the time where needed most.
Your time is valuable and you taking time to invest in your intern speaks loudly to them about
their value.

Remember you will get more of what you focus on. Acknowledge and appreciate what is good,
address what needs improvement.
MEETING DETAILS

Date _______________________________

Intern Name________________________________

Attendees ____________________________________________________________________________
GENERAL CHECK-IN (10 min)

How are you? (work, school if relevant)
Tasks check-in: How is your work load?
Discuss: a company culture point, thoughts from a reading assignment or a general success tip.
PROGRESS REPORT – WHAT IS GOING WELL ON THE JOB?

It is important to point out what is going well to gain confidence.
OPPORTUNITIES FOR IMPROVEMENT

Focus on the task and the desired future performance needed. Explain the value of the task.
UPDATES:

Follow up on past items; communicate department or team news; discuss any transitions well
in advance.
ACTION ITEMS:

What is needed by whom and by when.
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Willie C

Location: DFW Warehouse

Department: Air - Gateway

Mentored and trained two Opportunity Knocks employees.

How did you become involved in the Opportunity Knocks program?

I was notified by my manager that we were going to try this program in Dallas to see if we can
help kids in need.
What were your initial thoughts about the program?

My initial thoughts about the program was how are we going to get a couple of kids to perform
at a high level with a bunch of guys that come to work and make of living off their job duties.
What excited you about the program?

The main thing that excited me was being able to help and teach young kids how hard it’s going
to be as an adult.
What were your reservations?

My reservations were thinking that the kids would not take this program serious; that I would
probably do more babysitting than supervising.
What have been the challenges since taking on an Opportunity Knocks employee?

Ours were 16 years old. 1. Keeping them focused on the job; 2. Self-control; 3. Patience
What have been the rewards of being involved?
Self-motivation

Knowing that I made a difference in someone’s life

Please describe one or two special or significant memories during your involvement so far?

Michael and Rodolfo competing to see who’s improved the most. It was good seeing them go
head to head.
It is a learning process for both parties but well worth it in the long run.
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Lucy M

Location: DFW Warehouse
Department: AXP
Title: AXP-Lead

How did you become involved in the Opportunity Knocks program?
Part of our department manager’s request

What were your initial thoughts about the program?

Great opportunity for the selected kids in the program.
What excited you about the program?

The opportunity to better someone’s life.
What were your reservations?

That the kids are too young and might not understand the great future that they might have.
What have been the challenges since taking on an Opportunity Knocks employee?
Trying to relate to a teenager, to be firm and not grandmother him.
What have been the rewards of being involved?
Watching them grow more sure of themselves.

Please describe one or two special or significant memories during your involvement so far?
When Rodolfo takes charge of his workload without being told what to do.

What would you say to another branch or supervisor considering becoming involved?
Do it!

Is there something you have done that has worked well for you in the set-up, or development
of your Opportunity Knocks employee that you think would help other supervisors?
Treat them as adults.
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Kristan N

Location: CHQ Department: Order Management Title: Director, Product Integration
Supervised seven Opportunity Knocks employees.

How did you become involved in the Opportunity Knocks program?
Founder asked me to assist with the program in general.
What were your initial thoughts about the program?

I thought it was a great idea. I wasn’t sure what the response might be as many of the first
group we had didn’t fully meet the ideal criteria. The success of this program also depended
upon other VPs supporting the idea and taking a risk on someone who wouldn’t be the first
choice candidate.
What excited you about the program?

The opportunity to make a very big difference in someone’s life.
What were your reservations?

I didn’t know how much work would be involved from a management standpoint. Also, the
people coming in would be very green and need a lot more guidance than a person coming in
with professional work experience.
What have been the challenges since taking on an Opportunity Knocks employee?

There is definitely a commitment to managing an OK employee, not necessarily more time, but
often in interpersonal and communication skills. I think this is one place where you definitely
get out of it what you put into it.
What have been the rewards of being involved?

Seeing my employees mature in the workplace. The difference in how they carry themselves.
Please describe one or two special or significant memories so far?

The opportunity to help people and make a difference in their life after a mentoring discussion.
What would you say to another branch or supervisor considering becoming involved?

Have patience. The people coming in through this program most likely will not have had the
mentoring and guidance at home, so they may not know even basic communication skills or
protocol. They may not understand chain of command, etc… BUT by investing a little time, the
reward will be a very dedicated and loyal employee.
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Success Stories

Inspiration on the job
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Mon

High School Graduate: 2009

Tenure: January 2010 - to present

Mon grew up in a single parent home in South Seattle and was referred to Opportunity Knocks
through the Boys and Girls Club, Youth Force Program. She had graduated high school, had no
interest in attending college or clear direction for her future but wanted to try something new.
Nervous about group interviews, she hoped to learn new skills to prepare for her future.
Now, she has become a young professional. “I think that this is a great program. It gives young
adults a chance to see what it really is like to work in the professional world. It gives them a
chance to see if the career path they are going down now is what they really want or not. I
don’t know where I would be if I hadn’t found this opportunity.”

To other candidates she would say, “Go for it. Try your best and see where you might end up.
Even though you may get into the program you still have to work to stay in the program. There
are expectations that you have to meet, you can’t slack off. You will be encouraged and called
out on things that you’re doing wrong or messing up on. You have to be an asset not a liability
to the company. IF you get into the program you have to give them a reason to keep you.”
How she’s grown:

“Being part of this program has helped refine my skills and given me more confidence in myself
and my capabilities.”
Significant memories:

“The people are really friendly. They smile and always say “good morning” or “hi”.”
“Being invited to attend the Opportunity Nation Summit in Washington D.C.”

Challenges early on: “The fear of messing up or doing something wrong.” & “Connecting with
my peers/colleagues.”

From her supervisor: “Mon is a delight. She really didn’t know what she signed up for but was
willing to try. It has been rewarding to coach her; she absorbs it all and just continues to grow.
What she would say to other companies that are considering Opportunity Knocks?

“I think they should do it. Companies will get an eager young adult that wants to learn all about
the business and how it works.” “When I started the Opportunity Knocks program I wasn’t
thinking this was going to be my career.
But I found my career, and with this career, I’m able to live a better life.
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Starting Small is Much Better
than Not Starting at All

OpportunityKnocks@Expeditors.com
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