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OVERVIEW, OBJECTIVES & BENEFITS 

Internships are supervised, practical experiences through which students earn academic credits. These 
experiences provide valuable opportunities to apply the knowledge and skills acquired during their 
studies while gaining firsthand industry experience. They also allow employers to assess students in a 
professional environment and evaluate their potential for future employment. 

 
Students in the BBA in Tourism & Hospitality Management program as well as BBA in Tourism, 
Hotel Management and operations must complete the Internship Module (32 total ECTS), which 
consists of the following elements: 

 
• Professional Development Course (1 ECTS), see page 4 

• Internship 960 hours (30 ECTS), see page 5 

• Internship Report (1 ECTS), see page 9 

 
Modul University Vienna students are encouraged to actively engage in diverse professional 
environments related to their studies. Internship Providers are expected to maintain a structured 
program that supports learning and growth, ensuring a professionally stimulating environment while 
allowing flexibility to accommodate individual training needs. 

 
MU students benefit through: 

• Acquiring experience in a real-life work environment 

• Having the chance to put theory into practice, demonstrating significant understanding of 
their own learning strategies to cope with the requirements of the work environment 

• Increasing the level of maturity and grasp of business culture 

• Developing vocational and personal skills 

• Enhancing career opportunities and establishing useful contacts in the industry 

• Developing, reflecting, and evaluating the strategies to achieve their own career goals 

 

Internship Providers benefit through: 

• Employer branding 

• Establishing academic partnerships 

• The input of fresh, innovative ideas through talented students 

• Gaining additional manpower during critical times 

• Developing a pool of talent from which to recruit once students graduate 

• The opportunity to give feedback to the university about knowledge and skills 
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PROFESSIONAL DEVELOPMENT COURSE | 1 ECTS 

The Professional Development course is a mandatory pre-requisite which students must complete 
PRIOR to beginning their Internship. The goals for this course are twofold: 1) to prepare students for 
employment by providing resources, guidelines, and support in applying to companies of their 
choice in the industry; and 2) to orientate students to Internship opportunities, requirements, and 
procedures. The course consists of 14 units, split into 7 sessions. 

 
 

Teaching approach 
The course utilizes a combination of lectures, in-class discussions, case studies, critical reflections 
on the covered material, role plays, and group work. 

 
Learning objectives 
Upon successful completion of the Professional Development Course, students will be able to: 

• Establish professional and personal goals for their Internship experience 

• Understand Modul University’s requirements in terms of the Internship 

• Identify strategies and resources for finding employment opportunities 

• Apply strategies and resources to find an Internship 

• Use the job platform JobTeaser 

• Create a LinkedIn profile 

• Prepare their Curriculum Vitae and a Cover Letter 

• Prepare for a successful interview 

• Handle various interview questions including salary negotiation 

• Identify and apply the rules of business etiquette 

• Understand how the employment selection process works 

• Know how to act during the first days of the job 

• Understand the content requirements and writing guidelines for the Internship Report 

• Know which documents are required to get ECTS points for their Internship 

 
Assessment 
Students will receive a numeric grade for the Professional Development Course, which is based 
upon student attendance, homework, participation and attendance at MU’s career fair. 
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INTERNSHIP | 30 ECTS 

Students are required to complete an Internship containing a minimum of 960 hours in a field 
relevant to their study program, such as: 

TSM Industry Segments: 

 
• Hospitality Facilities such as Hotel / Resort / Clubs / Casino / Gaming (property and 

corporate) 

• Conference Centers / Services / Convention / Event Planning (MICE) 

• F&B Facilities such as Restaurants / Campus Dining / Managed Services 

• Sports Facilities / Entertainment / Leisure / Stadiums / Arenas / Spa Wellness 

• Travel / Tourism 

• Airlines / Cruise Lines / Tours 

• Destination Management / Property Management / REITs 

• E-Commerce in H&T industry 

• Winery 

 
Job Functions for all students: (this list is not all-inclusive and PAD will determine if a position 
qualifies for the specific program of study) 

 
• Consulting / Market Research 

• Finance / Accounting 

• Sustainability 

• Marketing 

• Sales & Business Development 

• Real Estate Management 

• Human Resources 

• Advertising / Public Relations 

• Brand / Product Management 

 
This Internship is designed to provide students with the opportunity to apply their acquired 
theoretical knowledge and gain practical experience. All Internships should enable students to put 
theory into practice, develop vocational and personal skills, and enhance their career opportunities. 

The student s specific tasks and expected deliverables for the Internship must be agreed upon in 
advance and approved by the Program Area Director or the Dean. 
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Internship Providers 
An Internship Provider can range from large corporations to small and medium-sized enterprises, as 
well as Modul University s in-house internship opportunities. It is each student s own 
responsibility to secure an Internship. Potential Internship Providers can be found on JobTeaser. 
Students may also propose an Internship with an organization not listed in the JobTeaser database, 
as long as it is relevant to their studies. If it is unclear if an organization fulfills the requirements for 
an Internship, please consult with the Internship Coordinator. 

 
Internship Specifications 
The internship can be completed either domestically or abroad and may be undertaken as a single 
placement of at least 960 hours or divided into two equal parts of at least 480 hours each. The option 
to split the required minimum of 960 hours into two equal segments is intended to provide greater 
flexibility for students. 

 
960 hours = approx. 6 months (24 weeks x 40 hours /week minus vacation days) 

480 hours = approx. 3 months (12 weeks x 40 hours/week minus vacation days) 

 



7  

Considerations for non-EU students 
Non-EU students can complete the Internship either domestically or abroad. 

 
Within Austria 

Non-EU students can work full-time within Austria as part of their Internship contract, if the 
company informs the Austrian Public Employment Service (AMS) in writing regarding the 
employment. 

Outside of Austria 

Non-EU students doing their Internship outside of Austria, are self-responsible to ensure 
scheduling their Internship according to the regulations of the MA35. Note that students are not 
allowed to be out of the country for longer than 6 months in order to keep their residence permit for 
Austria. 

 
Code of Conduct 
Similar to on campus behavior, all students must adhere to Modul University s Code of Conduct 
during their Internship. This includes the following points: 

• Students’ conduct and performance represent not only themselves but also Modul 
University Vienna. Before, during and after the Internship, students are effectively an 
ambassador for the university and should act accordingly. 

• During the Internship, students will remain subject to the terms and conditions of Study 
contract signed with Modul University Vienna. 

• Students must respect the laws of the country where they perform their Internship. You can 
find more information about the relevant laws of various countries here. 

• Students must dress appropriately for their position. If you are unsure about your dress code, 
contact career@modul.ac.at or your Internship supervisor at the company before the start 
of your Internship. 

• Students must complete the Internship under the conditions in the Internship approval form 
signed between the Internship Provider, the student and the Internship Coordinator. 

• Students should submit all relevant documents within the given time frame as required in 
this Internship Manual (see pages 6 and page 8). 

Failure to comply with these rules may result in no ECTS points being awarded at the conclusion of 
the Internship. 

 
Internship Documentation 
In order for Modul University Vienna to evaluate students Internship and grant them ECTS for their 
experience, it is necessary for students to provide detailed documentation at the beginning, middle, 
and end of their Internship. 

mailto:career@modul.ac.at
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Examples of all the forms required for the administration of the Internship are found at the end of this 
manual. Individual forms can also be downloaded from the Professional Development course Moodle 
page or from JobTeaser. 

COMPLETED FORMS AND DOCUMENTS MUST BE SUBMITTED ELECTRONICALLY (VIA EMAIL) TO 
THE INTERNSHIP COORDINATOR. FAILURE TO MEET THE SPECIFIED DEADLINES WILL RESULT 
IN STUDENTS NOT RECEIVING ECTS. 

 
1. Internship Approval 

All Internships require the approval of Modul University Vienna before they can commence. The 
Internship Approval Form, signed by the student and the Internship Provider, must be submitted to 
the Internship Coordinator prior to starting the Internship. A description of the Internship (i.e., the 
students tasks, responsibilities, deliverables, etc.), duration (start and end date), and the total 
number of required working hours must be specified in the Internship Approval Form. The Internship 
Approval is only valid if it is signed by all relevant parties (the student, the Internship Provider, and 
the Program Area Director). 

 
2. Mid-Term Appraisal 

The Internship Mid-term Appraisal Form must be submitted to the Internship Coordinator within 4 
weeks after the mid-point of the Internship in order to assess the student s interim progress and 
experience. 

 
3. Final Appraisal and Confirmation Letter 

In order to assess the student s overall performance and experience, the Internship Final Appraisal 
Form must be completed and signed by the student s direct supervisor and submitted to the 
Internship Coordinator within 4 weeks after concluding the Internship. Students must also submit 
to the Internship Coordinator a signed confirmation letter written by the Internship supervisor. 

 
Assessment 
After all the required documents and forms have been received, they will be reviewed by the 
respective Program Area Director. Students will receive a Pass or Fail grade for their Internship as 
determined by the Program Area Director. This assessment is based primarily upon the Mid-term and Final 
Appraisals and the successful completion of the required tasks and responsibilities. 

If the student has achieved all required criteria, a Pass grade will be recorded and the respective 
ECTS points will be granted. 

However, if the Internship was terminated early by either party, if another element stated in the 
Internship Agreement was not fulfilled, or if the student received negative Supervisor Appraisals, 
then a Fail grade may be recorded. 
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INTERNSHIP REPORT | 1 ECTS 

After earning a Pass grade for the Internship, students must submit a final written report. The 
Internship Report is a 10-page/2500-word academic essay in which students describe their Internship 
and analyze it in depth according to the formal requirements specified below. 

 
Report Structure 
The Internship Report should be written in 12pt Times New Roman font with 1.5 line spacing and 2.54 
cm margins. 

 
The general structure of the Report should follow this order: 

 
• Introduction (approximately 250 words) – Provide an overview of the Internship Provider for 

which you completed your Internship, including its main functions, activities, and objectives. 

• Description of the Internship (approximately 500 words) – Provide a detailed description of 
the specific tasks and responsibilities you handled during the Internship and how they 
contributed to the Internship Provider’s goals. 

• Academic Reflection (approximately 1250 words)– Elaborate upon the key scientific principles, 
theories, and concepts that you have learned through your coursework at Modul University 
which were relevant to your Internship and explain how you applied this academic knowledge 
in practice during your Internship. The use of scientific sources with APA referencing style is 
required. 

• Personal Evaluation (approximately 250 words) – Assess your overall experience, including 
what you learned personally and professionally. 

• Conclusions and Recommendations (approximately 250 words) – Summarize key 
takeaways from the Internship experience and suggest any recommendations for 
improvement, both for the Internship Provider and for future students. 

• Bibliography – A minimum of five scientific references must be included. APA referencing 
style is required. 
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Assessment 
The Internship Report is due 8 weeks after the completion of the Internship and must be submitted 
electronically (via email) to the Internship Coordinator. 

THE USE OF GENERATIVE A.I. TO COMPLETE THE INTERNSHIP REPORT IS STRICTLY PROHIBITED 
AND WILL BE CONSIDERED ACADEMIC MISCONDUCT. 

The Internship Report will be graded by the Program Area Director based on academic criteria, 
including structure, analysis, and reflection. 

 
Grading Rubric 

 

A Structure 25 % 

B Analysis 40 % 

C Critical reflection 25 % 

D Academic writing 10 % 

 
Explanation of Breakdown: 

1. Structure (25%) 
This section evaluates the clarity and coherence of the report. It includes how well the 
report is organized, how logical the flow is from introduction to conclusion, and the overall 
presentation (including headings, subheadings, formatting, and paragraph structure). 

2. Analysis (40%) 
This is the core academic component. It examines the student's ability to apply theoretical 
frameworks. This portion has a larger weight since it's the most critical aspect of the 
academic Internship. 

3. Critical Reflection (25%) 
This component evaluates the student's ability to reflect on the learning process, the 
challenges faced during the Internship, and how the Internship contributed to their 
academic and professional development. It assesses whether the student has critically 
evaluated their own work and learning journey. 

4. Academic writing (10%) 
This includes the writing style, clarity of expression, grammar, and spelling, and evaluates 
proper citation practices, including accurate referencing and consistency with the required 
citation style (APA) 
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ADDITIONAL INFORMATION 

Modul University Vienna s Responsibilities 
Modul University Vienna does its very best to assist students in finding suitable Internships within a 
safe working environment. The university arranges guest speakers, on-campus interviews and 
company presentations during the Modul Career Day that takes place each semester. The 
Professional Development course helps students to go through the application process. 

However, the university does not allocate students to Internships. The Internship Coordinator will 
offer guidance and assistance, but it remains the student s responsibility to find a suitable 
Internship. 

Internship Provider s Responsibilities 
The organization shall treat the student as an employee on a short-term contract in accordance with 
the organization s policies and the country s legislation. The student shall have the same level of liability 
and insurance coverage provided for all employees at that level. The employer is expected to provide 
a safe working environment in conformity with Health and Safety legislation. 

A full induction into the organization and its working practices should be offered. The employer will 
develop a training plan for the duration of the Internship and appoint a supervisor responsible for 
overseeing the student s work, conducting regular training, and providing guidance. 

Additionally, the employer may assist the student in finding suitable accommodation and support 
with travel and visa arrangements. The employer is responsible for selecting a suitable candidate, 
determining the conditions of employment, and agreeing on the level of remuneration. In cases of 
contract violations or student misconduct, the employer shall consult with the Internship 
Coordinator at Modul University Vienna. 

 
Student s Responsibilities 
The student must not start working until the Internship approval has been signed by the 3 parties (the 
student, the Internship Provider, and the Program Area Director). The student must follow the terms stated 
in the Internship approval form and comply with all company rules and policies (e.g., working hours, 
confidentiality, health, and safety procedures). 

The student must not work for another company while doing the Internship unless written permission is 
granted by the company and the Program Area Director. Any changes in the Internship such as 
changes in the time period, employer, conditions, etc., shall be discussed with the Internship 
Coordinator before any decision is made. 
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Transferring Credits for the Internship 
Practical professional experience acquired by the student prior to enrollment at Modul University 
Vienna may be credited towards the Internship if it is compliant with the respective study regulations 
and the requirements outlined in this Internship Manual. 

If the student has completed an equivalent professional Internship of at least 960 working hours, 
the student must submit: 

• Application Form for Credit Transfer available on MU website 

• Reference Letter or Certificate from the employer confirming the workplace, the student’s 
duties and the time period of work 

 
If the student has completed an equivalent professional Internship of at least 480 working hours, 
the student must submit: 

 
• Application Form for Credit Transfer available on MU website 

• Reference Letter or Certificate from the employer confirming the workplace, the student’s 
duties and the time period of work 

• The students need to complete another internship of 480 hours 
 
 

 
Applications for credit transfers must be submitted to the Academic Office prior to the study start 
at MU and prior to the beginning of the first semester at MU to make their request eligible, and to 
allow enough time for the administration involved. More information can be found on the MU website. 
The Dean will decide if the Internship qualifies to be transferred. 

With a positive decision, 30 ECTS for 960 working hours / 15 ETCS for 480 working hours will be 
transferred towards the mandatory Internship. 

STUDENTS AWARDED TRANSFER CREDIT FOR THE INTERNSHIP ARE STILL REQUIRED TO 
ENROLL IN THE PROFESSIONAL DEVELOPMENT COURSE AND SUBMIT AN INTERNSHIP REPORT 
WITHIN 8 WEEKS OF THE TRANSFER APPROVAL. 
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CONTACT 

Internship Coordinator 

Yasmin Straube 

yasmin.straube@modul.ac.at 

Room 1.04 

 
Tourism & Hospitality Program Area Director 

Maroun E. Aouad 

maroun.aouad@modul.ac.at 

Room 3.02 

 
Dean of Undergraduate Programs 

Jason Stienmetz 

jason.stienmetz@modul.ac.at 

Room 1.05 

mailto:yasmin.straube@modul.ac.at
mailto:maroun.aouad@modul.ac.at
mailto:jason.stienmetz@modul.ac.at
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USEFUL LINKS 

 
All jobs: 

• https://www.linkedin.com/ 

 
Jobs in Austria: 

• https://www.tophotels.wien/ 

• https://www.karriere.at/ 

• https://jobs.derstandard.at/jobsuche 

• https://www.monster.at/ 

• https://www.xing.com/ 

• https://www.stepstone.at/ 

• https://at.indeed.com/ 

 
Student Jobs in Austria: 

• https://www.unijobs.at/ 

• https://www.studentjob.at/ 

 
English-speaking jobs in Austria: 

• https://www.jobsinvienna.com/ 

• https://www.karriere.at/jobs/english-student/wien 

• https://www.stepstone.at/jobs/Wien--English-Speaking.html 

https://www.linkedin.com/
https://www.tophotels.wien/
https://www.karriere.at/
https://jobs.derstandard.at/jobsuche
https://www.monster.at/
https://www.xing.com/
https://www.stepstone.at/
https://at.indeed.com/
https://www.unijobs.at/
https://www.studentjob.at/
https://www.jobsinvienna.com/
https://www.karriere.at/jobs/english-student/wien
https://www.stepstone.at/jobs/Wien--English-Speaking.html
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INTERNSHIP APPROVAL FORM 
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MID-TERM APPRAISAL FORM 
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FINAL APPRAISAL FORM 
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