Simple guidelines for working on your outreach report

Describe

The nature and basic background of the organization / studio / company you work 
Your working environment 

such as…

How many people you work with?


Who is your job supervisor?

Your schedule (twice a day? Once a day? Morning? Afternoon? Fixable? Work at home?)

Your job duties
such as… 


What you need to do, usually.


How your job duties contribute to your organization

Why you need (for the benefit of your supervisor or organization) to do such work?
What you learnt from the intern? (Non-OBTL style) 
such as…
What you expected to learn? Can you make it? Why?
Anything you have learnt but never expected?

What you have expected to achieve from the internship (in active verbs OBTL Style)
such as…
How good are you on such skills before the internship?

How much you have improved or not improved?

What unexpected skill you have learned? 

Skills
Please try to mention both transferable skills and non-transferable skills

Reflective 
Any problems for the internship, especially the factors which avoid you to achieve your learning goals 

Observation
Any ideas or insightful thought about that industry/field you worked on? Etc etc 
