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INTRODUCTION

Internship is a compulsory component of the students training. The internship of
students provides for the continuity and consistency of its conduct.

The syllabus of the pre-diploma internship has been drawn up in accordance with
the study programme Business administration of the first (bachelor's) level, specialty
073 Management.

1. Characteristics, purpose, tasks and results of pre-diploma internship

1.1. Characteristics of the pre-diploma internship

ECTS credits Total number of hours Assessment Semester
system
270
Including:
3 Practical studies  [Self-study Report 8
0 270

1.2.The purpose of the pre-diploma internship is to deepen and consolidate
students' theoretical knowledge and acquire the necessary practical skills and
experience in the field of management, sales, planning, economic, marketing, logistics
activities of the enterprise, to analyze the activities of the enterprise — the base of
practice in the main areas: production, financial, sales, marketing, personnel,
investment, innovation, foreign economic, as well as the development of skills and
abilities of information-analytical, project-research, diagnostic, innovative and
consulting activities to solve applied problems of management of business structures,
improvement of the system of management of their activities in modern economic
conditions; acquiring skills of adaptation of theoretical provisions, methodological
tools, best practices of entrepreneurship to the conditions of a particular enterprise;
consolidation of practical skills of conducting economic research, formation of its
information, legal and methodological support, taking into account the nature of the
problems to be solved and the limitations associated with the activities of a particular
enterprise; implementation of the developed recommendations and proposals in the
practical activities of the enterprise.

1.3. Main tasks and results of the pre-diploma internship
The main task of the pre-diploma internship is to develop general and special
competences that are necessary for a future management specialist. After completing
the internship, students must achieve the following results in accordance with the study
programme



Learning outcomes and competences formed by the course

Special competences (SC) General competences (GC) | Learning outcomes (LO)
GC5 LO3
GC4;GC5;GC 11 LO4
GC5 LOS
SC 18 GC5 LO6
GC5 LO8
GC5 LO 12
SC1,SC2,SC18 GC5 LO 16
SC1,SC2, SC9 GC5,GC10,GC 14 LO 17
SC?2 GC5 LO 19
SC?2 LO 21

where, SC1. Ability to identify and describe organizational characteristics.

SC2. Ability to analyze the results of the organization's activities, to compare them with the factors of
influence of the external and internal environment.

SC9. Ability to work in a team and establish interpersonal interaction in solving professional
problems.

SC18. Ability to use methods of processing primary information on the economic foundations of the
organization's functioning to form a system of the most urgent tasks.

GC4. Ability to apply knowledge in practical situations.

GC5. Knowledge and understanding of the subject area and understanding of professional activities.
GC10. Ability to conduct research at the appropriate level.

GC11. Ability to adapt and act in a new situation.

GC14. Ability to work in an international context.

LO 3. Demonstrate knowledge of theories, methods and functions of management, modern concepts of
leadership.

LO 4. Demonstrate skills in identifying problems and justifying management decisions.

LO 5. Describe the content of the functional areas of an organization's activities.

LO 6. Demonstrate skills in searching, collecting and analyzing information, calculating indicators to justify
management decisions.

LO 8. Implement management techniques to ensure the effectiveness of the organization.

LO 12. Assess the legal, social and economic consequences of the organization's functioning.

LO 16. Demonstrate the skills of independent work, flexible thinking, openness to new knowledge, being
critical and self-critical.

LO 17. Perform research individually and/or in a group under the guidance of a leader.

LO 19. Demonstrate skills in analyzing and synthesizing information, applying them to analyze and solve
problems in various areas of business and management.

LO 21. Demonstrate communication, research, technological and cross-cultural skills necessary to analyze
business situations, prepare, justify and present management decisions.



2. Content and organization of the pre-diploma internship

The task of the pre-diploma internship is mastering the system of skills and
acquiring skills in solving typical problems in accordance with the positions that can
be held by a graduate of the specialty 073 “Management”, study programme “Business
administration”, whose main activity is management; gaining practical experience in
enterprises; forming students' understanding of the basic principles of organizing the
activities of enterprises and mastering the organizational and technological processes
of management at the enterprise.

The supervisors are appointed by the graduating department and issued by an
order of the rector. After signing the order, changes in the organizational issues of the
internship are not allowed.

Before the start of the internship, the supervisors of the internship from the
graduating department of S. Kuznets Kharkiv National University of Economics hold
a constituent meeting on pre-diploma internship or manufacturing internship, where
they acquaint the students with the purpose, tasks of the pre-diploma internship, the
calendar plan of the internship, the requirements for writing internship reports, and the
responsibilities of the students during the internship.

At the constituent meeting, a safety briefing is conducted for the manufacturing
internship, and a corresponding record is made in the safety briefing book. Another
safety briefing is conducted directly at the pre-diploma internship enterprise, taking
into account the specifics of the enterprise.

3. Requirements for the pre-diploma internship basis

The basis for pre-diploma internships can be enterprises of various forms of
ownership, types of economic activity, organizational and legal status, which are legal
entities and have been operating in the market for at least one year.

Enterprises must meet modern requirements, i.e. they must apply advanced
forms and methods of management and organization of planning and economic
activities, commercial and marketing activities, accounting, and introduce advanced
production, labor and management technologies. In addition, the staff of the enterprise
should be highly qualified specialists capable of creating appropriate conditions for
students to acquire professional skills.

4. Individual internship tasks

The individual task for the pre-diploma internship is determined by the head of
the internship from the department (and/or enterprise) together with the student on the
basis of the topic chosen by the student for research.

As part of the individual task, it is recommended to include questions about the
research of the internship selected for writing a bachelor's thesis.

The individual task for the pre-diploma internship is determined before the start
of the internship and recorded in the internship diary. During the pre-diploma

internship, the student must fill in the diary, recording the types of activities performed
6



and the timing of their implementation, the content of the activities, etc.

It is recommended that the internship report include questions on the analysis of
the subject area, research of the subject area of the internship.

At the end of the pre-diploma internship, the student must present the results of
the pre-diploma internship in the form of a report and submit it to the department
together with the diary within the established time limit.

An individual task is given to students within the framework of the approved
topic of the thesis in order to acquire skills and abilities to independently solve
production, organizational or managerial tasks during the pre-diploma internship.

The completion of an individual task activates the student's activities, broadens
his or her outlook, increases initiative, and makes the pre-diploma internship specific
and purposeful.

The content of individual tasks is clarified and specified during the pre-diploma
internship by the supervisor from the department and the internship base.

The materials obtained by the student during completion of the individual task
are subsequently used to complete the bachelor's thesis, to prepare a report, article or
for other purposes in accordance with instructions from the department and the
internship base.

5. Requirements for the pre-diploma internship report
The pre-diploma internship report presents the results of the study of programme
Issues, contains conclusions and recommendations, copies of documents and decisions;
it must have a clear structure, logical sequence, convincing arguments, evidence of
conclusions and validity of recommendations. The report should reflect all aspects of
the student's activities on the basis of the pre-diploma internship. The report should be
at least 25 pages.

Structure of the pre-diploma internship report

TITLE PAGE

CONTENT

INTRODUCTION

CHAPTER 1. GENERAL CHARACTERISTICS OF THE ENTERPRISE — THE
OBJECT OF INTERNSHIP

CHAPTER 2. TECHNICAL AND ECONOMIC ANALYSIS OF THE
ENTERPRISE'S ACTIVITY RESULTS — THE OBJECT OF INTERNSHIP
CHAPTER 3. ANALYSIS OF THE EXISTING STATE OF THE SUBJECT AREA
AT THE ENTERPRISE

CONCLUSIONS

LIST OF REFERENCES

APPENDICES

In the introduction, the relevance of the chosen area of research and its practical
significance should be justified, the current methodological and practical aspects of

7



solving a certain range of problems should be briefly described, the purpose, object,
subject, tasks, methodological apparatus (methods), research tools should be defined,
the results and their practical significance should be obtained.

Through critical analysis and comparison with known solutions to the problem
(scientific task), the relevance and feasibility of the work for the development of the
relevant field of science, especially for the benefit of Ukraine, should be justified. The
names of well-known scientists who are engaged in solving the problem under study
in relation to the student's research work (SRW) and unresolved issues should be
indicated. The volume of relevance should be at least half a page.

In the introduction, the student must disclose the purpose and tasks of the
manufacturing internship in accordance with the specifics of the enterprise and the
position in which the internship was held, identify the methods used during the
internship and write a report on the internship. The introduction should be at least two
pages long.

In the first chapter, the student should get acquainted with the specifics of the
enterprise — the object of internship, its organizational structure, and the state of
management of the enterprise in general.

The result of such work should be a reflection of the following issues in the pre-
diploma internship report:

characteristics of the enterprise's status (date of establishment, form of
ownership, organizational and legal form of business, degree of independence, mission
of the enterprise, rights and obligations of the enterprise, scope of activity, compliance
with the requirements for state registration and operation of the enterprise, etc.);

characteristics of business activities (specialization of the enterprise,
predominant types of business operations, other activities).

the nature of the organization of management of the enterprise's activities
(organizational structure of the management of the enterprise, characteristics of
individual structural departments, their functional purpose, rights, responsibilities,
powers, the nature of regulation of the activities of individual employees of the
enterprise (contracts, job descriptions, etc.);

the nature of regulation and control over the business entity's activities by the
state (executive bodies, ministries, departments), the state of compliance with state
requirements;

the nature of management of the enterprise's activities by the owners (owners'
rights, management and control bodies: the top management body of the enterprise, the
body of supervision and control over the activities of the enterprise, the frequency of
their meetings, the nature of the issues under consideration);

description of procedural, regulatory and methodological materials used at the
enterprise, their quality and completeness.

It is necessary to review and graphically represent the organizational structure
of the enterprise and analyze it. Particular attention should be paid to the degree to
which it meets the goals and tasks of the enterprise.

In the second chapter, on the basis of financial and statistical reporting of the
research base, it is necessary to provide an economic and functional description of its

8



activities. The technical and economic analysis of the enterprise's activity results can
be carried out in the following main areas: generalized indicators of the enterprise's
activity, material resources, labor resources, fixed assets, etc.

The information basis for the technical and economic analysis is the balance
sheet, income statement, labor statistics, etc. In this case, the reports are presented in
the appendix of the thesis "Financial and Statistical Reports of an Enterprise" or
"Financial Statements of an Enterprise"”, and the text of the sub-chapter contains the
calculations of indicators in tabular form (which, if necessary, can also be included in
a separate appendix), their interpretation and conclusions from the analysis.

The third chapter is devoted to the analysis of the existing state of the subject
area at the enterprise (organisation), i.e. the analysis of a set of issues in accordance
with the chosen topic of the thesis in order to identify existing positive aspects and
shortcomings. The use of economic and mathematical methods and models, factor
analysis in this part of the analytical section will allow for more informed conclusions,
although it is not mandatory.

It is desirable to summarize the problems identified within the subject area in the
form of a problem map, fish diagram, SNW or SWOT analysis tables (if appropriate),
etc. The importance of this final stage of pre-diploma practice is due to the fact that its
results serve as a basis for the work at the stage of elaborating the topic of the thesis —
in the preparation and justification of project recommendations for eliminating existing
shortcomings, as well as improving the organization of solving the problems of the
thesis. Therefore, a student should pay special attention to the clarity of the definition
of the composition and the formulation of conclusions from the analysis.

The conclusions contain a summary of the results of the research of the
enterprise's activities in accordance with the tasks formulated in the introduction,
highlighting the areas of activity, identifying potential opportunities for improving the
enterprise's performance. The main conclusions, suggestions and recommendations for
improving the efficiency of the base of internship in accordance with the tasks set are
briefly formulated.

The list of references should be placed in alphabetical order of the first author's
name or title. If the information from the Internet is used, it is necessary to indicate not
only the name of the site, but also the title of the article, author or title of the document
to which the author refers. Regulatory and legislative acts, Internet sources are not
distinguished and are placed in alphabetical order together with other literary sources.
All references should be in the original language. The bibliographic description of
sources is compiled in accordance with the current standards in library and publishing.
It is recommended to use scientific works of the department's and university's
researchers. The list of references should include publications from the last five years.

Appendices. The appendices, if necessary, should include auxiliary material:
statistical information that is the basis of the research; regulations on functional
departments; job descriptions of specialists; staffing lists; accounting and statistical
reporting forms; organizational and administrative documents (orders, instructions,
guidelines and other reference information).



6. Summing up the results of the pre-diploma internship
The pre-diploma internship ends with the presentation of the results of the
internship by the student during the defense of the report. Presentations are scheduled
on the last day of the internship. Based on the results of the defense of the pre-diploma
internship reports, grades are assigned and submitted to the dean's office in the form of
statements. The results of the internship are discussed and approved at a meeting of the
department.

7. Criteria for assessing the results of the pre-diploma internship

Assessment of the results of the internship and defense is carried out according
to the 100-point learning outcome assessment system adopted by the University.

The total number of points received by a student based on the results of the
internship takes into account:

- feedback from the supervisor from the internship base;

- feedback from the supervisor from the department;

- presentation of the results of the internship by the student during the defense
of the report;

- answers to questions.

Criteria for assessing learning outcomes

Points Criteria for assessing learning outcomes

The internship report and the internship diary are drawn up in accordance with the
requirements and submitted for defense within the time limit specified by the department;
the report contains elements of novelty, has practical significance; the student has
mastered the skills of research work: collecting information, analyzing, formulating
conclusions, proposals; the student's answer to the questions of the commission members
is exhaustive.

90-100

The program of internship is disclosed, but there are some shortcomings of a non-
principled nature; the reporting materials were not sufficiently used in the analysis; there

82-89 are some comments on the formatting of the report, diary; the student demonstrated good
knowledge at the defense and answered the questions of the committee members.
There are some comments on the formatting of the report and diary; grammatical and
74-81 stylistic errors are made; there are inaccuracies in the calculations in performing the

analysis; the student demonstrated satisfactory knowledge at the defense; answers to the
questions of the commission members are inaccurate or incomplete.

The internship report and the internship diary were prepared with numerous errors or
64-73 | incompletely, the student showed complete ignorance of the subject matter, and did not
manage to satisfactorily answer the questions posed by the committee members.

The student has made significant mistakes in solving the tasks of the pre-diploma
internship, is unable to explain the calculations performed; the reporting documents are
filled in with errors; the assessment of the internship supervisor and the characteristic
indicate a low level of knowledge, skills and competencies.

60-63

The report was submitted to the supervisor for review in violation of the deadlines; it was
35.59 | prepared with significant borrowings of information and theoretical material; the report's
formatting does not meet the requirements; the content of the report is not disclosed.

Reporting documents are absent: a report, an internship diary, and a student's

1-35 characteristic..
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