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About Me
Responsibilities: 

• Manage departmental 

wide programs

• Education Program

• Data Management 

Program

• Team Management 

• Departmental Internship 

Program

Committees: 
•Co-Chair, BCH Young 
Professionals 
•Co-Lead, Women’s 
Alliance

Certifications
•Lean Six sigma Yellow 
belt
•Certified in Public 
Health (CPH) Exam 
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Inspiration
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Session Objectives 

Learn

Learn how to build 
a robust internship 
program, including 
mentors, 
educational 
programs, and 
enrichment 
activities.

Understand

Understand best 
practices for 
managing interns 
and the 
differences 
between 
mentoring and 
managing.

Gain

Gain the 
knowledge and 
confidence to start 
an internship 
program at your 
institution. 
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Outline 
● Comprehensive Internship Program 

○ Educational Opportunities 

○ Networking 

○ Individualized Projects 

● Intern recruitment and hiring process 

● Academic Poster Fair & final presentations 

● Institutional Culture Programs 
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Poll Time 
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Why have an internship program?

● Interns will gain experience working in research 

administration 

● Cultivate the next generation 

● Allow junior staff to gain management experience

● Create a strong recruitment pipeline 

● Give back to the community
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Program Objectives 

● Promote careers in research administration 

● Complete back-logged projects 

● Interns can bring their insights back to 

campus, promoting your organization.
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Overview 

● Comprehensive Internship Program 

○ Educational Sessions

○  Social & Networking Opportunities 

○  Individualized and Team Project Work   
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Structure

● Two internship cohorts

○ Biostatistician 

○ Administrative  

● Interns are each assigned a manager

● Interns work 24-32 hours a week and 1-2/week 

days in office 
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Management

● Interns have a wide range of experience and abilities to 

work independently. 

● First time in working world for many of them 

● Interns are supervised closely by their managers and 

mentors

○ Interns meet as a group once a week

○ Interns meet 1:1 with their manager 1-2 times a 

week.  
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Mentor Vs. Manager 

● Mentor: “an experienced and trusted adviser” 

● Manager: “a person responsible for controlling 

or administering all or part of a company or 

similar organization” 

● Interns were assigned a manager, but also given 

opportunities to find mentors. 
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Intern 
Program 

Manager (s)

Admin Intern 
Manager #1

Intern #1 

Intern #2 

Admin Intern 
Manager #2

Intern #3 

Intern #4 

Biostat Intern 
Manager #3

Intern #5

Bisotat Intern 
Manager #4

Intern #6

Biostat Intern 
Manager #5

Intern #7

Biostat Intern 
Manager #6

Intern #8

Organizational Chart 
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General Intern Responsibilities

● Put your best foot forward 

● Attend intern orientation 

● Work with full-time employees to complete 

projects

● Attend staff meetings
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Benefits of Being an Intern

● Gain real-life work experience 

● Cultivate research administration skills to be better 

prepared for the workforce 

● Network with different people in their field who are 

doing what they want to do – gain a mentor 
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Comprehensive Internship Program

• Educational Sessions 

• Networking and Team Building
 
• Individualized Projects 
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Orientation
• Mandatory Trainings 

o Safety, Chemical, HIPPA, Compliance,  etc.  

• ICCTR Certifications 

• Mentor and Mentee Introductions 

o 1:1 meetings for interns and their mentors 

• Department lunch and breakfast 

• Research Computing Meetings/Support 

Internship orientation was specifically designed for interns 
to gain the specific knowledge they need for the summer.
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Orientation Schedule 
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Completed Trainings 
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A day in the life of an intern…. 
● Morning huddle

● Project work 

● Project meetings 
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Administrative Intern 
Individualized Projects 

● Operational Projects 

● Graphic Design 

● Clinical Research Socials 

● General Administrative Tasks 
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Operational Projects
• Update Harvard 

Catalyst Database

• Automate “Scope of 

Work” project for 

operational and 

financial use in 

RedCap 

• Institutional Space 

Survey 
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Graphic Design Projects

• Publication of the month

• Creating Wix websites 

• Marketing materials for BARD 

Education program
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Miscellaneous Projects 

● Clinical Research Operations Ice Cream Social

● Assisting with grant applications 

■ PDF Bookmarking 

● Organizing on-site library  
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Biostatistical Interns

● Received first-hand experience on how 

biostatisticians work in a pediatric academic 

medical center environment

● Each intern worked with a senior statistician to:  

○ Become  SAS certified  

○ Clean data and run various analyses  

○ Collaborate with study teams 
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Specific Projects
● Variation in birth hospital utilization for infants with Neonatal 

Opioid Withdrawal Syndrome in New York state (Ben Goldberg; 

UMASS Amherst)

● Longitudinal Trajectories of Gestational Weight Gain Among 

Women in Tanzania (Hannah Lev; Boston University School of Public 

Health)

● Shwachman–Diamond Syndrome (SDS) Registry:

Data Quality and Second Malignancy Risk (Hyunwoo Do; UMASS 

Amherst)

● Spinal injury and abusive head trauma using the CAPNET database

(Kenny Chen; Harvard School of Public Health)
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Education Program 

● Internship Orientation

● Research Seminar Series 

● Career Bootcamp Day 

● Academic Research Poster Fair 

● Final Presentations 
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Research Seminar Series

● Statistical Research Analysis

● Women at BCH 

● Institutional tours 

○ Immersive Designs System 

○ Intensive Care Unit 

○ Zebrafish Lab 
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Career Bootcamp 

• Resume review 

• Mock interviews 

• LinkedIn tips 
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Academic Research Poster Fair 

● Each intern completed 

their own individual 

project this summer and 

then created a poster to 

discuss their work 

● Interns also gave a 10 

minutes presentation on 

their work this summer 

panel style to prepare 

them for conferences
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Networking and Team Building 
● Museum of Science 

● Duck Boat tour of Boston 

● Team Lunches 

● BCH Young Professionals 

networking nights 
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Institutional Wide 
Activities 

● Ribbon cutting 

ceremonies 

● Clinical Research 

Ice cream Social

● ABCDFenway 

Charity Softball 

Game 
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Internship Program Timeline  (Summer 2023)

Task Timeframe

Created the job posting December 2022

Posted the job posting online, share 

with appropriate networks. Post on 

Handshake

January 2023

Reviewed resumes January/February 2023

Conducted interviews February/March/April 

2023 

Selected interns and sent offer letters March/April 2023

Interns Started June 2023

End of Summer Intern Presentations August 2023 

End of Summer Lunch/Celebration August 2023
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Marketing & Recruiting 

● Work with different colleges and universities to 

advertise your internship positions 

● Post the job on places that college students look

● Use former interns to advertise for your next cohort
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Professional Networking for Recruitment
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Interview Process 
● Collated resumes from different sources: 

○ Handshake (120), BCH Website (80), and referrals 

● Review resumes 

● Met with greater team to determine top candidates to interview

● Schedule interviews 

○ Created interview scoring rubric

○ Interviewed all interns 

○ Scored all interns 

● Bring top candidates back for “last interviews” with senior 

leadership 
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Resume Review 
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Interview Chart
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Interviewing Results 

Administrative Interns 

● 210 applications 

● 3 positions 

● 16 people interviewed 

● 4 offers made – 3 

accepted 

Biostatistical Interns

 

● 100 applications 

● 4 open positions 

● 14 people interviewed

● 4 offers made  
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Challenges 

● Scheduling 

● Project Work  Timing

● Mentor Time Expectations 
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Internship Program Timeline  (Summer 2024)

Task Timeframe

Create the job posting December 2023/January 
2024

Post the job posting online, share with 
appropriate networks. Post on Handshake

January 2024 

Review resumes January/February 2024 

Conduct interviews February/March 2024 

Select interns and send offer letters March 2024 

Interns Start June 2024 

End of Summer Intern Presentations August 2024 

End of Summer Lunch/Celebration August 2024
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Outcome/Results

● Summer 2022 intern was hired to work both fall and spring 

semesters and as of May 2023 was a full-time employee

● 2 summer 2023 interns were offered full year internship 

positions at Boston Children’s Hospital. 

● Other interns now working in research administration 

● Directors from other departments want to implement 

internship programs. 
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Impact on Interns
My internship at Boston Children’s Hospital was the best 

experience I have had as a student. The internship allowed me to 

explore the field of healthcare administration to determine if this 

was the career I wanted to pursue. After learning several 

different things and meeting numerous individuals across the 

hospital, I confirmed my interest in working in this field. Without 

this positive experience, I don’t know where I would be today. 

With the guidance of my manager, Michelle Gamliel, I have 

successfully navigated the career development process and 

recently just landed a job offer as a Patient Administrator at 

Boston Children’s Hospital!
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Thank you
● Edie Weller, Director Biostatistics and Research Design 
● Carly Milliren, Biostatistician IV 
● Amanda Reilly, Program Administration Manager III 
● Lisa Nazareno, Program Coordinator 
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• Kiley Richard 
• Brendan Hannon
• Kaela Alves

• Kenny Chen 
• Richemie Cherie
• Hyunwoo Do
• Benjamin Goldberg 

 

• Elsa Hanrahan
• Reghan Lanning 
• Hannah Lev
• Elizabeth Kirkman 

2022 Interns 2023 Interns



Contact Information 

Michelle Gamliel, MPH, CPH 
Michelle.Gamliel@childrens.Harvard.edu 

https://www.linkedin.com/in/michellepomerantz/
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