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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%!
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Getting Feedback
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Questions



Setting Goals and Expectations

1. Before or during the first week of your externship, set a time to speak
with your supervisor

 Review the LL.M. Externship Goals form (this will be emailed
to you) and set your goals for the externship

« Go over your goals with your supervisor

« Learn what their expectations are for you, update your goals, if
necessary

« Ask your supervisor their preferred method of communication
(email, video chats, phone calls)

«  Submit completed Externship Goals form by Friday, September
23.

2. Throughout the semester
« Keep a record of your progress towards your goals
« Check in with your supervisor to ensure you are working towards
your goal and meeting their expectations

3. Create A Professional Remote Environment
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Believe it or not, this may be your supervisor’s first virtual internship experience as well. With this in mind, it is a great idea to schedule a Zoom chat or phone call in order to discuss the logistics of your internship, including when you are expected to be online, the preferred method of communication, task deadlines, your onboarding process, as well as questions about materials you can review to be better prepared. Requesting this conversation before your internship starts is a great way of showing initiative and organization.

Keeping notes on what assignments you work on (within the confines of confidentiality requirements) and the skills you learned will help you craft your resume and have a meaningful conversation with your supervisor at the end of your internship. This information can also help you discuss your internship in future interviews, as well as allow you to accurately reflect on how you felt working for this organization and in certain practice areas.

Create your own professional environment Even if you are not in a traditional office, making an effort to dress professionally will help you stay motivated and get into a work mindset. Set up a workspace in your home that will serve as an office. It is especially important to maintain a professional setting when you’re video chatting with colleagues or clients. Consider your background during a video chat and limit any unnecessary noise

https://docs.google.com/forms/d/19YbaIOFy9vxo98ukHf-q2py806P2hhZfuafmk7QML24/edit

Making a Great Impression

1. Punctuality
 Create and maintain a set of hours agreed upon by your supervisor.
«  Show up to all virtual meetings on time
«  Keep track of important dates and deadlines

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

3. Take on more without being asked
* You should always be working on something

4. Be resourceful
*Look for the answer before you ask your supervisor
*Come up with solutions

9. Ask good questions
*The questions you ask reflect your level of preparation and
thoughtfulness
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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. Punctuality
This 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 excellence
All 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. 

If you have the capacity, it is important to ask for more assignments, participate in various internal and client meetings, and to reach out to other attorneys regularly to inquire if they have any work that you can assist with.


On-site internships create the social pressure of keeping busy and being productive. Unfortunately (or fortunately), working from home means that no one will see you constantly checking your phone, grabbing snacks or otherwise wasting time. Under these circumstances, it is even more important to use a daily planner to schedule work and break times, as well as prioritize assigned tasks. You may need to have a conversation with your family members or roommates in advance, letting them know that you cannot be disturbed during your work mode. The legal profession is very deadline and task oriented and being a virtual intern will not absolve you from this responsibility.



Feedback

Common Feedback Complaints

« | didn’t receive feedback on any of my work during
the externship.

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

* My supervisor teleworked a /ot so | hardly ever saw
her.

| received feedback, but it was very generic, like
“good job,” or worse, “write better!”



Feedback

« 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 Feedback
There 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 work
Ask if you are meeting the supervisor’s expectations – incorporate their advice
You 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. 

Receiving feedback on your assignments is not always an easy task when your supervisors are very busy with their own assignments. This difficulty can be magnified with the virtual nature of your internship, where real-time feedback is more likely to slip through the cracks. While your program may feature a final performance review, it is more productive for you to proactively solicit feedback throughout your internship from your supervisors, or any other attorneys that you work with.



Feedback

Tips for Soliciting Feedback

1.

Be ready with your own critique

2. Ask questions

3.

o o

Look for ways to get timely feedback and keep reminding
your supervisor that you want feedback

Ask for examples to make sure you understand your
supervisor’'s comments

Learn from the final work product

Share your learning goals and ask for your supervisors
help from the beginning.




Relationship Building

« Participate in office activities to the extent you can

* Be deliberate with your relationship building and networking

Take advantage of internal email address

Send a short, personal, email introduction to your
colleagues

Schedule phone or video chats with colleagues for
informational interviews (see Career Manual for email
templates)

Connect with colleagues on LinkedIn



https://www.law.georgetown.edu/wp-content/uploads/2021/08/2021-2022-Office-of-Graduate-Careers-LL.M.-Career-Manual.pdf

Questions
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