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1. IntroducƟon 

1.1 Internship Overview 
(Provide a brief introducƟon about the internship program, duraƟon, department, and nature of work.) 
 

 
 
1.2 Purpose of the Internship 
(Describe the purpose and importance of the internship in professional learning and skill development.) 

 

 

2. About SOLUTION 

2.1 OrganizaƟonal Profile 

About SOLUTION:  

 Vision:  

 Mission:  

 ObjecƟves:  

 Major themaƟc areas:  

 Key projects and programs:  

 Target communiƟes/beneficiaries: 

2.2 CommunicaƟon and Knowledge Management System 

Describe: 

 DocumentaƟon pracƟces:  

 Social media and outreach acƟviƟes:  

 Knowledge Resource Centre funcƟons: 

 Branding and communicaƟon approaches: 

 

 



 

 

3. ObjecƟves of Internship:  

 

 

 

4. Weekly Learning & AcƟviƟes 

Week 1 – OrientaƟon & FoundaƟon 

AcƟviƟes Undertaken 

  

  

Key Learnings 

  

  

 

Week 2 – Content Development & DocumentaƟon 

AcƟviƟes Undertaken 

  

  

  

  

  

Key Learnings 

  

  

  

  

 

 

 



 

 

Week 3 – MarkeƟng, AdverƟsing & InformaƟon Management 

AcƟviƟes Undertaken 

  

  

Key Learnings 

  

  

 

Week 4 – ExecuƟon & Final Project 

AcƟviƟes Undertaken 

  

  

Key Learnings 

  

  

 

5. Tasks and ResponsibiliƟes 

Describe the major tasks handled during the internship. 

 

 

 

 

 

 

6. Major Assignments/Projects 

Project/Assignment 1 

Title: 

 



 

 

ObjecƟve: 

 

AcƟviƟes Performed: 

 

Outcome: 

 

 

Project/Assignment 2 

Title: 

 

ObjecƟve: 

 

AcƟviƟes Performed: 

 

Outcome: 

 

 

7. Skills and Knowledge Gained 

Technical Skills 

 Content WriƟng 

 CreaƟve WriƟng 

 Social Media Management 

 DocumentaƟon 

 Digital CommunicaƟon 

 InformaƟon OrganizaƟon 

 Knowledge Resource Management 

 Basic MarkeƟng and Branding 

 



 

 

SoŌ Skills 

 CommunicaƟon 

 Teamwork 

 Time Management 

 CreaƟvity 

 Research and Analysis 

 Problem Solving 

 Professional Ethics 

 

8. Challenges Faced 

Describe any challenges faced during the internship and how they were addressed. 

Example: 

 Managing deadlines 

 Understanding organizaƟonal communicaƟon style 

 Content adaptaƟon for different audiences 

 Organizing and retrieving informaƟon systemaƟcally 

 

9. Key Outcomes and ContribuƟons 

MenƟon measurable or pracƟcal contribuƟons made during the internship. 

Example: 

 Number of arƟcles/blogs developed 

 Social media content prepared 

 Campaigns supported 

 Reports/documentaƟon organized 

 Knowledge repository created/updated 

 Research findings compiled 

 CreaƟve materials developed 

 



 

 

10. RecommendaƟons/SuggesƟons 

Provide pracƟcal suggesƟons for: 

 Improving communicaƟon systems 

 Strengthening branding and outreach 

 Enhancing Knowledge Resource Centre operaƟons 

 Improving content management systems 

 Increasing audience engagement 

 BeƩer documentaƟon pracƟces 

 

11. Conclusion 

Summarize the internship experience, learning achievements, and overall impact of the internship on your 
professional and personal development. 

 

 

 

 

12. Feedback 

 

 

 

 

 

 

 

 

 

 

12. Annexures 



 

 

AƩach supporƟng documents/materials such as: 

 Samples of blogs/arƟcles 

 Social media creaƟves/content 

 Campaign materials 

 Reports prepared 

 Photographs/screenshots 

 Research summaries 

 AƩendance sheet (if applicable) 

 CerƟficate copy (if applicable) 

 


