CIPCO Business Enhancement Internship Program
Job Description Questionnaire
The CIPCO Business Enhancement Internship Program requires the information below to assist the John Pappajohn Entrepreneurial Center with matching and placing an intern in your small business. For questions, contact the JPEC at (319) 273-JPEC (5732) or jpec@uni.edu.
Company Name:

Address:

City:





State:


Zip:

Telephone:

E-mail:

Where are the company offices located (for example: office building, company facility, private home, etc.)?

What year was the company founded?

How many full time employees does the company have?

How many part-time employees does the company have?

Who will be the primary supervisor of the CIPCO intern?

Who will be the secondary supervisor of the CIPCO intern?

How did you hear about this program for placing interns?

1.  What is the job title/position for which you want an intern?

2. How many hours per week will be required of the intern? (Note: During the academic year [fall and spring semesters] we can only reimburse for a maximum of 20 hours per week.)

5-10

10-15

15-20

20-30

30-40

3. For what term will you need an intern? (Internships are generally only granted for one semester.)

Fall only
Spring only
May only
 June only
July only



Summer (May through August)

4. Will you be hiring the intern as an employee and seeking reimbursement from the JPEC for half of the personnel expenses? (Note: this option is mandatory for all internships in May, June, July, and summer.) If yes, skip to Item #6. 



Yes
No

5. Will you require the intern to enroll for the internship as a class and receive a stipend paid by the JPEC? (Note: This option is only available in the fall and spring semesters and assumes the student is already enrolled as a full-time student so there is no additional tuition charge for the student and that the stipend will not adversely affect the student’s eligibility for financial aid. Further, the student must agree to this option as additional coursework is required.)









Yes
No

6. Will travel be required as part of the duties? 
 

Yes
No

7. Is a vehicle required of the intern as part of the duties?

Yes
No

8. Would you like a copy of the intern’s resume?


Yes 
No

9. Would you like a copy of the cover letter from the intern?
Yes
No

10. Will you conduct a telephone interview?


Yes
No

11. Will you conduct a face-to-face interview?


Yes
No

12. Please provide a job description including tasks and duties?

13. Please provide a description of qualifications for the position.

14. Please provide any additional information the applicant or the JPEC should know.

Please return this completed form to: 

John Pappajohn Entrepreneurial Center

University of Northern Iowa, BCS 128

Cedar Falls, IA 50614-0130

Fax: 319-273-5733

jpec@uni.edu

