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Your Virtual Internship Timeline  
A step-by-step guide to a great virtual international internship 

Below, we describe, from start to finish, the entire timeline of a successful virtual international internship.  
Follow this process and you’ll be sure to excel: 

Finding a Virtual International Internship:  
Start Early & Stay Open-minded 

 In this phase, you’ll be conducting research and reaching out to those who can help you. 

 

Talk to school advisors  
School advisors may still be getting used to the new landscape of virtual international internships, but they 
have a long history of managing programs abroad, and they’ll be able to assist you in targeting options.   

Compare placement agencies  
If you’re thinking of working directly with an agency, always conduct in-depth research: compare 
reviews, assess support services, check program costs and speak to alumni.  

Research opportunities in your specific field  
Ask experts in your field (e.g. professors, upper-level grad students, industry professionals) if they 
have contacts abroad who might be willing to facilitate a virtual internship for you. 

 

Look at major job search engines 
Remote opportunities are now featured on many major job sites. 

Target your dream companies 
Are there particular companies abroad that you’re keen to work for? Check to see if they have virtual 
internships. If not, consider proposing one.  

Think about your goals 
What education and professional outcomes are most important to you? How do you envision this 
virtual international internship boosting your career?  

 
 
 
 
 
 

Hone in on one region 
Virtual opportunities can make it easier to target  
a specific region of the world. If there’s a particular 
culture that interests you, search for  
opportunities there.  

Tone up your application materials 
Develop a targeted career objective, update your 
resume and LinkedIn profile, write an elevator pitch 
highlighting your top skills, draft a cover letter and 
create supporting materials.  

Start early!  
The sooner you begin your research, the more likely you 
are to find the perfect opportunity.  

Q  U  I  C  K    G  U  I  D  E 

MILESTONE                

Conduct self-reflection 
writing exercises once your 
internship has begun. Find 
suggested prompts in the 
Cross-cultural Internship 
Journal. 
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The Application Process: Sell Yourself! 

 Time to get focused on your objectives and tap into your support network. 

Talk to advisors 
Have an in-depth conversation 
with advisors about how to 
prepare the best application 
package possible. 

Connect to alumni 
Ask to speak to anyone who may have 
completed an in-person or virtual 
internship with the company you’re 
applying to. 

The interview process 
Prepare for interviews in advance. Create  
a well-lit, organized space. Dress 
professionally. Create a bulleted list of notes 
about your experience and career objectives. 
Write a few questions to ask the employer. 

Ask comprehensive questions 
Whether you’re working with a 
university, placement agency or 
directly with an employer, now is 
the time to ask questions. What 
support will be provided? What 
learning components are 
guaranteed? What would the role 
entail? 

Finalize application materials 
Once you know where you’ll be 
applying, it’s time to customize your 
application materials. Use keywords and 
creativity to sell yourself. Develop 
career stories to highlight your abilities 
and develop your elevator pitch. Look 
for examples of successful cover letters 
and resumes. Follow their lead. 

Do something extraordinary 
Particularly if you’re applying directly to an 
employer, you’ll need to stand out from the 
crowd. Create a web portfolio, online video 
interview or a project plan to impress your 
potential employer. 

 

You’re Hired! Ready, Set, Go! 

 You’ve found your placement, now it’s time to set yourself up for success! 

Sign your contract 
Congratulations! You’re about to 
be a virtual international intern! 
You’re over the first hurdle and 
now it’s time to begin your 
preparations. 

Connect with peers and managers 
Ask for contact details of team members, 
remote workers and interns. Build a peer 
group by connecting on LinkedIn or 
Facebook. If your LinkedIn profile is sleek 
and complete, consider adding company 
managers to your network.  

Reflect on your goals 
Take time to write your professional career 
goals in detail. Think about your ideal 
mentor, the top skills you want to build, and 
potential career paths.  

Dive into your host culture 
Get curious about your host 
culture and conduct in-depth 
research from day one. 

Research your employer 
Take time to do a deep dive into your 
employer’s online presence. Check out 
social media archives, read company 
reports and research top competitors.  

Start designing your workspace 
Build your home workspace. Order any 
items you’ll need (e.g. webcam, mic, 
comfortable chair, stationery, work clothes). 

Get company materials 
Ask for a detailed organizational 
structure, list of company 
contacts, communications 
protocols, management guides 
and details of software and 
platforms used by the company.  

Participate in pre-internship activities 
Take advantage of all available support 
services, advising sessions and support 
materials offered by your school or 
placement agency.  

Start your daily routine 
Get into the habit of having a workday-style 
routine even before your position begins.  
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Onboarding! Your First Two Weeks 

 Time to dive in and make your first professional impression. 

 

Have your first meeting with the employer: This meeting is often facilitated by your university or 
placement agency. Be polite, professional and convey your thanks and enthusiasm.  

Undertake employee training: You’ll likely be given a combination of live video training and 
written materials. Pay close attention during this phase. Managers appreciate it when you 
remember and adhere to guidelines.  

Establish trust: One of your first goals will be to establish a positive relationship with colleagues. 
Demonstrate that you’re trustworthy and reliable by delivering solid results in a timely manner.   

 

Set expectations: Talk with your manager about your role and responsibilities. Be clear about 
deadlines and deliverables. And remember: It’s more impressive to deliver extraordinary results 
on several small projects than to take on too much and become overwhelmed.  

Get used to your work rhythm: Get into the swing of your new schedule! Enjoy the fact that 
you’re “on the job” in your own space.  

Build your cross-cultural understanding: During your first weeks, take time to consider any 
differences in working methods and communication styles that might be cultural in origin.  

Check in with your university or placement agency: Make notes about your internship 
experience and connect with supervisors. Ask any questions you may have.  

 

 

The Internship: Navigating Virtual Relationships 

 Get into a rhythm of frequent communication and delivering strong results.  

 

Stay in contact: Your employer will appreciate short updates about your key priorities  
and progress. Aim for weekly meetings and daily messaging, if this suits your manager.  

Stay on top of file management: In a fast-paced online environment, you’ll have many 
projects on the go simultaneously. Take the time to file everything correctly and have a 
consistent file naming protocol. 

Boost productivity: If you have extra time on your hands, ask your employer how you  
can be of further assistance. 

Check in with your university or placement agency: You should be having regular,  
scheduled check-ins with your advisors throughout your internship.  
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Mid-term Check-in: How’s It Going? 

 
It’s the half-way point. Consider what you’ve learned and how to  
maximize the final portion of this opportunity. 

Mid-term feedback with your employer 
Most internships include a mid-term 
feedback report covering your attitude, 
efficiency, availability and more. You may 
also be asked to complete a feedback 
report at this time.  

Pause for self-assessment 
Reflect on what you’ve achieved. 
How have you excelled in your 
role? Are there ways in which 
you could improve? Set new 
goals for yourself according to 
your progress so far. 

Check in with your university  
or placement agency 
Once again, make sure to stay in contact 
with those who are facilitating your 
experience. Take advantage of all support 
and career development services that are 
available.  

 

 

The End: Saying Goodbye 

 
Your experience is winding down. You haven’t left your home country,  
but you’ve had a high-value international experience.  

 

Leave on a high note: Complete all projects to the absolute best of your ability. 
Make use of everything you’ve learned over the previous weeks. 

Say thank you: Don’t leave without thanking your manager, team members, 
school advisors and placement agency facilitators.  

Lay the groundwork for future networking: The final week is a great time to 
solidify connections with your manager and colleagues. Add them on LinkedIn 
and consider asking for a social check-in a few months down the road.  

 

Get feedback on your performance: You will likely receive a feedback report on 
your performance. Read these notes carefully and take any suggestions on 
board.  

In-depth self-assessment: It’s time for your final self-reflection. Look back at the 
goals you set for yourself. Which have you achieved? Which have you surpassed? 
What new goals will you set for yourself? 
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The Next Step: The New Global You! 
 It’s time to incorporate everything you’ve learned and plan your next career move! 

 

Prepare to speak about your experience 
You’ve now successfully completed a virtual international internship! Get ready to 
discuss the professional skills you developed and the global perspective you’ve 
now gained. 

Update your application documents 
It’s time to update your resume, LinkedIn profile and cover letter with your newly 
developed skills.  

 

Follow up with your employers 
Even if you thanked your employers in your final week, send a follow-up message. 

Pursue networking opportunities 
If you agreed to have a social or networking meeting with your employer, follow 
up to make sure it happens.  

 
 

Every virtual internship will be unique, with its own highs and lows, challenges and successes.  
By following the steps above, you’ll be setting yourself up to achieve outstanding results! Good luck. 
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