
 

 

 TIPS TO SUCCEED DURING
YOUR VIRTUAL INTERNSHIP

 

As many internships are transitioning to a fully virtual environment,
follow these tips to be the best virtual intern you can be!

Keep an eye out for professional and social engagement opportunities that your employer sets
up. These may be events such as panels, trivia or game nights. Attend as many of these events
as possible to develop a deeper connection and to show them that you are engaged!   

Learn from your colleagues about their backgrounds and experiences. Ask them for a virtual coffee
chat or to share a virtual lunch break. Anyone may become a mentor for you. Also, don't forget to
say thank you! 

STAY CONNECTED WITH YOUR COLLEAGUES

As a virtual intern, you will be communicating with your supervisor completely online. Not only is your
supervisor navigating this new normal, the company most likely is too. Maintaining an open and
frequent line of communication will be essential toward your overall success as an intern.

At the start of your internship, speak with your supervisor and make a list of projects you will be
working on. You may have a lot of autonomy in your work but you may also have collaborations
with colleagues. It will take practice to balance competing projects.

Prioritize projects by their deadlines and make a habit of sending weekly updates about what you
are working on and how you are doing. This makes it easy for your supervisor to see your progress
while simultaneously keeping yourself on track.

Ask your supervisor about their communication preferences. You may find that they prefer daily
text messages or emails, weekly phone calls or virtual face time, or a combination. Express your
preferences as well. When you and your supervisor are on the same page about communication
best practices, it will help you to stay on track. 

Attend virtual meetings with your camera on so the team can see your smiling, eager face as it
creates a better personal connection. Try your best to minimize distractions in the background and
create an "office space" that will promote learning and success. 

Participate in group conversations by asking questions and offering input when appropriate.  Your
supervisor may be able to guide you and give you advice. Otherwise, good virtual etiquette tells us
to keep ourselves on mute to minimize background noise. 

Ask questions! If you are working on a task and are stuck or confused, it is okay to ask for help
and guidance. Your office may have quick messaging systems or you may have to schedule a
meeting. Write down your questions before speaking with your colleague so you can stay focused
during the conversation. 

Start and end your work day at the same time each day unless given different instructions from your
supervisor. Ensure you are meeting the agreed upon hours each week. Give yourself breaks to step
away from your computer and recharge. 

Click here to hear directly from an Elon alumna about how to be a successful
 virtual intern.

 

 

The best way to get adjusted and comfortable in your new office is to interact with your colleagues.
Although you will not be with them in person it is still important to build those relationships, virtually. 

SET YOURSELF APART

MAKE YOUR NEEDS KNOWN

CREATE A WORK ROUTINE

You will need to put in extra effort to be noticed and to create meaningful relationships that will not only
aid your internship work but build your professional network.

It is easy to fall into a "black hole" while working virtually. Sometimes, you may lose track of what day
and what time it is. Be sure to set up a routine that works for you and keeps you on task.

 Crush your primary job responsibilities and then ask for more if it is within your scope.

https://elon.webex.com/recordingservice/sites/elon/recording/playback/df9891ebd7c04dd3b7e30599a354f0ef

