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Canada’s success in the global health technology market will be dependent on our ability

to develop and retain highly specialized talent. The 2018 Health/Biosciences Economic

Strategy Roundtable has identified skills and talent as one of four key priority themes for

positioning Canada as a global leader in the health science industry and in healthcare.

Identified talent shortages include: managers who understand science, scientists who

understand business, leaders connected to the international community and “job-ready”

graduates.

 

The Ontario Bioscience Innovation Organization (OBIO™, www.obio.ca) is addressing the

shortage of job ready graduates for the health science industry through a three step

process:

INTRODUCTION
 

Assess gaps and specific needs of industry, interns and academia;

 

Use data to develop, deliver and evaluate customized programs addressing

identified needs and incorporating global best practices

 

Create alignment across stakeholders so that each player develops the

capacity to excel in building job readiness.
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While many organizations focus on one of these requirements, OBIO is the only

organization with almost 10 years of experience delivering all three components: needs

assessment, programming and evaluation and stakeholder engagement.  OBIO also has

deep experience developing talent other than recent graduates, including CEO and other

management training, that is equipped to address the unique challenges of the health

science industry (raising capital, product development, regulatory, reimbursement) as they

relate to various industry subsectors  (biopharma, medical devices, IVD, digital health).

 

OBIO’s Health to Business Bridge (H2BB™) is a unique Workplace Integrated Learning

(WIL) program that is building a pool of job ready graduates for the health science industry.

H2BB™ is a collaboration between industry and academia that delivers an internship

program for graduate students interested in acquiring health science specific business

development capabilities. The program was developed in response to expressed needs

from stakeholders and offers: candidate screening, subject matter expert (SME) advisors

assigned to each intern, databases and other support tools, workshops, networking and

community. H2BB™ incorporates global best practices for internship programs identified by

the US National Association of Colleges and Employers (NACE, www.naceweb.org) and is

consistent with Canadian WIL research and the guide published by the Higher Education

Quality Council of Ontario (HECQO, www.heqco.ca).
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H2BB™ is evolving to increase preparedness of interns, company managers, subject

matter expert advisors and industry executives who participate in the program. In 2017

OBIO conducted research with interns, company supervisors and subject matter expert

advisors to track progress and measure success. Results showed that the compressed

time period for companies and interns to apply, get funding, get placements and launch an

internship, means that the more prepared participants can be, the more value the

internship will deliver to both the intern and the company.  

 

In response, OBIO is launching a series of guides to accelerate awareness, uptake and

engagement and to create alignment among company staff, interns, external advisors and

academic partners. Successful internships require a well aligned team comprised of the

intern, the supervisor, the employer and in the unique case of H2BB™, the external Subject

Matter Expert (SME) Advisor.  Summaries of the individual guides are presented below.

 

 

 

 

 

One of the unique features of the H2BB program is that it exposes business students to

Canada’s health science industry and gives companies additional resources to build

successful commercialization strategies for health technologies. The H2BB guide for

employers introduces companies to the H2BB program, its offerings and resources.

Potential employers are made aware of the structure of the program with its workshops

and SME Advisors plus support from OBIO including toolkits and access to business

databases.

 

The Employer’s Guide focuses on the process of deciding to hire an intern, choosing the

right one for the company and planning for success. It explains the benefits of hiring

interns and the contributions they can make to a company and to talent development for

industry. The guide also helps to align the employer’s expectations for productivity during a

short term placement with the intern’s limited job experience and need for structure,

supervision and learning in the workplace. Most if not all studies on best practices

emphasize the importance of real work assignments, customized training and structured

feedback. The H2BB Employer’s guide ensures companies plan and resource these

positions to get the most from their internship placements.

 

The guide offers beneficial instruction to those who play a role in hiring but may not have

experience or expertise in human resources. It goes on to discuss planning and timelines

for creating the position, budgeting and recruiting. Data from industry shows that

companies need approximately 4 months to make a decision to hire an intern and fund the

position. If there is external government funding required, this can take longer. 

EMPLOYERS GUIDE
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Further, school terms and co-op schedules mean that companies must coordinate their

hiring decisions with academic calendars. The employer’s guide explains these challenges

and provides guidance for efficient recruiting tools including job descriptions, project

deliverables and well-defined skills requirements. It also highlights the service offered by

OBIO in pre-screening candidates once the job description is in place. Appended to the

Guide are recommendations on how to develop a job description, prepare interview

questions and interviewing techniques for entrepreneurial companies without HR

expertise.

 

Finally, the employer’s guide explains the need for “onboarding” or orientation for interns

covering the Society for Human Resource Management recommended standards:

compliance, clarification, culture and connection. A formal process is considered best

practice for internships and H2BB provides guidance to the employer, the supervisor and

the intern as part of the toolkit.

 

 

 

 

 

OBIO’s Early Career Talent Guide has been written to support interns who are part of the

H2BB™ program but is also suitable to recent graduates starting a new career. The topics

are presented as modules to be accessed based upon individual needs at any stage of an

internship or new job but follow a logical pattern from receiving an offer to the end of a

placement and beyond. OBIO’s and other’s research have found a disconnect between

how interns perceive the importance of various skills and the importance placed on skill

sets by their employers. The biggest gap is in soft skills and throughout the Guide there

are numerous examples of what interns should think about, how to behave, effective

communication and what to avoid.

 

The Guide provides practical instruction on what to look for in an offer/contract, what isn’t

negotiable, preparing for the first day and creating a good first impression. It offers

instruction from the intern’s perspective on the best practices for setting goals and

objectives and helps create alignment between the intern and the company. The guide

explains the role of the intern and the importance of relationships and teamwork. It

describes the support network created by the supervisor, SME advisor and the OBIO staff

and gives guidance on managing workload and expectations. As part of OBIO’s

commitment to best practices and metrics, there is a mid-term review and the guide takes

the intern through what to expect and how to use the feedback to ensure their remaining

time is valuable and they are successful.

EARLY CAREER TALENT GUIDE (INTERN)
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Two unique features of the OBIO H2BB™ program are the talent development workshops

held by OBIO and the SME advisors assigned to each intern. The workshops provide an

understanding of how business is done in innovative health science companies, covering

market research, marketing, business development, strategy and financing. While an

internship may focus on a single aspect, the workshops show how everything fits within the

larger picture. The workshops also provide the intern with networking opportunities

essential to future career success and help interns fit into a community.

 

SME advisors are assigned to specific interns based on real world experience, expertise

and coaching skills. They are independent from the company and the academic institution

and contribute knowledge, contacts and coaching to the intern’s program. The intern guide

explains the benefits of an advisor and provides guidance on making the most of this

relationship. It also offers suggestions on how to find an advisor for those not in the

H2BB™ program. Customized valuable training, including support from an advisor, has

been identified by J-InterSect   as a key component of top internship programs and

successful graduates of the H2BB™ program report that the availability of an advisor

makes the experience different and more valuable from their other internship experiences.

 

The final section of OBIO’s Early Career Talent guide addresses the end of the H2BB™
placement, maintaining the intern’s network and provides additional resources. Almost

50% of the NACE internships converted to permanent jobs. 

 

 

 

 

 

The H2BB™ Supervisor Guide resembles the guide for interns in that it is designed for

those in the program but is available to anyone supervising early career talent. The Guide

covers topics in a linear fashion from the decision to hire an intern to the end of the

placement and final evaluations. It incorporates best practices such as those identified by

HEQCO, NACE and in research conducted by J-Intersect including the importance of “real

work” assignments, structure, feedback and measurement. The Guide coaches potential

supervisors on the difference between supervising early career talent and managing

established employees and prepares them to plan carefully for the time required,

particularly in small companies or start-ups.

 

Interns are there to learn as well as to work and the role of supervisor combines teacher

with manager. The Guide covers the importance of understanding learning styles and

setting goals and objectives. 

[1] “What Top Internship Programs Look Like” Todd Raphael August 12, 2011. Available at: https://www.ere.net/what-top-internship-programs-look-like

SUPERVISOR GUIDE

1
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Since many interns have no corporate experience or understanding, the Guide prepares

supervisors to help develop the soft skills that may be missing. It provides guidance on

building a structure for meetings, performance monitoring and feedback within the context

of an internship.  The Guide also instructs the supervisor on working with the intern’s SME

advisor to align expectations and create value from the placement and on working with

OBIO’s H2BB™ program manager.

 

The H2BB™ Supervisor Guide identifies the administrative and process details needed for

success. It provides training on orientation and goal setting and a checklist of items that

should be covered such as policies, procedures, facilities and equipment and the job

description. The Guide lays out the path from orientation to the mid-term review and on to

the end of the placement and final assessment. It concludes by tying the internship back to

the student’s academic year and ongoing career development reminding the supervisor of

the importance of their feedback.

 

Feedback from industry points to supervisory time as a major barrier to hiring interns.

OBIO’s H2BB™ Supervisor Guide and checklist are designed to prepare supervisors,

create efficiencies and align the 4 team members (intern, supervisor, SME advisor and

employer) so as to reduce the concern and open the way for interns to learn about

Canada’s health science companies.

 

 

 

 

 

The SME Advisor Guide addresses the role and responsibility of the external subject

matter expert who  advises and coaches the H2BB™ intern and provides additional support

to the supervisor at the company. OBIO created this position within the program to address

the concerns of small companies who do not always have the resources or even the

expertise to train inexperienced staff and may decide not to offer placements for this

reason.  Further, the engagement of industry experts with real world experience provides

each intern with knowledge that cannot be easily gained in a classroom and with potential

contacts for building their networks.

 

The SME Guide defines the role as “to guide, coach and counsel – not to execute”. It

illustrates the definition with examples and highlights areas where an advisor may add

value such as highly specialized technical knowledge, conflict resolution coaching and

career counseling. The Guide lays out options for scheduling meetings and their content,

managing expectations and creating alignment. Importantly, the Guide stresses the need

to identify deliverables for individual meetings and for the internship overall.  There is a

frequently asked question section that covers “what to do if” topics and explains when and

how to engage with the company supervisor or OBIO staff.

SME ADVISOR GUIDE
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Consultations with industry have consistently found that the SME advisor is a unique and

highly valued offering of the OBIO H2BB™ program. Similarly, exit interviews with interns

and follow-up with company supervisors have demonstrated how this external third party

can have an effect beyond the 4 month internship. While the role of the advisor is

connected to the intern, companies indirectly gain the benefit of the advisor’s expertise and

experience in related businesses and both groups can access valuable contacts for future

growth and development.  The ability to recruit and train SME advisors is related to OBIO’s

strong network and professional reputation.

 

 

 

 

 

OBIO is excited to launch this series of guides for each of the team members in their

H2BB™ program. The guides are in keeping with global best practices for internships and

address some of the barriers faced by industry when considering hiring early career talent.

Guides and global benchmarks for creating successful internship programs are almost

always targeted to a single audience such as an employer or an intern. By building the

teams, creating alignment and providing the highest quality internship experience, OBIO is

confident that H2BB™ can deliver much needed job-ready graduates to Canada’s health

science industry.

 

Canada’s Business Higher Education Roundtable (BHER) 2019 pre-budget submission 

states that Canada is not prepared for the future of work and that the most efficient and

effective way to prepare Canada’s youth for the coming skills revolution is by embracing

work-integrated learning (WIL). H2BB is in line with BHER recommendations and is

leading the way in building talent for the health science industry through WIL.

IN CONCLUSION

2019 © Ontario Bioscience Innovation Organization
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This Early Career Talent Guide is for participants in the OBIO Health to Business Bridge

Program™ (H2BB™). H2BB is a Work Based Learning (WBL) program that supports health

science companies who hire recent graduates, summer or co-op students in business

development roles. At the same time, this Guide has been written so that it can be

applicable to anyone beginning their career. Throughout the guide, these individuals as

described as “Interns” and the program they are participating in as an “Internship”.

This guide is designed to support and enhance the Internship experience.

 

The H2BB program
 

As it relates to you as a supervisor, H2BB is designed to provide you support so that you

are able to get your interns up to speed quickly and help you enable your intern to be

productive and provide a positive ROI.

 

The H2BB program has 4 key features:

INTRODUCTION
 

Match: OBIO conducts screening interviews with students and recent graduates

from postgraduate business programs. Companies provide job posts and OBIO

provides 3 to 4 suitable candidates for consideration by the company.

 

Train: OBIO provides interactive workshops to the interns once they are hired.

The workshops provide understanding into the unique features of the health

science industry and provide a practical guide into how various activities are done.

These are led by industry experts.

 

Advisor: OBIO matches each intern with a subject matter expert (SME) advisor

who provides additional support to them during their work-placement.

 

Connect: OBIO provides networking opportunities for the interns to interact with

executives and entrepreneurs through their participation in other OBIO events.

1

2

3

Whether this is your first internship or a second or third placement, you will find some tips,

techniques and best practices to help you to realize your full potential as an intern and to

create a meaningful and successful internship experience. The topics are intended as

modules to be accessed based upon your own individual needs at any stage of your

internship.

4
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Accepting the Offer
 

Many prospective interns find themselves stricken by “contract anxiety” when receiving the

physical offer letter. Assuming that you have been contacted by telephone or e-mail

concerning the main terms of the offer, you will receive a formal letter outlining the

proposed conditions of your employment. It is important to read this letter with care, and to

communicate that you accept or decline the offer in a timely fashion. If you have specific

questions, you should ask them immediately, either by telephone or e-mail. The letter will

often include the following clauses, please be mindful these are simply the typical case

and may not reflect your letter exactly:

AT THE START OF YOUR PLACEMENT

Start and end dates: As a rule, companies do not wish to alter these. If there is a

reason that you cannot start or end on a specified date, you should communicate this as

soon as possible (and, ideally, you should have mentioned this in the interview.)

Time off: The offer may mention vacation or unpaid time off. If you have planned trips or

know of unavailable days in the employment period, you should communicate this

immediately before accepting the position.

Job title/function and reporting relationship: The letter will name your supervisor,

who often is the person who interviewed you. It is possible that the letter will specify that

you will work “under general direction,” which refers to a team structure.

Hours of work: The letter may or may not reference this. If you anticipate an issue (e.g.

a long commute would make it difficult to start before 9 a.m.) you should raise this

before accepting the position.

Termination of employment: The letter may specify the conditions of termination and

will likely specify the number of weeks’ notice you are required to give the company

should you choose to leave before the end of your internship.

Condition of employment: Typically, a company will require you to sign some form of

non-disclosure or confidentiality agreement as a condition of working with them. This is

typical of most health science companies who are dealing with a unique product.

Time to sign back the offer: Often, a company will specify a period (3-5 days for an

intern) by the end of which you must accept the offer in writing. This is not negotiable. If

you know that the job will give you valuable skills and experience, you should consider

accepting as soon as possible. If you are considering another opportunity, you should

not hold the offering company to ransom. By attempting to extend the time to sign back,

you are in danger of losing BOTH jobs.

2019 © Ontario Bioscience Innovation Organization
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Salary: Intern salaries are not typically negotiable. Could you earn a higher salary

elsewhere? Probably. Would that opportunity provide equally valuable training? Only

you can answer that question, based on your impression of the company and how that

fits with your career aspirations. Remember that you may damage your reputation in the

long term, and your internship in the short term, by attempting to “bargain up” a salary

that the company has offered in good faith. It is necessary to keep in balance your sense

of your own value with what the company is prepared to pay. This is especially true if

your internship is with a start-up or innovative company, many of whom are cash

constrained. If you are looking for the maximum salary, you may need to do that in a

more established, less entrepreneurial company

If you decide to accept the offer – please sign it back promptly, expressing your thanks for

the opportunity. This will start your internship on the right foot.

 

Preparing for the First Day
 

The first day of your internship is an important milestone that requires foresight and

planning. By thinking through as much as you can in advance, you will save yourself some

last-minute stress and ensure that you project confidence.

 

Do as much research as you can ahead of time. Ask your future supervisor what they

suggest you read before the first day. Become familiar with the major stakeholders in the

sector you’ll be working in, any large news items affecting the industry and start to become

familiar with the jargon used.

 

In addition to research on the company and relevant topics, you will want to think through

practical issues such as how you are going to get there, what you will wear, your budget

for travel, lunches, etc. It is a good idea to have a brief conversation or e-mail exchange

with your supervisor to confirm the expected start time and the dress code. It is advisable

to dress a bit more formally on the first day until you get a good feeling for the

organizational culture and practices. Be aware that some companies are “scent free,” so

refrain from wearing any fragrances like cologne, perfume, aftershave, etc. on your first

day.

 

It is a good plan to arrive at least a half hour early on your first day. Public transport and

traffic in general are notoriously fickle. You will be better off having spare time to stroll

around or have a coffee than arriving in a flustered state just in the nick of time.

 

Finally, you should prepare and practice your introduction. A good example is “Hi, I’m Alex.
I’m a University of Waterloo engineering student/graduate and I will be interning for the
summer with Tom and his team.” Keep it short, friendly and professional and rehearse it

until it is second nature.

2019 © Ontario Bioscience Innovation Organization
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Your First Day
 

The Best First Impression
It should go without saying that if you prepared correctly, you will be on time, professionally

attired and in a positive frame of mind on your first day. The company will likely provide a

formal on-boarding that deals with logistics such as the payroll system, internet access,

building security, etc. You may or may not be assigned a “buddy” from among the

permanent employees; this person will be a great source of practical information. You will

also meet with your Supervisor and the team of people with whom you will interact most

frequently. Make an effort to learn everyone’s name. Do not be afraid to ask questions and

take notes. Use lunchtime or coffee breaks to get to know a bit about your colleagues as

people. And “check in” (briefly) with your Supervisor before you leave at the end of the

day.

 

Active Listening
The first day on the job is one that will demand a lot of active listening on your part. “Active

listening” means using all your senses to mine the messages with which you will be

bombarded. For example, while your supervisor and colleagues will undoubtedly

encourage you to ask questions if you are not sure about something, they will give you

clues as to when it is not appropriate to interrupt them. There may be informal “rules”

about such things as how to answer the phone, when to use e-mail, inappropriate

language – the list goes on. Do not assume that everything of significance is covered in

the policy manual or employee handbook! 

 

Some tips for active listening:

 

 

 

 

 

 

 

 

 

 

 

 

While active listening is especially important on the first day, it is a vital skill to develop for

your career so continue to build on it throughout your internship.

Pay attention – Focus on the speaker, both their words and their body language

Show that you’re listening – Use your own body language and verbal confirmation to

engage

Defer judgement – Wait for a speaker to finish their thought before assessing it

Respond appropriately – Once you’ve heard the speakers message, respond honestly

and respectfully keeping their intent in mind

Restate in your own words – To confirm you have understood what was said

Ask questions rather than make statements – If something was said that does not

appear to agree with what you understand, ask why they are doing x rather than y.

2019 © Ontario Bioscience Innovation Organization
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Setting Goals & Objectives
 

In one of your early meetings with your supervisor, you will work with them to write a series

of goals and objectives to be met by the end of your internship. The company may have a

formal process and format for doing this, or the undertaking may be more informal.

In general, goals are aspirational: big, broad statements of intent. Objectives are the

stepping stones to achieve goals: the battle plans to win the battle.

 

Measurable goals and objectives are essential for evaluating progress, whether on the job

or in your personal life. A useful way of making goals and objectives more powerful and

measurable is to use the SMART mnemonic. SMART stands for:

 

 
Specific - Ensure your goals aren’t too vague, for example “I’m going to add value

to the company”. If you think your goal is too vague, figure out how you would

accomplish that goal and use that knowledge to create a new clear and defined

goal. A more specific goal would be “I will generate sales leads by identifying

people who subscribe to the company newsletter who are not our customers and

sending them a flyer for our product”

 

Measurable – You need to be able to assess your progress. Ideally this is a

quantitative measurement. Number of customers approached, percentage of a

report completed etc. This will allow you and your supervisor to track your

progress through your internship. If you can’t quantify your goal, at a minimum

ensure you’ll be able to answer the question, “Did I accomplish this goal and what

was the outcome?”

 

Achievable – Setting a goal that is either too large in scope or beyond your

capacity is not only pointless it can be detrimental. You should try and push

yourself to expand your horizons but keep in mind your skill set as well as your

personal strengths and weaknesses.

 

Relevant – Your goals need to address the needs of the company as well as your

desire for professional development. Work with your supervisor to align these two

paradigms.

 

Timely – Timeliness is another aspect of achievability. Ensure that your goals,

while still being engaging and demanding for you, are realistic considering the

length of your internship. Also, make sure you set goalposts along the way so that

you can verify your progress each time you meet with your supervisor.

S

M

A

R

T
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These goals are the metric by which you will measure the success of your internship.

Sticking to these qualifiers will ensure that your goals can be met and thus enable your

success.

 

As an example of a SMART goal and objective set: if your personal GOAL is to “Learn

about career opportunities in the medical device industry,” your OBJECTIVES might be:

“Join the Medical Devices Group on LinkedIn by the end of December;” “Take a seminar

on Medical Device product development by the end of April;” “Interview my Advisor in our

weekly meeting concerning the top Medical Device companies in the city and compile a list

of contacts in those companies.”

 

Once you have identified the goals try to break them down into “bite-sized” objectives with

their own SMART metrics. Ideally these should be achievable in 1-5 days. This will provide

you with what you need to do for the next week.

 

If there is a disagreement between yourself and your supervisor as you establish these

metrics, be open to being pushed to achieve more, but also ask about what are the

priorities. If you see timelines are starting to slip ask to meet with your supervisor right

away to discuss how you can get back on track.

 

Match the company goals and objectives to your personal goals
Ideally in advance of starting your internship you should identify 3 to 5 high level goals or

learning objectives you personally hope to achieve through your internship experience.

Once you have met with your supervisor and have developed the goals the supervisor has

for you try and connect them to your personal goals. This will help you keep motivated

towards achieving those goals.

 

For example: Your supervisor asked you work with the sales team to identify and qualify

potential new B2B customers. Your learning goal is understand how marketing is

performed B2B companies. The link would be understanding where the companies sales

practices fit into their marketing strategy. 

 

Carefully planned goals and objectives will lay the foundation for skills-building, creating a

transferrable skill set that can be brought into the classroom and throughout your career.

 

Keeping a Learning Journal
Reflecting will help you develop new knowledge and skills. One way of doing this is

keeping a learning journal.

2019 © Ontario Bioscience Innovation Organization
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The learning journal will be separate from the notes you make about the company’s

operating procedures.The learning journal focuses on the value of the work experience to

you and will be a useful and time-saving evaluation and decision-making tool. The journal

may be as simple as writing a brief paragraph at the end of your first day and each

subsequent week summarizing your experience and what you have learned from it. Ideally

you would answer the following questions: what were you doing (Situation), what were the

outcomes and what did you learn (Evidence) and how will you act in the future in light of

this (Action).

 

The learning journal can also be a great way of keeping track of your personal goals and

objectives and how to connect them to the goals set with your supervisor.

 

 

 

 

 

Your Role as an Intern
 

As an Intern, you are both an employee and a student (whether you are still in an

academic program or not). As such, you will have objectives related to both your employer

and to learning. Your obligation as an Intern is to be fully engaged in the process, making

full use of the resources available to you to maximize the benefits of your placement. To a

very real extent, what you get from the internship will depend upon what you put into it.

The results may include an offer of full time employment, a foundation for future career

decisions, a network of connections and a rich trove of experiential learning – it is up to

you.

 

Your Supervisor
Your Supervisor is your primary source of direction and support. It is therefore important

that you communicate frankly about your mutual expectations. Remember that although

your Supervisor has committed to providing you a structured learning experience, this is

from the perspective of the organization’s need for your contribution. The experience must

work for both of you!

 

Working with a New Team
No matter what your assignment may be, teamwork will likely be a big component of it.

You may have been exposed to team projects in your formal education; if so, you will be a

step ahead. 

DURING YOUR PLACEMENT
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The rules for effective team engagement are no surprise:

 

 

 

 

 

 

 

 

 

Managing Learning and Performance Expectations
Ideally, there should be a high degree of alignment between your learning expectations

and expectations of your job performance on the part of your Supervisor. Regular and

frequent communication with your Supervisor throughout the course of the internship will

help to ensure that these expectations remain aligned. There may be times when your job

content is more informal, routine or repetitive than you would like; that should be balanced,

though, with more stimulating work assignments. It is not uncommon for work objectives

and tasks to shift somewhat in the course of an internship. If you find yourself feeling

overwhelmed by either the volume or nature of your assignments, you should discuss this

with your supervisor, the SME Advisor assigned, or with the H2BB Program Manager.

 

Conversely if you are finding you are not being kept busy, be quick to ask if there is

anything else you can do, and volunteer to help others when you hear they are busy.

 

Participating in the Talent Development Workshops
 

The purpose of these workshops is to provide you insight of how what you learned in

school is applied in the real-world. They are presented by industry experts who are doing

just that. Talent development workshops also include sessions on interpersonal and

professional skill development.

 

While you may be tempted to miss some of these workshops so you can focus on the work

your supervisor assigned, they were designed to address the knowledge, skills and

attitudes supervisors previously identified as being very important in an intern.

 

Further, these workshops have been developed to help you understand how what you are

doing fits within the larger context of the health science industry. While your internship may

be focussed on a single aspect, understanding how it fits within the larger picture will better

equip you for your current as well as future roles.

Get to know the individual team members.

Ensure that your understanding of the team goal or purpose is the same as everyone

else’s.

Communicate early and often, don’t let a minor misunderstanding grow out of hand.

Identify and confirm your role and responsibility within the team.

Don’t be afraid to speak up but overall listen more than you talk.
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Finally, these workshops provide you opportunities to connect with others within the

industry, developing your professional network, which is essential to your future career

success.

 

What to do if your program doesn’t include talent development workshops
If you are not participating in H2BB this doesn’t mean you shouldn’t look for opportunities

to learn more about your industry. Sign up for continuing education courses from your local

colleges and universities or workshops offered by other organizations that you might find

useful. However, make sure you are strategic in your choices picking ones that are most

relevant to your career goals, so you don’t take on too much at once.

 

Working with Your Subject Matter Expert Advisor
 

The Subject Matter Expert Advisor assigned to you is a rich source of information and a

key contributor to a successful internship. You should take full advantage of the

opportunity to build a relationship and be advised by an expert in the field. 

 

You can anticipate that the Advisor will:

 

 

 

 

 

 

 

 

 

Meetings with your SME Advisor
Throughout your internship, the onus is on you to engage with your Advisor. At the first

meeting, you should determine a regular meeting schedule (normally every week or every

second week) as well as the means of additional communication as the need arises. Even

if you don’t have any current questions or concerns about your placement, ensure that you

still meet with your SME Advisor. You can take the opportunity to ask them about their

experiences in the industry, tips they may have for you and things they wish they had

known when starting out. Take time before you meet or have a call with your Advisor to

prepare.

Facilitate your professional development by being a source of knowledge and providing

support for the achievement of your learning objectives;

Provide guidance with respect to your work objectives and project deliverables;

Be a source of reassurance by serving as a sounding board for your ideas and coaching

you concerning the best ways to present them;

Provide professional development advice at your request.

Make sure you have reviewed and addressed any previous action items

Be ready to discuss recent challenges, failures AND successes

Have a list of questions and what you need help with
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At the end of the meeting or call make sure you have put together an action list and have

identified who is responsible for what when.

 

You are in charge of this process. The more engaged you are with your Advisor, the more

you prepare for your calls/meetings, the more you will learn and develop as a professional.

You may find that your relationship with your advisor continues long past the end of the

internship.

 

What to do if your program doesn’t provide an SME Advisor
Good SME Advisors are one of the most important relationships you can have early in your

career. Effective advisinging has been shown to improve professional skill development,

career advancement and adjustment to the work environment. Advised individuals have

reported higher satisfaction with their careers and earn higher incomes  so it is to your

advantage to find one (or two or three).

 

When looking for an SME Advisor, look for someone who has done what you are doing

and is where you want to be in 5 to 10 years. Ideally, they would be someone you already

have a relationship with, who knows you and you can get along with. While they can be

someone at your current workplace they should not be your direct supervisor or their boss.

You can also find advisors through professional organizations, places you served as a

volunteer, and through alumni associations. If you don’t have someone in your network,

attend networking events with a focus to find people who might be a fit.

 

Start by asking your potential advisors if you could just meet once for some advice and see

if that might lead to an offer to build on that initial meeting.

 

Mid Term Review
 

The purpose of the mid term meeting is to check in on goal progress, correct for scope

creep and to address any problems. The chain of communication might have broken down,

with the consequences being yourself and your Advisor completing deliverables that may

not be in line with management expectations, or the natural course of business might have

resulted in changes to department goals that were not reflected in changes to your

individual objectives. Ideally, you will have received ongoing feedback from both your

Supervisor and your Advisor leading up to mid term, and the mid term review will function

as a formal confirmation that everything is on track.

 

If there is an issue at work that you would like to discuss with an external individual, you

have several options. Your Advisor is one option. If your company has a formal Human

Resources department, you may wish to speak with them in confidence. Finally, you can

reach out to your Program Manager. 

 
[1] Brad Johnson (2007) On Being a Mentor: A guide for higher education faculty. pg4

1
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Your Last Day
 

Ending your internship on a professional note is one of the most valuable things you can

do. As with the first impression, it is worthwhile to take the time to think about the last

impression you will leave.

 

 

 

 

 

 

 

 

 

Stay in touch
 

Make sure you have contact information for your Supervisor, Advisor and others. Make

sure to have connected with your colleagues on LinkedIn before leaving. The relationships

you develop throughout your internship will be one of its most valuable outcomes. The

health science community is large and ever growing but it is extremely interconnected.

Growing your personal network of contacts and advisors is key for your future success,

and many of these contacts may be a great candidate as a future advisor.

END OF YOUR PLACEMENT AND BEYOND

Make sure you have asked for and received the feedback you need.

Express gratitude for the opportunity you have had.

Thank your “buddy” and other colleagues for their support.

Do your best work right up to the last minute.

Take time to reflect on the experience, and/or set aside time for further reflection.

If your experience was not all positive, take the high road – do not burn any bridges.

Goal Setting, Prioritization & Working in Teams:
“How to Have a Good Day: Harness the Power of Behavioral Science to Transform Your

Working Life” by Caroline Webb. Publisher: Random House Canada (2016)

 

Embracing Ambiguity:
“Mindset: The New Psychology of Success” by Carol Dweck. Publisher: Ballantine Books;

Updated Edition (2007) 

“Change by Design: How Design Thinking Transforms Organizations and Inspires

Innovation” by Tim Brown. Publisher: Harper Business (2009)

SUGGESTED READING 
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This guide is intended to provide support and guidance for anyone assigned to supervise

an intern enrolled in OBIO’s H2BB™ (Health to Business Bridge) program. However, it has

been written to be useful to anyone involved in supervising interns or other individuals

early in their careers.

 

As referred to in this guide, an “internship” is a WBL (Work Based Learning) program that

supports recent graduates or students. While the length may vary, a typical internship

placement is less than a year’s duration.

 

The H2BB program
 

As it relates to you as a supervisor, H2BB is designed to provide you support so that you

are able to get your interns up to speed quickly and help you enable your intern to be

productive and provide a positive ROI.

 

The H2BB program has 4 key features:

INTRODUCTION
 

Match: OBIO conducts screening interviews with students and recent graduates

from postgraduate business programs. Companies provide job posts and OBIO

provides 3 to 4 suitable candidates for consideration by the company.

 

Train: OBIO provides interactive workshops to the interns once they are hired.

The workshops provide understanding into the unique features of the health

science industry and provide a practical guide into how various activities are done.

These are led by industry experts.

 

Advisor: OBIO matches each intern with a subject matter expert (SME) advisor

who provides additional support to them during their work-placement.

 

Connect: OBIO provides networking opportunities for the interns to interact with

executives and entrepreneurs through their participation in other OBIO events.

1

2

3

Whether you are a new or experienced supervisor, and regardless of whether your

company has well established Human Resource policies and practices, you will find a road

map here to help ensure a successful internship experience. The topics are intended as

modules to be accessed based upon your own individual needs at any stage of the

process.

4
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Whether supervising interns who are co-op students, recently graduated new hires or other

individuals early in their careers, these individuals will require your help to be successful.

This includes focusing not only on helping them achieve their project goals but also helping

them learn how to apply what they have learned academically and to adjust to the work

environment.

 

The most successful internships are characterized by:

YOUR ROLE AS A SUPERVISOR

Work that is authentic and meaningful (not a list of tasks no one else wants);

Structured experience;

Focused on application of knowledge;

Require reflection and self-assessment;

Supervising an intern or new hire requires a different mindset than that required for

managing established employees. This can be difficult for some supervisors to adjust to,

particularly in small or emerging companies.

 

Discussing and Understanding Your and the Intern’s Preferred Learning Styles
Because there is a steep initial learning curve when starting a new job, it is important to

understand from the outset how your intern best learns: whether in person, in writing,

visually, etc. Similarly, if you have strong preferences for how you receive information, it is

good to make that clear early on. As a general observation, it is likely that your intern will

want more feedback than you are used to giving. This may require some adjustment on

both sides. The deeper your understanding of what makes your intern tick, the more

successful the internship will be. Some of this understanding may be gleaned in the

interview process; if you encounter a learning style that is totally at odds with your own

preferred way of communicating, it may be best to select a different intern.

 

Setting Goals and Objectives
Context is everything! The more you can describe the “big picture” of company goals, the

more able and willing your intern will be to contribute to achieving them. With a clear

understanding of how they are contributing to the overall success of the company, interns

are also more likely to be able to connect what they are doing with the goals you have set

for them. This will naturally help them to prioritize and integrate their work and connect to

their own personal goals, increasing their motivation. Sufficeto say that, as supervisor, you

are accountable for the creation and monitoring of your intern’s objectives, and for

ensuring that they stay on course to achieve them.
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Establishing Regular Meetings
The first day orientation meeting is described in some detail in the next section. Whether or

not your company has a formal onboarding process, it is your responsibility to oversee

your intern’s orientation. Because your intern will have relatively little experience of

organizational life, it is also crucially important to schedule regular one-on-one meetings

with them. This is the case even if you have regular team meetings to which the intern will

be invited. The frequency of these one-on-one meetings can be determined by the degree

of experience/maturity the intern possesses; in some cases, a weekly e-mail update may

be substituted. However, you should be meeting in person at least every two weeks.

 

Working with the H2BB SME Advisor
The Subject Matter Expert (SME) Advisor is a valuable resource to assist you in managing

the overall internship. Whether by providing detailed technical expertise, an objective

critique of the intern’s initial efforts at executing projects, serving as a consultant to you

and the intern as their project unfolds, or as an additional coach to the intern, the Advisor

helps to ensure that objectives are met.

 

It is usual for the Advisor to sign an NDA (non-disclosure agreement) with the company.

As the intern’s supervisor, you should attend the first meeting between the SME and your

intern so as to ensure alignment and mutual understanding.

 

The Advisor should not be considered an alternative supervisor. The intern will still need

regular interactions with you to confirm what their priorities, goals and objectives are, and

how they working to meet them fits with how your company operates.

 

Working with the OBIO H2BB Program Manager
The job of the Program Manager is to ensure that the expectations of all parties are being

met. If, despite your best efforts, your intern is failing to perform, and you believe that you

have exhausted your own resources to deal with the situation, you should discuss it with

the Program Manager rather letting things fester.

 

Similarly, if you feel the Advisor is not able to help the intern, you should discuss it with

OBIO’s H2BB Program Manager.

 

 

 

 

 

One of the most common complaints about hiring an intern is that by the time they have

learned what the need to do, their internship is up. Successfully integrating a new hire into

your company so they can make a positive contribution quickly requires a robust

onboarding process.

ONBOARDING
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We have divided onboarding into 5 phases as shown in the table below:

 

Onboarding Phases & Activities

Phase Objective

Preparation Define intern’s goals & objective for
next 4-6 months
Prepare workspace and resources
Identify and schedule any required
training
Inform intern when to arrive, who to
report to and the plan for the first day

Example Activities

Ensure intern can get started right
away; Reduce anxiety

First Day Make intern feel welcome; Intern meets with supervisor
Intern completes new hire paperwork
 Intern reviews training plan and
schedule
Intern tours department and is
introduced to co-workers

First Week Help intern get acquainted with role
and processes, and start on
activities for deliverables

Intern takes health and safety training
Intern reviews goals and objectives
with supervisor
Intern meets with the other members
of their team to understand their
functions

First Month Intern becomes a productive
member of company

Intern meets with supervisor weekly to
review progress
Supervisor has a specific discussion
with Intern on company culture.
Intern works with supervisor to identify
areas for further learning/training and
create a development plan (i.e. review
OBIO workshops on marketing)
Intern participates in H2BB training
workshops
Intern and Supervisor have first
call/meeting with Advisor

Beyond/Mid
term review

Ensures ongoing learning and
alignment with corporate goals and
objectives;

Have 60 & 90 day reviews
Intern reflects on goals/deliverables
and what was achieved,
improvements required and next steps
- discusses this with supervisor
Intern and Supervisor review project
goals and objectives to ensure still
match corporate objectives
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Preparation Phase
 

Successful onboarding starts well before the new hire arrives. To ensure the new hire can

start contributing as soon as possible make sure you have identified what their goals and

objectives are over their first 4 to 6 months. Determine the tasks to be performed, the

resources and training required and have these be available on or shortly after the First

Day. This could include ensuring the new hire has access to any specific tools or access to

necessary data sources right away.

 

Your company may have a formal onboarding process that explains such matters as pay

schedules, hours of work, lunch and break times, security practices, etc. as well as

providing such government mandated training required. In addition, the company Quality

Management System may require that all employees read and sign off on various policies

and procedures. Get or assemble a list of these and any job specific activities the new hire

will be required to do over the first week, that you can share with them on the First Day.

Schedule any required training with whomever is responsible for delivery for the First Day

or First Week.

 

If you have a busy schedule, block out time each day during the interns First Week to

check in with them and address any questions or problems the intern may have right away

Remember that, for an intern, a new job can be overwhelming, filled with new people, new

experiences and unfamiliar expectations. Send out a short email the week before they are

to start confirming their start and end times, dress code, where to go when they arrive, who

to ask for. Also let them know the plan for the First Day. This will reduce anxiety and help

them be focussed on contributing right away.  If there is material they could be reading

which could help them prepare, attach that to the email as well.

 

The week before send out an email to your team letting them know when the intern will be

starting and what they will be doing.

 

The First Day
 

Regardless of who in the company delivers what content, you, as the intern’s supervisor,

should maintain a checklist of topics to be covered in orientation. A sample checklist is

shown in the appendix.

 

Allow enough time in your schedule on the first day to ensure that the internship starts off

on the right foot. This is an opportunity to assess informally the intern’s experience, skills

and knowledge gaps. This meeting will set the tone for the entire internship, and is your

platform for explaining your expectations and for understanding the intern’s aspirations.
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Initial Discussion, Goals and Objectives
Setting effective goals and objectives with clear timelines and deliverables is the most

significant thing that you and your intern will do together to ensure a successful internship.

It is worthwhile to take some time doing this correctly, and the first day may be too eventful

to allow for completion of the process. However, it is important in the first meeting that you

describe in a general sense what you expect the intern to accomplish. It is also important

to gain an understanding of the what goals (learning or otherwise) the intern may have for

themselves.

 

Start by defining 2 – 4 goals (main outcomes) and then identify the objectives (measurable

steps) that need to be taken to achieve the goal. Remember, to discuss the “bigger

picture” as this additional context can help the intern understand, how their work is to fit

within the larger activities you are responsible for and can help them prioritize.

 

Objectives should be specific, measurable, achievable, relevant to the overall goal and

time bound (SMART). Keeping these in mind while setting objectives brings structure and

oversight into the process. It eliminates vagueness and helps to avoid scope creep for your

intern. If your company already uses a particular format for objectives, you should use that.

 

Set a deadline and meeting date within the first week for the intern’s specific objectives to

be finalized.

 

Making the Intern Feel Welcome
An important part of feeling welcome is to being able to connect with others at work. One

way of promoting this is to bring the intern around to the other members of the team and

have the team members introduce themselves and explain briefly what they do. Some

companies have a rule that new hires do not eat alone on first day, enabling them to get

connect in a more relaxed setting and making them feel included.

 

Also schedule a few minutes at the end of the first day for the intern to check in, let you

know what they were able to do and ask any questions that might have arisen.

 

The First Week
 

Finalize Goals and Objectives
By the end of the first week, you and your intern should have a list of the goals and

SMART objectives for the internship. How many objectives is dependent on the length of

the internship and the scope of the project (conventional wisdom suggests that there

should be no fewer than three and no more than ten.)
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Discuss the Company Culture
Understanding company culture is important to enable someone to effectively navigate and

function within that organization. This includes understanding how people work together,

resolve differences, make decisions and navigate change. Often these are not clearly

defined and are best addressed by providing some examples.

 

Some questions to answer with examples are:

What happens when things get off track? Describe what people did that was

outside the norm, how this was initiated and is everyone expected to step up, no

matter what else they have going on?

How does your company celebrate success? Does it celebrate personal success

as well as corporate?

Which executives are approachable, when and about what?

Who communicates about the company to outside stakeholders? How is it

determined what are they to communicate?

How are major decisions made? What decisions can people at lower levels

make?

The First Month
 

Have First Meeting with SME Advisor
The Advisor is a valuable resource for both you and your Intern. The Advisor will provide

reinforcement of the technical knowledge required to achieve objectives, and can also act

as an additional source of information, as an initial sounding board and reviewer of the

intern’s work, help the intern integrate into the workplace quickly and keep on track. The

relationship between Advisor and Intern will work best when the Advisor knows the goals,

objectives and priorities you have set for the Intern. This is so that guidance can be given

based on your list of priorities.

 

You should have worked with the H2BB Program Manager to select the Advisor prior to or

within the first few weeks of your intern commencing work and you should attend the first

meeting/call between the Advisor and your Intern.  Ideally this meeting or call should

happen as soon as possible.

 

Mid Term Review
 

It is expected that you will conduct a mid-term review with the Intern after about 60 days.

This is a more formal activity focussed on providing structured feedback on how they are

doing, what they are doing well and where they need to improve. This is an opportunity for

course-correction if needed and discussing how that can be achieved. It is important that

this be considered differently from the regular weekly meetings to allow for sufficient

reflection and longer-term perspective of progress and future direction than occurs in

weekly meetings.
2019 © Ontario Bioscience Innovation Organization
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During the review the following should be done:

 

Review Progress on Goals and Objectives and Revise if Needed
Company goals and priorities change; the Intern’s goals and objectives should be

reviewed and revised to reflect any changes. Also, the Intern may have discovered a new

area to pursue; you need to discuss whether this is feasible in light of priorities, and

available time and resources.

 

In advance of the review have the Intern reflect on what they have learned so far by asking

them to note down what has worked well, what barriers they have encountered and what

they need to do differently, understand better or get help with. These notes can then be

used during the meeting to identify what additional support (training, resources or

manpower) is required to help them complete their objectives. 

 

You should also elicit feedback from the Intern on how often they are engaging with their

Advisor, and whether they are finding this helpful. Consider participating on a meeting/call

with the Advisor at this time to see for yourself how the interaction is proceeding. This is

particularly valuable if you are encountering difficulties of any sort.

Some time should also be put aside to discuss the Interns’ personal goals to see what can

be done to help the Intern achieve them.

 

Communicate with the OBIO H2BB Program Manager
You should let the Program Manager know that the internship is proceeding satisfactorily,

or conversely that you are experiencing issues or roadblocks that you did not expect.

 

 

 

 

Personal Feedback on Internship
It is important that you provide feedback to the Intern at the end of the term. Of course, you

will have given specific feedback throughout the internship, but this is an opportunity to

summarize the salient parts of the experience. You will also find it valuable to ask the

Intern for their feedback to improve the overall process.

 

Complete Final Evaluation and Submit to the H2BB Program Manager
This is self-evident; it is generally best to submit the evaluation on the intern’s last day or

very close to it, both for the sake of the intern who may be relying on the submission for a

final grade, and for the sake of the program (as well as for your own sense of closure!) The

closer you are to the experience the more useful the information is likely to be.

THE INTERN’S LAST DAY
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New Team Member Checklist

APPENDIX

Name:

Position:

Start Date:

Manager:

 

First Day:
 

 

 

 

Policies:
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Provide employee with New Employee Workbook.

 

Assign "buddy" employee(s) to answer general questions.

Anti-harassment

Vacation and sick leave

FMLA/leaves of absence

Holidays

Time and leave reporting

Overtime

Performance reviews

Dress code

Personal conduct standards

Progressive disciplinary actions

Security

Confidentiality

Safety

Emergency procedures

Visitors

E-mail and Internet use

Review key policies:

Administrative Procedures:

Review general administrative

procedures:

Office/desk/work station

Keys

Mail (incoming and outgoing)

Shipping (FedEx, DHL, and

UPS)

Business cards

Purchase requests

Telephones

Building access cards

Conference rooms

Picture ID badges

Expense reports

Office supplies

“Nine Minutes on Monday: The Quick and Easy Way to Go From Manager to Leader”

by James Robbins. Publisher: McGraw-Hill (2012)

SUGGESTED READING 

2019 © Ontario Bioscience Innovation Organization



11

New Team Member Checklist (Continued)

APPENDIX

Restrooms

Mail rooms

Copy centers

Fax machines

Bulletin board

Parking

Printers

Office supplies

Kitchen

Coffee/vending machines

Cafeteria

Emergency exits and supplies

Give introductions to department staff and key personnel during tour

 

Tour of facility including:

Introductions to team.

 

 Review initial job assignments and training plans.

 

 Review job description and performance expectations and standards.

 

 Review job schedule and hours.

 

 Review payroll timing, time cards (if applicable), and policies and procedures.

Introductions and Tours:

Position Information:

Computers

Hardware and software reviews, including:
Email

Intranet

Microsoft Office

Data on shared drives

Databases

Internet
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This guidebook is intended to support SME (Subject Matter Expert) Advisors serving to

support interns who are enrolled in OBIO’s H2BB™ (Health to Business Bridge) Program.

In this context the SME Advisor is not the direct supervisor of the intern. However, it has

been written to be useful to anyone involved with interns or other individuals early in their

careers.

 

The H2BB program
 

From your perspective the H2BB program is designed to ensure that companies achieve

the support they need to maximize the potential ROI from hiring an intern, while at the

same time the intern is able to learn how to apply what they have learned academically in

a real world environment and is developing skills and relationships that will allow them to

have a successful career in the health science industry.

 

The H2BB program has 4 key features:

INTRODUCTION: HOW TO USE THIS GUIDE
 

Match: OBIO conducts screening interviews with students and recent graduates

from postgraduate business programs. Companies provide job posts and OBIO

provides 3 to 4 suitable candidates for consideration by the company.

 

Train: OBIO provides interactive workshops to the interns once they are hired.

The workshops provide understanding into the unique features of the health

science industry and provide a practical guide into how various activities are done.

These are led by industry experts.

 

Advise: OBIO matches each intern with a subject matter expert (SME) advisor

who provides additional support to them during their work-placement.

 

Connect: OBIO provides networking opportunities for the interns to interact with

executives and entrepreneurs through their participation in other OBIO events.

1

2

3

Whether you are a new or experienced advisor, we hope you will find some tips and

techniques to help build a meaningful relationship with your intern and to ensure a

successful internship experience. The topics are intended as modules to be accessed

based upon your own individual needs at any stage of the process.

4
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The role of the Advisor is to act as an additional resource to the intern and to the company

who has hired them, enabling the intern to be able to quickly integrate within the company,

be productive, and develop professionally. 

 

Good advisors are one of the most important relationships for the intern during their time at

their company. H2BB interns consistently ranked the value of having an SME Advisor

highest of all the features of their internship as they share knowledge based on

experience, provide guidance on workplace interactions and solutions to work related-

challenges.

 

The rewards of being an SME Advisor are many, for the advisor as well as the intern. 

Beyond the pleasure of “doing good,” this role provides a rich and diverse learning

opportunity.  Assisting the next generation to solve immediate problems and applying your

unique bundle of knowledge, skills and experiences to new challenges can be deeply

satisfying.

 

You have been approached to serve as an Advisor because you are a successful

practitioner in your field.  However, this will not inherently make you a good advisor.  You

may have some formal teaching or training experience.  Again, this may prove useful or

not, because the focus is on guiding rather than imparting. To be effective as an advisor

you must be intentional. It will take time and planning if you and your intern are to reap the

rewards.

 

Your Role
As an advisor your role is to guide, coach and counsel – not to execute.  It will be

important at the outset to understand at what intellectual and professional level the intern

is operating so as to contribute to their development during the course of the internship. 

You may find it useful to discuss this with the intern early on.

 

Your main objectives as SME Advisor are:

 

 

[1] Brad Johnson (2007) On Being a Mentor: A guide for higher education faculty. PG.4

SO YOU’VE BEEN ASKED TO BE AN ADVISOR

To provide the intern guidance on how to achieve project deliverables;

To serve as a sounding board for their ideas;

To review draft materials prepared by the intern;

To provide the intern insight into how to address any challenges they are facing;

To provide structured feedback to help the intern continually improve;  

To inspire self-confidence by understanding what drives the intern;

To provide interns with professional development advice, if requested to do so.

1
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The First Meeting
Ideally the first meeting will be held with both the intern and their supervisor/manager. 

When possible, this meeting should take place in person at the work site.  The role of the

supervisor is to inform you of the role the intern will play in the organization, and the

intern’s proposed objectives and milestones/achievements. The purpose of this initial

meeting is to achieve a shared understanding of expectations of the intern, projects for

which they will be responsible, and the support/guidance you will provide.

 

By the end of the first meeting:

Goals and objectives for the intern will have been clarified

Expectations and respective roles will have been discussed and agreed upon;

A meeting schedule (dates, times, locations) for you and the intern going forward

will be established;

The action items in advance of the next meeting will have been set including

dates and who is responsible

1

Follow-Up Meetings
After the first meeting follow-up meetings should occur regularly. We find that these are

most useful when they occur every week or every other week. The duration of these

meetings will vary with need but typically last between 30 and 60 minutes.

 

These meetings should include a review of progress and discussion of any challenges or

changes that have arisen in the project(s) the intern is involved in. By the end of the

meeting the next steps should be defined.

 

Some suggested questions to ask are:

“Are you on track, are you meeting your objectives/milestones”

 “What is going well with your project?”

“What barriers are you facing?” and

“How can I help you”.

These meetings also offer an opportunity for discussions to address non-project related

issues and professional development questions that the intern might have.

 

Some SME Advisors have found it helpful to have the intern provide them an update in

advance of the meeting and list any matters they wish to discuss. This allows time for you

to consider additional questions to be asked and specific feedback and resources to be

provided during the meeting.
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The Final Meeting
The last meeting between you and the intern is an opportunity to reflect upon the

experience, share feedback concerning what worked well and what might be improved,

establish further communication mechanisms if desired, offer final words of advice, etc.

Now, or shortly after, is also the time to fill out any required paperwork (e.g. evaluation

forms), while the experience is fresh in your mind.

 

FREQUENTLY ASKED QUESTIONS
What should I do when interns do not engage or routinely postpone meetings?
 

1 - Ask questions and try to identify why this is occurring. Typically, this arises when then

interns do not appreciate how you can help them. Some interns have described

themselves as “too busy” to work with their advisors. In this case you can try and explain

how you can help them be more productive and efficient.

2 - Reach out to the supervisor to let them know that the intern is not engaging with you.

3 - If this continues to occur, reach out to the OBIO program manager.

 

What should I do if the supervisor is not available for the first meeting?
 

1 - Ask the intern to come to the meeting with a description of their project, goals and

milestones that their supervisor has already reviewed.

 

What should I do when supervisors expectations for the intern are in my opinion, or
in the opinion of the intern unrealistic?
 

1 - Clarify with the intern (and supervisor if available) what the expectations are, and what

resources or support are available to the intern to meet the expectations

2 - Discuss with the intern (and supervisor if available) what the priorities are and indicate

that you will work with the intern on the high priority tasks first.

3 - Discuss with the intern directly, without the supervisor, whether they feel they can meet

the expectations and what support they would require to meet them.

4 - Ask the intern to make a list of what they believe is required for them to achieve each

task, review it with them and then have them discuss this list with their supervisor and

identify where there are differences and why.

 

What should I do if the company requires me to sign an NDA (non-disclosure
agreement) before they allow me to act as an SME Advisor?
 

1 - We expect our advisors to be able to sign an NDA with the company so that the intern

can share freely what they require help with.
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2 -  If the NDA is something you are unable to sign, please contact the OBIO staff.

3 - Even if there is no requirement to sign an NDA, as the intern-SME advisor relationship

requires trust, it is essential that you maintain privacy and confidentiality with your intern.

 

What should I do if the supervisor wishes to talk to me about the intern without the
intern being present?
 

1 - Ask the supervisor what it is that they wish to discuss.

2 - To be an effective advisor the intern needs to be able to trust that they can discuss

various issues with you in confidence. Be mindful of this when talking to their supervisor. If

you think something should be brought up with the supervisor that the intern shared in

confidence, strongly encourage the intern to talk to their supervisor directly. If this is not

appropriate or the intern is unwilling to do so suggest that the intern discuss it with another

appropriate employee of their company (i.e. HR)

 

What should I do if what the intern requires is outside of my capabilities or the
intern does not appear to understand what I am suggesting they do?
 

1 - Talk to the OBIO team at once.

 

What should I do if I am asked to work directly with the supervisor, rather than (or
along with) helping the intern?
 

1 - Make clear to the supervisor that the duties that OBIO supports are only those related

to the support you are providing to the intern.

Indicate that any work outside of the scope of your advisorship is separate and that you

would need to come to an agreement with the company about how you would be

remunerated for that separately.

 

 

1. HRODF Mentoring Guidebook (2016) available at https://www.pahrodf.org.ph/

2. Mentoring Guide: A Guide for Mentors (2003) Center for Health Leadership & Practice;

Public Health Institute Oakland, CA. available at

https://www.rackham.umich.edu/downloads/more-mentoring-guide-for-mentors.pdf

RESOURCES USED IN PREPARING THIS GUIDE
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This Guide is intended to provide support and guide employers considering hiring an intern

through the OBIO Health to Business Bridge (H2BB™) program. However, it has been

written to be useful to any employer looking to hire interns or other early career talent.

Further, this Guide has been written keeping in mind many employers have limited HR

resources and capabilities and so the appendices include sections on preparing job

descriptions, writing interviews.

 

As referred to in this guide, an “internship” is a WBL (Work Based Learning) program that

supports recent graduates or co-op students as they work in your organization. While the

length may vary, a typical internship placement is less than a year’s duration.

 

Why hire interns and early career talent?
 

Many benefits accrue to companies that hire interns or new graduates. They can be

assigned to complete short-term projects; they can augment a company’s or department’s

skill sets, including bringing in new skills. Internships also provide companies an

opportunity to pre-screen potential new hires and can even give an edge in recruiting hard-

to-find talent. Further an intern often injects a note of enthusiasm, raises the general

energy level and offer a “fresh set of eyes” on how to do things.

 

Why participate in the OBIO Health to Business Bridge™ (H2BB™) Program?
 

H2BB helps you source, train and develop early career business talent. These can be co-

op students, interns or new permanent hires. H2BB does this by:

 

[1] Sattler & Peters (2012) “Work-Integrated Learning and Postsecondary Graduates: The Perspective of Ontario Employers. Toronto: Higher Education Quality Council of Ontario.

Available from http://www.heqco.ca/SiteCollectionDocuments/WIL%20Employer%20Survey%20ENG.pdf

INTRODUCTION
 

Providing pre-screened candidates: H2BB has a large pool of pre-screened

candidates who are current students or recent graduates of postgraduate

business programs, many with an undergraduate degree in a health-related field.

 

Providing health science business training: Interns participate in series of

workshops on how various activities are performed in health science companies

including market research, marketing, business strategy and finance.

 

Providing support to the interns: Each intern is matched with a subject matter

expert who acts as an additional resource and advisor to the intern.

1

2

3

1

H2BB interns have conducted market and completive analyses, supported digital marketing

and business development strategies, evaluated product development pathways, assisted

with financing activities (grant support, investor targeting) and conducted financial

modelling and analyses.
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Before committing to hire an intern or other early career talent, you should determine

whether they will best meet your needs. This starts with understanding their capabilities,

the support they will require, and what they expect from you.

 

Understanding capabilities and the support and resources needed
H2BB candidates typically have 4 to 6 years post-secondary education, but little or no real-

world work experience. Although interns may seek roles which provide flexibility and

decision-making opportunities, too much autonomy is a risk as many are unaccustomed to

professional workplace tasks and expectations. While talented, eager and enthusiastic

they will require clear direction and support to be productive within their first 3 to 6 months.

 

The quality of what you can get from an intern is related to the clarity of tasks and activities

to be performed and to the level of supervisor support. It is especially important that the

interns receive regular detailed feedback. Therefore, individuals assigned to supervise

interns must be prepared to provide a higher level of engagement and direction than is

required for more experienced hires. OBIO has also developed an Supervisor Guide which

addresses these issues in more detail.

 

While H2BB provides an SME Advisor who can provide additional support and feedback to

the Intern, they should not be considered as an alternate to an engaged supervisor.

Employers who are not participating in the H2BB program, are encouraged to provide an

additional contact for the intern who can fill a similar role.

 

If you are unsure whether the role you are considering would be suitable for an H2BB

Intern, ask the H2BB Program Manager.

 

Aligning with what is important to interns/early career talent
Virtually all H2BB interns have told us that a position that provides opportunities to learn

and grow are more important than the salary, matching what has been reported elsewhere.

Their work should have significance and purpose, both to the Employer and the Intern for

you to get the most out of the Intern. This requires that the Supervisor help their Intern

understand how what they are doing fits within the larger context, discuss with the Intern

what personal goals they wish to achieve during their internship and how these can be

linked to what they are doing for the company.

 

Characteristics of Successful internships
The most successful internships are characterized by:

[2] Hora et al 2017 “What do we know about the impact of internships on student outcomes?” Wisconsin, Centre for Research on College-Workforce Transitions. Available from

http://ccwt.wceruw.org/documents/CCWT-report-Designing-Internship-Programs.pdf

[3] Gallup 2016 “How Millennials Want to Work and Live” Available at: file:///C:/Users/Sean/Downloads/2016-How_Millennials_Want_To_Work_And_Live-Abridged%20(2).pdf

2

3

Work that is authentic and meaningful (not a list of tasks no one else wants);

HIRING AN INTERN
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When preparing to hire an intern it is important that you have a clear understanding of both

your internal and any external timelines.

 

Internal Timelines
Ensuring that there is sufficient salary budgeted for any new hires may require that the

decision to hire be made months in advance of any hiring. If you are planning on securing

a wage subsidy (for example the Canada Summer Jobs funding) then the application

deadlines for these programs need to be considered as well. OBIO provides member

companies a curated list of wage subsidy programs that might be appropriate.

 

While the OBIO H2BB program can reduce timelines by providing pre-screened

candidates, it is still recommended that you plan to post positions 3-4 months before and

start interviewing 2-3 months before the start-date.

 

External Timelines
If you are considering hiring a co-op student you will need to consider the availability of the

student. Depending on the program they may only be available to start at one particular

time in the year (usually January, May or September).

 

Further these programs often have their own timelines where they are looking for

employers to post the positions 3 to 4 months in advance of the start date and to have

interviewed candidates and made an offer 1 to 2 months in advance.

 

You should also consider that many programs require their students accept or reject an

offer within 48 hours of receiving it. This means many students accept the first offer they

receive, rather than waiting for their ideal job, rapidly depleting the pool of suitable

candidates.

 

When looking to hire recent graduates many candidates start looking for employment

opportunities 3 to 6 months before graduation, so starting at least 3 months before the

start-date will increase the number of qualified candidates for consideration.

 

Preparing a Job Description
 

As noted above the more clarity around what the intern will do the better, as it will not only

provide guidance on what you want the intern to do, but it will help you have a clearer idea

of what capabilities you are looking for in an intern.

Structured experience;

Focused on application of knowledge;

Require reflection and self-assessment;

PLANNING AHEAD
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This will also help OBIO identify suitable candidates and will help your team know what

they are looking for when reviewing resumes and interviewing candidates. For guidance on

how to conduct a job analysis and draft a job description see the appendix at the back of

this guide.

 

 

 

 

Once you have forwarded your job description we will review the candidate pool and

forward you the resumes of candidates that we believe fit your needs within 48 hours. If we

do not have any suitable pre-screened candidates we will reach out to our academic

partners to source potential candidates. If this occurs we will let you know within 48 hours

of receiving the job description when we hope to be able to forward you some candidates.

 

Our goal is to send you 3 to 4 candidates that match your requirements.

 

Screening Candidates
Review and provide feedback on the resumes within 3 days. For those candidates you do

not want to interview, please provide brief points as to why as this will help us further refine

the search and find candidates who are a better match.

 

For those candidates you want to interview, provide dates and times you would be

available for the interview preferably within the next week and we will schedule the

interview for you.

 

Interviewing Candidates
In advance of the interview you should prepare a series of questions that each candidate

will be asked. It is recommended that you plan to have at least 2 people interview the

candidates separately. For guidance on preparing interview questions and interviewing see

the appendix.

 

At the end of the interviews made it clear what the timelines are for informing the candidate

the results of the interview and next steps (i.e. contacting references if necessary). Ideally

you should be able to let them know the results within a week.

 

OBIO will contact you with 24 hours of the interviews for your feedback on the candidates.

 

 

 

 

Once you have decided to hire a candidate it will be important to ensure they undergo an

onboarding process. This is the process of introducing your new employees to the

expectations, skills, knowledge, and culture of your company.

INTERVIEWING CANDIDATES

ONBOARDING NEW HIRES
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According to the Society for Human Resource Management (SHRM), “Organizations that

engage in formal onboarding by implementing step-by-step programs for new employees

to teach them what their roles are, what the norms of the company are, and how they are

to behave are more effective than those that do not.”

 

Onboarding should address compliance, clarification, culture and connection.

 

 

 

[4] Bayer T. “Onboarding New Employees: Maximizing Success” SHRM Foundation; 2010. From https://www.shrm.org/foundation/ourwork/initiatives/resources-from-past-

initiatives/Documents/Onboarding%20New%20Employees.pdf

Compliance – refers to the all the paperwork and administrative tasks involved in

getting new employees onboard. This can range from setting up direct deposit or

other benefits documentation to getting an email account or login info for the

various company tools they’ll need for their job.

Clarification – refers to “the new employee’s understanding of his/her job and

what is expected of him/her.” This is addressed by having the Supervisor review

with the Intern their goals and objectives and any additional responsibilities, during

their first week (ideally on the first day). Where appropriate you should also inform

other team members of these goals, objectives and responsibilities so they

understand how the Intern fits within the team.

Culture – refers to “the spoken and unspoken “rules of the game” at your

organization, how employees navigate and successfully achieve their work at your

company.” This is addressed by having the Supervisor have a specific discussion

about culture with the Intern, early in their first month.

Connection – refers to “the idea of integration into the team and the company’s

mission, making new hires feel “part of the family”. One suggestion is to have

someone join the new hire for lunch on the first day

In the companion Supervisor’s Guide we have provided a structure that can be followed for

onboarding as well as a New Team Member Checklist.

4
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Job analysis and job descriptions
When preparing a job description, it is critical to start with a clear understanding of what

you need the future hire to do before putting pen to paper. One approach is to start with a

“mission statement” for the role. This is a clearly understandable statement of why the role

exists. Once drafted it may be useful to circulate this to the others involved to confirm that

this is really what it wanted.

 

Once you have a clear mission statement, you can identify the specific objectives and

outcomes for the role. These should be written with metrics that will enable the new hire

understand what they need to do and by when.

 

From the outcomes you then identify the critical competencies (knowledge, skills,

qualifications) required to deliver the objectives. To ensure that the candidate will fit within

your organization consider the attitudes required to excel in your workplace. Note this

should not be considered a wish list of nice to haves, but rather the absolutes that must be

met to perform as required. In this way you will find it easier to screen and select the right

person. However, these should be set to the level that describes what you really want. For

example, if you think that the person should really have an MSc., then do not not set the

criteria at a BSc. If someone with a BSc. can do the job if they have 2 years lab

experience, then that is what should be considered the critical competency.

 

Example Job Description

APPENDIX

General:
Conduct market research which will be used by the CEO to determine the initial and

follow-on indications for our novel brain transplant technology.

Outcomes:
By end of month 1:

-    Report on the number of procedures performed for each indication and market

size in North America, Europe, China and Japan, for brain transplants (BT) by

market.

-    Identify the key products used, or in clinical development for brain transplants

and determine their key features, pricing and how they are reimbursed

By the end of month 2:

-    Working with the VP of Regulatory review requirements for approval of NBGT

in the 2 largest markets identified previously, and conduct a gap analysis to

identify additional studies required for approval in each jurisdiction.
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[5] Moore D. “Stop Being Deceived by Interviews When You're Hiring”. Forbes (7 Feb 2012). available at https://www.forbes.com/sites/forbesleadershipforum/2012/02/07/stop-being-

deceived-by-interviews-when-youre-hiring/#41f87b4e1bf6

APPENDIX
By the end of month 3:

-    Working with the CSO and VP Regulatory determine the time required to

conduct and cost to perform the studies identified in the previously conducted gap

analysis.

-    Provide the CEO with the completed market research analysis.
Critical Competencies:
(the following are examples of competencies related to the role)

-     Bachelors of Biomedical Engineering

-     Experience conducting market research or has taken a marketing course

-     Previous experience using research databases

-     Analytical

-     Verbal and Written Communication

-     Attention to detail
(the following are examples of attitudes related to the work environment/culture)

-    Flexible/Adaptable – adjusts quickly to change, copes effectively with

ambiguity

-    Calm under pressure – maintains stable performance under tight time

constraints

-    Work ethic – willing to do what it takes to get things done, including

occasionally working long hours

-    Solicits feedback and reacts calmly to critical/negative input.

By adding information on the company and what you do this can then be used as the

job post used to attract candidate applications. As the H2BB program provides select

pre-screened candidates this guide will not discuss where to post positions.

Screening, Interviewing and Evaluating Candidates
 

Research indicates that unstructured face-to-face job interviews are a poor predictor of a

hire’s subsequent performance. Planning and structure help to ensure that nothing

important is left out of the interview, that those interviewing know what to use to evaluate

the candidates and they improve the consistency of evaluation between candidates and

between interviewers. We recommend the following 4 step process:

5

Preparation

Resume screening

Interview (may include an initial screening interview)

Evaluation
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APPENDIX
Preparation
From the job description prepare a what needs to be present in the resume to indicate

critical criteria that can be easily identified from a resume. These can then be used to

quickly screen resumes to ensure the candidate is capable of performing the job.

 

Note that many of the critical competencies cannot be evaluated from the resume alone.

 

From the example above the following might be considered:

Critical Competencies What to look for in the CV

B. Biomedical Engineering

Experience conducting market

research or has taken a marketing

course

Previous experience using research

databases

Written Communication

Attention to detail

Biomedical engineering degree at

Bachelors level or higher

Indicates has taken course in marketing

or has conducted market research

Indicates has used research databases,

or has conducted research

Clearly written resume, published written

materials

No mistakes on resume

Preparing questions for the interview
Behaviour based interviewing focuses on what the candidate has done in the past, and is

based on the theory that the best predictor of future performance is past performance.

 

Complementary to this is situational based interviewing, which asks the candidate what

they would do in a hypothetical situation to predict what they will do in the future. SBI might

be most appropriate when the candidates are not expected to have any significant

previous work experience. However, where possible ask about some related behaviours

that would be relevant, even if they don’t have experience, such as how did they prepare

for this interview (which would indicate how they prepare for new situations).
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APPENDIX
While behavioural interviewing is probably the most effective type of interview, it is in such

common use that candidates can anticipate the types of questions asked, and deliver pat,

pre-planned, and ultimately useless answers. In order to avoid this problem, several

techniques should be used. Firstly, the interviewer should not provide too much

information in order to avoid supplying the candidate with easy answers.  Secondly ask

about the details and probe more deeply, forcing the candidates to narrow their answers

down from the general and formulaic to the specific. Finally ask for a second or third

example to ensure the candidate is not delivering pat answers.

 

Crafting the Questions
Each question should be related to one of the critical competencies you are looking to hire

for. When preparing the questions start with the competency, then identify the behaviour

connected to the competency. Then draft an opening question asking the candidate to

speak about a situation where they exhibited that behaviour and then follow-up questions

(see example below).

What is the comptency? Analytical

What behavior is that competency
connected to?

Opening Question

Follow-up questions

Repeat question to validate ability

Ability to structure and process data and

draw insights from the data.

Tell me about a project, where you had

to collect data, analyze it and make a

recommendation based on the analysis.

What was your role in the project?

What was the specific work in your role?

What did you achieve?

How did this compare to what was

expected?

Tell me about another project like that?

Unfortunately, less competent candidates often tend to have inflated opinions of their own

abilities, while more experienced people tend to be relatively modest.  Because of this

tendency, it is not sufficient to simply ask a candidate to evaluate their skill level in a

certain area. 
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APPENDIX
Instead, it is important to discover why they have given themselves that rating.  One way of

doing this is to ask the candidates to compare themselves to the most competent person

they know in the given area.  Then ask them to explain why they think they rate how they

do compared to their ideal, and what they would have to do to achieve it.  Who they

compare themselves to, and the criteria they use for rating themselves against these

people will be, ultimately, more informative than the ratings themselves.

 

Preparing the question sheet
Once you have prepared questions for each critical competency put them together in an

interview sheet in a table with space for the interviewer to note down the answers.

The body of interview itself should be started slowly, with a series of simple questions.

Therefore we recommend that the opening questions be simple questions on education or

qualifications can help maintain or increase the candidate’s ease as you progress towards

the more difficult questions. You should also leave space at the end for the interviewer to

note any additional comments.

 

In situations where there are a number of candidates you wish to consider you may want

to conduct a brief (15-30 minute) screening interview with one interviewer, before having a

longer in person interviews with multiple interviewers.

 

Screening interview
The purpose such an interview is to quickly get to the point of determining whether the

candidate is worth bringing in for a longer more formal interview, so as to not waste the

time of the interviewers or the candidate. It’s recommended that screening be done via

telephone with a focus on confirming the details of the resume match the requirements.

This could include asking about courses taken during degree, level of knowledge related to

relevant skills reported (i.e. are they just aware of GMP regulations, have they read or

received specific training on the regulations) and actual experience related to previous

activities (i.e. did work at Loblaws include working with customers or only stocking

shelves?).

 

You may also consider asking some questions to evaluate level of interest and fit for your

organization such as:
What are your career goals? – look for goals that are aligned with the

organizational direction or opportunities that the organization can provide.

What are you not good at or not interested in doing? – confirms that you will not

be asking the candidate to do things that they are not capable or interested in.

At the end of the interview the candidate should be given a timeline as to when they will

hear back as to whether they will be invited for a full interview. Ideally you should let them

know within 2-3 days.
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APPENDIX
In person interview
We recommend that the interviewers, interview separately so that each one can follow the

direction of questions they want, and minimize any bias from other interviewers influencing

their decision. While a standard set of questions will have been prepared, the interviewers

can focus on individualizing the follow-on questions, or asking for additional examples

related to the opening questions.

 

At the start of the interview the interviewer should introduce themselves and give a brief 1

or 2 sentence explanation of their role with the organization.

 

In order for any useful observations to be made, the candidate must be acting as they

normally would, which is only possible if they are relaxed.  As such, the first step of any

interview is to put the candidate at ease.  To this end, the interviewer should begin with a

non-threatening opening question. One option is to ask a conversational question about

one of the interests the candidate has listed on their resume. The purpose of the question

is to relax the candidate and the answer does not need to be recorded.

 

At the end of the interview ask the candidate if they have any questions for the interviewer.

These questions should be noted as they may provide insight into what is important to the

candidate.

 

After this you should indicate what the next steps are (you will now meet Dr X, or you will

now be given a tour of the office). If it is the last interview of the day it should be made

clear what the timelines are for informing the candidate the results of the interview and

next steps (i.e. contacting references if necessary). Ideally you should be able to let them

know the results within a week.

 

The limited structure of the interviews is designed to ensure that every competency gets its

own time for evaluation so that none of the critical competencies for the position are

overlooked.

 

Interview tactics:

Interrupting – don’t allow the candidate’s answers to meander. If they are taking

too long (>1minute) to answer, interrupt the candidate tactfully and explain that there

is a limited amount of time and you want to make sure they have an opportunity to

answer all your questions.  If this happens again, when asking your next questions

specifically state “In one or two sentences tell me about ...”

Clarification – keep asking questions until you have a clear understanding of what

the candidate is describing. These should be clarification questions such as “please

explain what you mean by…”, or “could you expand on …”
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APPENDIX
Candidate Evaluation
Following the interview each interviewer should separately rate the candidate and note the

key justifications for their rating. Once all of the candidates have been interviewed the

interviewers should come together to make a final decision on each candidate.

 

Common causes of inaccurate evaluation:

Halo effect - This is where a few strong factors affect the interviewer’s judgement of

all of the candidate’s other attributes.  This often occurs when the candidate’s

strengths correspond to the interviewer’s area of interest.

Horn effect - This is the opposite of the halo effect, where one noticeable weakness

overshadows the rest of the interviewer’s judgements.

Projection - This is where the interviewer tries to hire their own clone, regardless of

suitability.

Bias - This is where the interviewer allows their judgement to be affected by an

inappropriate factor, such as the age, social class, or appearance of the candidate,

or a shared interest or hobby.

Negativity bias - Bad news often tends to overshadow an equivalent or greater

amount of good news in our perception, skewing a deservingly positive judgement

to the negative.

Stereotyping - This is where the interviewer generalizes on the basis of

appearance.

In order to avoid these causes of inaccurate evaluation, it is very important that multiple

interviewers be responsible for each hire.  Also, each interviewer should evaluate the

candidates separately before the group evaluation.  The interviewers should not talk about

the interviews or the candidates between interviews, formulating individual assessments

before sharing their ideas with the group.
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