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Congratulations!
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Congratulations on securing an externship!We hope it will provide you with a valuable practical legal learning experience.  Some of you have done internships or summer associate programs or have worked for many years, and for some of you this is your first experience working in a professional setting in the United States. I want to give all of you some guidance so you can make the most of your externship and also create relationships that can last your entire career. You are externing for a short amount of time so give it 100%!



Overview
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A. Tips for making the most of your externship 

B. The importance of getting feedback 

C. Observe 

D. Questions 



Making the most of your externship 
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1. Punctuality
• Show up on time or early
• Meet deadlines  

2. Complete tasks with excellence
• All tasks, no matter how big or small
• Make sure you know exactly what the task is 

3. Take on more without being asked
• You should always be working on something  
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Harvard Business Review consulted with professionals who have supervised interns and externs and came up with a list of six things that will help you make the most of your externship. Based on what we have seen over time and from talking to supervisors, we agree these are the top tips you should keep in mind.1. PunctualityThis should be an easy one to accomplish Show up on time – or early to your externship and to all meetings you are asked to join.Complete tasks by their deadlines, or let the supervisor know if you think you can’t meet a deadline.  2. Complete tasks with excellenceAll tasks – even if you are asked to do something that seems small or unimportant to you.Don’t decline a project just because it doesn’t interest you – approach all tasks with enthusiasm and a desire to learn.Ask questions if you need to clarify an assignment. Don’t assume anything! Check in as you are working on your project; don’t only show up and discuss the project at the beginning and when you hand it in. Proofread everything sent to the people you work with. No typos!  3. Take on more work without being asked If you have finished an assignment and haven’t been given something else to work on – find a new one. If you see something helpful that you can do – do it! Don’t wait for someone to give you a task - take the initiative, and ask if your supervisor needs help on any other projects. 



Making the most of your externship, contd. 
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4. Be resourceful
• Look for the answer before you ask your 

supervisor
• Come up with solutions 

5. Ask good questions
• The questions you ask reflect your level of 

preparation and thoughtfulness 

6. Build professional relationships 
• Get to know as many people as you can 
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4. Be resourceful Research a topic thoroughly before asking a full-time colleague or manager for help, and take the time to reflect and come up with your own insight or solution before consulting others when you uncover a problem Instead of approaching your supervisor by saying “We have a problem with x”  - approach him/her with “We have a problem with x and I have come up with a few possible solutions. What do you think about A or B?” Look for the resources you need on the internal websites or ask other interns before asking your supervisor.It’s always good to ask questions when something is not clear to you, but asking too many questions can show you didn’t even try to look for the answer yourself.You want your colleagues and supervisor to view you as someone who is resourceful and independent.But Remember:As an extern, you don’t know it all, which means you’re bound to make a mistake at some point. That’s okay, as long as you learn from it. Admit what went wrong, then ask a co-worker how she would’ve handled the situation and for advice on how to move forward. When the same thing comes up in the future, prove that you listened and learned by handling it a better way. 5. Ask good questions Think in advance of questions to ask at an upcoming meeting. You want your questions to be thoughtful and reflect that you prepared.Try to ask one or more authentic thoughtful question in every meeting you attend (after making sure you are allowed to participate in the meaning).  6. Build professional relationship  Your externship only lasts a few months, but you can make relationships that will last much longer. Get to know the other interns and externs as well as the other people working full time in the organization. Try to meet at least one new person at the firm/organization per week.Ask colleagues out to coffee and lunch and conduct informational interviewsEx: if you work at the World Bank – use the intranet to reach out to people working in different departments.Connect with your colleagues on LinkedIn and stay in touch after the externship ends.Attend as many brown bag lunches and other meetings as you are able to.



Making the most of your externship, contd. 
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Impressing your supervisor 

1. Manage yourself
• Be proactive
• Do perfect work 

2. Understand your supervisor 
• Understand their work habits
• Learn their communication styles - respect 

his/her time
• Nurture the relationship 
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Impressing your supervisor One goal of your externship should be to leave your externship knowing your supervisor will act as a strong reference for you when you are applying for jobs.Here are some tips on how to build a successful working relationship with your supervisor  Manage yourselfBe proactiveWe can’t stress this enough - make sure you understand your assignment; get the whole picture and ask questions if you are unsure Do perfect workPerfect means that your boss would be happy to turn your work in with his/her name on itNever hand in work with errorsAsk another colleague or someone else to review your work before submitting itYour reputation is your work Understand your supervisorUnderstand his/her work habitsEx: Does your supervisor like to communicate through email or in person?Ask other interns for advice on working with your supervisor Respect his/her timeBe prepared and organized when you are meeting with him/herKeep him/her informed of what you are working on – there are no good surprises. It might seem scary to have to tell a supervisor that something it now working out how he/she thought it would, but the sooner you do this the better.Nurture the relationship Your supervisor are likely very busy, but try to carve out time to meet regularly with your supervisor and get feedback.Use this feedback to improve your work 



Importance of getting feedback 
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• What kind of feedback should you ask for?

• Work product

• Are you meeting the supervisor’s expectations

• Future opportunities 

• Reference
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Importance of Getting FeedbackThere is no one better to provide feedback on your work in a professional setting than someone who has experienced it first hand.The onus is on YOU to ask for feedback.Supervisors are very busy and may forget to make time to sit down with you. Don’t be afraid to ask your supervisor for time to check in to talk about your work and ask for feedback on how to improve.A good time to check in is halfway (about 5 weeks in) through your externship and at the end of the externship. Ask about your workAsk if you are meeting the supervisor’s expectations – incorporate their adviceYou can ask for feedback related to whether it’s possible to turn your externship into a full-time job or future job opportunities.If it is not possible to work at your employer full time, you can ask if the supervisor will be a reference as you apply for jobs and if you can use your work as a writing sample. 
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Common Feedback Complaints

• I didn’t receive feedback on any of my work during the 
externship.

• I didn’t receive much feedback, and what I did receive was 
unhelpful.

• My supervisor teleworked a lot so I hardly ever saw her.

• I received feedback, but it was very generic, like “good job,” 
or worse, “write better!”
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Externship supervisors know that they are supposed to provide you with feedback  - you should feel comfortable in asking for feedback, expect to receive feedback, and seek it out. 
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Common Barriers to Effective Feedback

Supervisors may...
• be afraid of hurting the extern's feelings;
• want to avoid a tough conversation or create a tense 

situation;
• feel they are too busy to give feedback; or,
• not believe feedback is valuable or is not part of office 

culture.

Students may...
• give the impression that feedback from 

their supervisor is not welcome;
• be afraid to "look stupid"; or,
• not want to be seen as wasting the supervisor's time.
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Other Tips for Soliciting Feedback

1. Ask questions
2. Look for ways to get timely feedback and keep reminding 

your supervisor that you want feedback
3. Try not to read more than necessary into your supervisor’s 

style
4. Ask for examples to make sure you understand your 

supervisor’s comments
5. Learn from the final work product
6. Share your learning goals and ask for your supervisors 

help from the beginning.
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What if you receive negative feedback?

• Reevaluate Your Planning

• Reevaluate Your Preparation

• Reevaluate Your Execution

• Focus on Variables in Your Control
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GUESS WHO?

After being cut from his high school basketball 
team, this famous failure went home, locked 
himself in his room and cried. 
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GUESS WHO?

Before she wrote this book series, she was 
nearly penniless, divorced, severely 
depressed, and trying to raise a child on her 
own while attending school and writing a novel.  
The first nine publishers rejected her book 
before a small business man accepted it. 
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GUESS WHO?

Was once fired from a newspaper for “lacking 
imagination” and having “no original ideas”



Observe 
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• What kind of a work environment are you looking for? 

• Can you see yourself working here?
• Is the office a social environment or do people 

keep to themselves?
• Do employees seem happy to be working there? 
• Were people’s new ideas welcomed?
• How did managers interact with their team?
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ObserveAn externship is also your opportunity to get to know the culture of a firm or organization and what lawyers actually do in that setting and if it’s the right fit for you. Attend trainings and presentations and social eventsObserve the lifestyle, personalities and strengths of the people who work there. Are they an outgoing and social office? Do they mostly keep to themselves? What kind of work environment are you looking for?
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Questions
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