UNIVERSITY OF TECHNOLOGY, JAMAICA
School of Business Administration

Bachelor of Business Administration (Administrative Management)

FINAL REPORT ON WORK EXPERIENCE

TO BE SUBMITTED THE FIRST WEEK OF THE SEMESTER FOLLOWING WORK EXPERIENCE
The Report is to be accompanied by:

1. The log of your activities signed by your supervisor (each page signed and stamp of company to be affixed).
2. The Evaluation Sheet signed by your supervisor.
3. The Final Report with all relevant appendices.

The Final Report (Guidelines)

Title Page (name of student, company assigned to, period of work experience and other relevant information consistent with submission of projects at Utech).
Table of Contents

· Acknowledgement

· Introduction

· Brief overview of company/department assigned

· List the objectives of assignment at company/department

· Duties performed (use log sheets as guide)

· Relevance of activities at the company/department to courses covered at Utech

· Solution(s) provided to company/department - Explain
· Positive experiences during work experience

· Negative experiences during work experience and how they were addressed 
· Benefit of work experience (intern)
· Value added to the organization

· Recommendations for inclusion of topics /course/activities in the Administrative Management specialization, other recommendations.

· Positions available in area of specialization, qualifications required, skills and competencies required (identified in assigned company)

Please follow the APA guidelines (as much as possible) in compiling your final report.  The report should be approximately 15 – 20 pages.  Please include all appropriate references and appendices.

