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Embarking on an internship is an excellent opportunity for you to gain valuable experience, grow 
your professional network, and set the groundwork for your future career. To ensure you make 
the most of this opportunity, it’s crucial to understand and practice proper internship etiquette. 
Here are some tips to help you navigate the professional world with confidence and grace:

•	 Be punctual: Arrive on time, if not early, for your internship. This proves you value the 
opportunity and respect your team.

•	 Dress appropriately: Adhere to the company’s dress code and strive to look professional. 
The way you present yourself matters. If you’re not sure, ask!

•	 Communicate effectively: Keep your supervisor and teammates informed about your work 
and promptly notify them if you encounter any challenges. Be responsive and respectful in all 
forms of communication. 
•	 Phone Etiquette: 

•	 Answer promptly and introduce yourself so callers know who they’re speaking to.
•	 Speak clearly and professionally by using a friendly tone and avoiding slang.
•	 Listen carefully and take notes if needed.
•	 Ask before putting someone on hold and explain the transfer process if necessary.
•	 Leave clear voicemails with your name, reason for calling, and contact info.
•	 Protect privacy by not sharing sensitive information over the phone.

•	 Email Etiquette:
•	 Write clear subject lines.
•	 Start with a polite greeting.
•	 Keep your message brief and organized.
•	 Use a professional tone, avoiding slang or emojis.
•	 Close with a formal sign-off and your name.
•	 Proofread before sending.

•	 Stay organized: Keep track of your tasks and deadlines. Use calendars, to-do lists, or any 
tools that help you manage your time and avoid last-minute rushes.

•	 Demonstrate initiative: Show enthusiasm by volunteering for extra projects or 
responsibilities whenever possible. Taking the initiative helps you gain valuable experience 
and makes a great impression.

•	 Maintain confidentiality: Handle all private and sensitive information with utmost care. 
Always act with integrity and respect the trust your employer has placed in you.

Following these guidelines will help you make the most of your internship and build a strong 
professional reputation!
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