UT's LEGAL & PARALEGAL STUDIES INTERNSHIP

Introduction

As a representative of The University of Toledo and the Legal & Paralegal Studies Program, you stand not
only for yourself, but also for UT and the Legal & Paralegal Studies Program as a whole. Your behavior,



the correct pronunciation of your name. If someone mispronounces your name, politely correct
them, then move on.

Law firms sometimes have lengthy names. Learn it and the proper pronunciation of each
partner.

Every law office and legal department has a hierarchy. Learn it. Learn the name of your
internship supervisor’s boss, etc.

Develop a good rapport with your internship supervisor. This is the person from whom you can
learn about your career field, and the person who will assess your work and recommend your
grade. Ask questions, especially when you do not understand or are unsure about your
instructions.

Taking criticism is a necessary part of working. Get used to it. Being criticized is difficult. When
someone is criticizing you, follow the four cardinal rules and always take criticism:

o Professionally. Avoid excuses or blaming others. Apologize and assure the person the
mistake won't happen again.

o Politely. Listen to the criticism with an open mind. Don’t become defensive. Assume
that the person doesn’t mean to insult you when she gives criticism. Clarify to close the
conversation so that you are clear on how to correct the mistake.

o Positively. Assume that the internship supervisor has something helpful to say. Listen.
Try to understand the issue and her frustration. Ask for clarification. Ask for assistance
if you need help to fix the problem.

o Appropriately. If the criticism is unfair or misplaced, say so. Do so in private with the
internship supervisor and be polite. You might win the battle, but you'll lose the war if you



Please review the following tips before you make your initial contact with your internship supervisor.

 Prepare for the call before you make it. Know the reason for the call. Have relevant data in front of

you. Be prepared to take notes.

{ Introduce yourself immediately when you connect with the intended person or with voice mail. Be
prepared to go through a secretary to get to your internship supervisor. Be extremely polite and

leave a clear message of when and where you can be reached.

f Once you connect with the proper person, reiterate why you’re calling — to set up a time to meet to
discuss/begin your internship. Make sure that you are dressed appropriately when you go in for
your interview (this means a suit! as discussed in the internship class). You don’t want to show up

the first day starting off on the wrong foot.

f When your conversation is finished, repeat back any relevant information like dates, times,

addresses for clarification. End the conversation with a comment like, ‘thank you for your time
today...I'm looking forward to beginning my internship with you Mr. Jones.’

f If you need to leave a voice mail message, it should be to the point. Leave your name, affiliation,
date and time of your call. Be sure to leave a number and extension where you can be reached

and a time of day that is best to call to reach you. No one likes playing phone tag. Don’t try to have

the conversation you would have had if the person would have been there. Leave pertinent
information relevant to a follow-up call only.

f If you have left a message for the internship supervisor to return, make sure that you are at the

return phone number so that they can reach you.

f Make sure that your voice mail message is appropriate and professional. Eliminate any jokes,
music, religious messages and the like. You should just have a professional message such as “You
have reached 419-530-3378. I'm sorry but | can’t take your phon



Every profession has its “uniform”. The legal profession has one — a professional business suit. Each
and every intern is expected to comply with this dress code. (Refer to the required reading for more on
this professional business attire.)

Some general rules to apply:

1l



that an employee can have. Being disloyal the law firm or its representatives is unethical and can ruin
your career.

While, in the internship class, we will discuss more about the ethics of law office confidentiality you
should know some basics. If, for example, you see client



Ask questions of others and really pay attention to their answers. Questions that are not too personal
are a great way to get to know your internship supervisor. They also show that you are interested in



f Conduct yourself professionally at all times. If you treat others courteously and professionally,
chances are you'll be treated with the same respect.

 Take care with your wardrobe, especially if you are a woman. Some types of clothes send
unwanted sexual messages to others. Excessive make-up, plunging necklines, super short skirts
are not permitted in the internship. But, in addition, they send a message, which you do not
intend.



