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97% of the supervisors find the student interns’ 
performances good or excellent.

Around 80% of the students found their capabilities 
improved after the internship!

97% of the students agree that they have become more 
confident in their future career after the internship!



Recruiting units
- Helped a lot on design work
- Contributed ideas on promotion
- Excellent communication skills 
- Showed great commitment and competence for the internship job

Students
- Inspiration for future career path
- Put my knowledge into practice
- Felt valued and loved while working there
- Kind and understanding colleagues 

How was the experience?
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Campus Internship Scheme (CIS)
Objectives
• To enhance students’ understanding of the work environment and their     

long-term personal and professional development

• To facilitate students’ career exploration and add value to their employability

Job Nature (varies: Data analysis, Event/ project coordination, Website development, 
Research, Social Media Management, Translation/ Editing/ Writing, etc.)

One-off         Only on-site support         Project understanding        Supervision & Review



Student interns/ year

Max: 100 
Each internship

150 hrs or above Certificate

Student fulfilling all the CIS 
requirements* can obtain a

Campus Internship Scheme (CIS)



Campus Internship Scheme (CIS)
Eligibility
• FT UG students
• Non-local FT UG students with a valid No Objection Letter can also apply

Salary
• $65/ hour 

Job hours
• Min: 150 hours of service/ project is required 
• Max: 15 hours/ week (term time)
• Max: 44 hours/ week (1 Jun 2023 – 23 Aug 2023)
• Students can take ONLY one appointment at the same time, including CIS, 

Student Campus Work Scheme and any other campus job 

Location
• Primarily within HSUHK Campus

Min Total Salary: $65 x 150hr = $9,750



Upcoming Positions –
2022/23
• Assistant Event Officer

• Computing Intern

• Creative Digital Marketing Intern

• Digital Marketing Intern

• English Language Centre Assistant

• Event Coordinator

• Event & Creative Media Intern

• Finance Intern

• Library Intern

• Management Intern

• Marketing Intern

• Project Assistant (Intern)

• Project Management Intern

• Psychology Assistants

• Residential College Operational Intern

• Social Media Copywriter Intern

• Student Development Intern            

• Student Research Assistant

• Technical Support Intern

• Website Management Intern



Various Recruiting Units –
2022/23
• Advancement and Alumni Affairs Office

• Centre for Teaching and Learning

• Dept. of Accountancy

• Dept. of Art & Design

• Dept. of Chinese

• Dept. of Computing

• Dept. of Economics and Finance

• Dept. of English

• Dept. of Management

• Dept. of Marketing

• Dept. of Social Science

• Finance Office

• Honours Academy

• Library

• School of Business

• Student Affairs Office



Timeline

CIS Intern Recruitment STARTING NOW

Internship Start Varies with positions

Internship Period Varies with positions



CIS application
• A list of CIS projects will be listed on the CIS webpage 

regularly after the internship vacancy is approved. 
https://sao.hsu.edu.hk/our-
services/careers/internship_job/campus-internship-scheme/

• Recruiting units will then post the internship vacancies on 
JINESS weeks before their internship period based on their 
recruitment needs.
http://jiness.hsu.edu.hk/

• All HSUHK students meeting the eligibility requirements 
may apply for CIS positions on JINESS by attaching their 
resumes or related documents directly to respective 
recruiting units

https://sao.hsu.edu.hk/our-services/careers/internship_job/campus-internship-scheme/
http://jiness.hsu.edu.hk/


• submit the “CIS - Pre-Internship Evaluation Form (Student)” by the first day 
of internship commencement to their supervisors;

• submit the “CIS - Post Internship Evaluation Form (Student)” to their 
supervisors within 10 working days after the internship completion;

• obtain satisfactory performance in the “CIS - Evaluation Form (Supervisor)”

To fulfill all the requirements of CIS and to obtain a certificate, interns have to:
• submit the 

- “CIS - Pre-Internship Evaluation Form (Student)” & 
- “CIS - Post Internship Evaluation Form (Student)” 

• obtain satisfactory performance in the 
- “CIS - Evaluation Form (Supervisor)”

• submit 
- at least 3 photos demonstrating their internship learning to SAO 
for future promotion usage

Certificate 

Evaluation



on or before 23rd of each monthStudents submit their monthly Payroll/ Payment 
Request Form (Form 26/ 41) to supervisors

Payroll

on the 7th day (MPF bearing)/ 
15th day (Non-MPF bearing) 
of each month

FO makes the payment

Payroll/ payment request form

mark you weekly hours worked 
from Sunday to Saturday as a week



Important Remarks for Students
• Students should not apply for a Campus Internship if they are not available nor eligible.

For example, they have accepted another campus work offer at the same period of time.

• Students are required to declare if they are currently under any contract (letter of
appointment) issued by HSUHK as a student helper/ student intern in this academic year
(until 23 Aug 2023) on the CIS Confirmation Form.

• Students should observe the working hours and internship period in the letter of appointment.
They should not work beyond the pre-set working hours without instruction from their
supervisors.

• Students have to submit payroll request form to their supervisors for endorsement by
23rd of each month, so that they could receive the stipend of the completed hours of that
month by 7th (MPF bearing) or 15th (Non-MPF bearing) of the following month.

• A student who completes his/ her CIS internship earlier than the contract period end date
and wish to engage in another campus work (including but not limited to CIS), shall inform
the Human Resources Office to proceed early completion of contract procedure and
consult about the follow-up arrangement.



Important Remarks for Students
• To fulfill all the requirements of CIS and to obtain a certificate, interns have to:

Ø submit the “CIS - Pre-Internship Evaluation Form (Student)” by the first day of internship 
commencement to their supervisors;

Ø submit the “CIS - Post Internship Evaluation Form (Student)” to their supervisors within 
10 working days after the internship completion;

Ø obtain satisfactory performance in the “CIS - Evaluation Form (Supervisor)”

Ø submit at least 3 photos demonstrating their internship learning to SAO for future 
promotion usage

https://forms.gle/nV1SWMHTdE1ewb4g6
https://forms.gle/VFGtS8DUWb5N22db9
https://forms.gle/DkWyHZ6svySSvqgE8


Q & A

Thank You
For more info:

https://sao.hsu.edu.hk/our-services/careers/internship_job/campus-internship-scheme/


