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Overview 

A Flight Department internship is perhaps the best way to introduce aviation students to a 

career in Business Aviation. As a host you will realize the benefits of opening your doors 

to the young individuals who represent the future of Business Aviation. An internship at 

your company’s flight department will provide exciting work and a rewarding learning 

experience in Business aviation. The Intern will gain a unique insight into the demands 

and tasks of the many roles in the department, as well as the important internal and 

external interactions that make up the team.  

The Intern will have the opportunity to connect classroom theory with current industry 

challenges, and be exposed to the latest aviation technology and trends. The opportunity 

to converse and interact with a large pool of experienced and talented department 

members will give a deeper insight to the overall operation.  

Employers from a wide variety of industries indicate that graduates with internship 

experiences are highly attractive potential employees.  The intern’s performance is more 

professional and they are often able to contribute more effectively upon entry into the 

organization. In addition, hosts often comment on the intern’s enthusiasm becoming 

contagious to the whole department. The host organization further benefits from the 

additional manpower the willing and able intern provides. 

Company mentors can provide specialized guidance that enhances a student's aviation 

education and career development. Many companies also view a student's participation in 

an internship as a means to screen, select and recruit for a future permanent position. 

 

The following information is provided as a guide only.  You will find suggestions for 

student projects, responsibilities, qualifications, sample onboarding agenda and a list of 

FAQ’s.  

 

 

 

 

 

 



Undergraduate Student Internship Timeline 

 
Undergraduate Student Internships are scheduled for a 13-15 week commitment with 

consideration to flight department schedule and needs and the academic calendar of the 

student’s home college/university. Suggested application timeline: 

Company mentors can provide specialized guidance that enhances a student's aviation 

education and career development. Many companies also view a student's participation in 

an internship as a means to screen, select and recruit for a future permanent position. 

 

Six weeks prior to the expected start date……………………....Application to your flight 

department 

 

Four weeks prior to the expected start date…………........... Interviews for Intern Position 

 

Three weeks prior to the expected start date……………….. Notification of Hire to Intern 

 

Final Day……………………….............................As arranged (13-15 week commitment) 

 

 

 

Intern Job Description 

 
This Undergraduate Student Intern position is designed to provide an environment that 

allows a student an opportunity to gain operational experience with respect to business 

aircraft. The Intern will rotate through the various areas of responsibility within the Flight 

Department to ensure a well-rounded exposure to all aspects of the department. When 

applicable, the Flight Department will provide appropriate documentation to satisfy the 

College or university requirements for participating in the Intern program. 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Responsibilities 

 
The student is responsible for gaining first hand knowledge of business aircraft operation 

through the "hands on" observation (excluding flight deck duties) of all facets of the 
Company Flight Department. The intern can expect to gain exposure and operational 

understanding in the following department areas: 

 

• Flight Operations 

• Domestic and International flight operations 

• Aircraft Maintenance 

• Aircraft Servicing 

• Customer Service 

• Flight Attendant Operations 

• Aircraft Scheduling 

• Crew Scheduling 

• Flight Planning 

 

 

 

Qualifications 

 
Undergraduate student enrolled in an appropriate bachelor's degree program at an 

accredited college/university as a junior or senior in good standing 

Strong academic credentials (minimum 3.0 CGPA) 

Satisfactory disciplinary record (both at school and in the community) 

Academic preparation appropriate to the internship position 

For pilots: Commercial Pilot Certificate with Instrument Airplane Rating 

Proficient Microsoft Office (Excel, Word) and overall computer skills 

Positive attitude and self-motivated work skills 

Excellent written and verbal communication skills 

Able to provide own housing and transportation during internship 
 

 

 

 

 

 

 

 

 

 



Onboarding Schedule Day 1 (example) 

 
 Human Resources Department Presentation   

 Company Documents 

 Company Identification Cards 

 

Introduction and Training Agenda Overview  

 Outline of Onboarding Agenda 

 Mentor and Sponsor Assignments 

 Present Operations Manual 

 Training Log Forms 

      (Build personal file with copy of application, FAA Pilot's Licenses, FAA Physical, 

        Passport, Crew Roster Form for Software)  

 

Company Overview 

 Company Values & Operating Principles 

 Department Goals (safe, flexible, reliable, convenient)  

 Corporate Aircraft Justification and Software program 

 Cost Cutting Procedures/ New Aircraft on Order 

 ISBAO Process 

 Corporate Structure  

 Flight Department Personnel Duties  

 
Hangar and Office Orientation Tour 

 Introduce Aircraft in Hangar 

 Introduce Department Personnel, Facility Tour 

 Cover Gate Codes, Keys, Security System, Airport ID Badges, 

 FBO Parking Sticker, Personal Business Cards 

 Department Mailboxes, Reading Material, Bulletin Board, software, Email, 

 Telephone Voicemail System, Department Contact Numbers 

 FBO department and Customer Service Lobby areas 

 

Your Company’s Flight Department Operations Manual 

 Aircrew dress and appearance  

 Passenger Relations  

 Aircraft Security (Unaccompanied Baggage Policy, Passenger Verification Policy) 

 Accident Procedures (NTSB 830), Company Emergency Response Plan 

 FAA Violations and legal considerations (NASA Reporting)  

 Non-company employment  

 Divulgence of company information (Security, Pilot Trip Sheets) 

 Press Relations  

 

Airport Identification Fingerprinting  

 Local Airport ID 



Intern Project Assignment List (sample) 
 
Fuel Price Tracking and Usage 
 

Description: Recent increases in fuel and oil prices worldwide have a large impact on 

flight operation expenses. Department policies to increase operating efficiencies that 

conserve fuel and attain the best available cost at point of purchase help flight crews, 

dispatch, and management contribute to these cost saving efforts. Flight crews have been 

asked to write the actual posted fuel price on the top of the fuel receipt issued at FBOs 

where fuel is purchased. By comparing the FBO posted full-priced purchase cost to the 

actual effective price issued from volume discounts, or other negotiated point of purchase 

deals, helps define realized cost savings. 

 

Project Steps: Partner with Dispatch to understand the fuel slip post-flight process in 

software. In addition, gain an understanding of the existing fuel reports available in 

software. Analyze the data, examine and construct various methods of presenting our fuel 

purchase behaviors (savings over retail, etc.). In addition, work with Chief Pilot to 

summarize the details of the fuel programs of providers (FBO Fuel Programs, Specialty 

Fuel Programs). 

 

Expected Outcome: This project will develop familiarization with jet fuel pricing and 

the importance of aggressive price management for a corporate flight department. Fuel 

costs account for the largest budget expense line item. This project will enhance the your 

company Flight Department's ability to present our savings activities for supplier 

negotiation purposes, and to support our expense savings initiates in our budget meetings. 

 

 

Automated Flight Deck Policy 

 
Description: Your Company operates complex, advanced-technology aviation 

equipment.  HUD, EVS, GPWS, TCAS, FMS, Autoflight Systems, must be managed 

from standard flight deck operating procedures to enhance safety. The intern will 

research industry standards for guidelines, and assist in the development of standardizing 

operating procedures as they pertain to current and projected flight deck automation 

within your company flight operations. 

 

Project Steps: List aircraft flight deck equipment within current fleet, and projected 

replacement aircraft. Using a variety of credible resources (OEM manuals, industry 

internet sites, other operators, industry publications, etc.), research and assist in the 

development of flight deck operating standards. Review current SOPs for alignment with 

industry standards, and recommend changes. 

 

Expected Outcome: As a review of current SOPs for current equipment, this process 

will take an independent look at our operating practices and their alignment with industry 

standards. By looking at projected equipment, we will have a preliminary projection of 

implementation challenges, and alignment of desired training and maintenance programs. 



FAA Airspace Flow Program (AFP) 

 
Description: The FAA has proposed a slot-based program to reduce airport and enroute 

delays at constrained areas caused by high volume and inclement weather. This 

procedure is outlined in FAA AC 90-102 with a proposed effective date of June 2006. 

Having a known departure slot (Expect Departure Clearance Time) required by the AFP 

makes it possible to forecast departure times, saving fuel and passenger delays. 

 

Project Steps: Become familiar with the requirements of the AFP by reading AC 

90-102, viewing the briefing video, and reading supplemental data available through 

Internet research. Help develop departmental procedures to forecast and identify possible 

delays impacting flight operations, gain required EDCTs, and relay this information to 

dispatchers, and flight crews. Quantify data that shows cost and time impacts realized by 

using the program. 

 

Expected Outcome: Since the AFP will become a frequent requirement at some of our 

most utilized airports, the process for forecasting AFP delays and obtaining EDCT slots 

will be an important part of our East Coast operations. Quantifying the impact of delays 

and effective cost savings will help refine fight department procedures that will attain the 

highest benefits from using the AFP. 

 

 

Program Syllabus Management 

 
Description: The Undergraduate Student Intern Program is a paid/unpaid position for the 

Intern to gain valuable experience and a good overall understanding of the functionality 

of the flight department. The Intern will become a part of the flight department by 

contributing inputs and working on internal projects appropriate to the Intern's experience 

level. We want this program to be an enriching and valuable part of an Intern's career 

development, and ensure future quality development opportunities for other Interns. 

 

 

Project Steps: Review and provide feedback on the current Undergraduate Student 

Intern Program. Compare your actual experiences to what your expectations were coming 

into the program. Review the effectiveness of the entire program from your interview and 

selection stage, the Onboarding orientation, and through assigned project completions 

and trip observation flights. Review the program description and project list for possible 

revisions that would enrich the experience for the next intern candidate. Your candid 

responses to the effectiveness of your experiences during the program are welcomed and 

expected. 

 

Expected Outcome: The intent of your company’s Undergraduate Intern Program is to 

have the Intern gain a deep understanding and appreciation of corporate flight operations. 

During the completion phase of the program, the Intern should possess the best 

perspective for current program effectiveness, and future program development. Candid 

feedback on both the positive and negative aspects of the program will help guide the 

changes that will update and improve the program for the next Intern candidate. 



ISBAO Safety Audit 

 
Description: Your company’s Flight Department has been working to align operating 

procedures with International Standards for Business Aviation Operations (ISBAO).  An 

integral part of this process is the safety audit, which will be used across the operation. 

This safety audit will proactively identify safety issues that can be addressed to prevent 

accidents and improve overall safety efficiency. 

 

Project Steps: Identify areas of the flight department that will be evaluated in the safety 

audit. Use the ISBAO Design Manual and the Your Company Flight Operations Manual 

to design a safety audit form to collect data, and rating system to help interpret the data. 

Collect data and evaluate the rating system results to identify areas of our operation that 

pose the highest risk factors. Partner with the Safety Committee and department 

managers to build strategies to deal with these risks, and track the effects of the 

implemented solutions. 

 

Expected Outcome: The ISBAO safety audit will proactively identify risks that exist in 

your flight department operation. The format and content of this program should 

accurately gather content and evaluate possible risk factors within flight department 

operations. You will be required to work in partnership with the Safety Committee and 

department managers to design, implement, interpret, and refine the safety audit process. 
 

 

 

 

 

 

 

 

 



FAQs [Frequently Asked Questions] about  
Undergraduate Student Internships with Corporate Aviation 

Flight Departments 

 
1. Are Undergraduate Student Interns "employees' of the host organization? 
Undergraduate students are generally NOT considered employees of the host 

organization, and are generally not eligible for direct compensation or benefits regularly 

extended to employees. No lasting or commercial benefit is sought or expected by the 

parties, other than the intrinsic lasting benefit of the work and study experience intended. 

 

2. Are Undergraduate Student Interns paid during the internship? 
Some host organizations provide undergraduate students interns with remuneration in 

some form while others do not - and is strictly at the discretion of the host organization. It 

is generally believed that a meaningful work-learning experience is the primary and 

essential benefit. When remuneration is offered, it is generally in the form of a stipend or 

scholarship to support the intern's work-learning experience or to defray expenses related 

to the experience. 

 

3. What is expected of the host organization during the internship? 
The host organizations is expected to assign the undergraduate student intern to duties 

and work schedules which are both reasonable and consistent with that position for others 

holding similar positions of responsibility. The host will provide direct effective 

supervision to the intern to ensure prompt high-quality feedback and opportunity for the 

intern to resolve any questions and or concerns related to assigned duties and professional 

growth through the internship. The host will provide a final evaluation to the intern and 

the intern's home institution documenting the host organization's assessment of the 

intern's performance during the internship. 

 

4. What can the host organization expect of the intern? 
Undergraduate student internships are very rich experiences and students are screened 

and selected by the faculty of the home institution for participation in these experiences. 

The host organization can expect consistently very high quality work and very 

professional work habits from the intern, and a strong commitment to the host 

organization's success in its mission and operations. Undergraduate student interns 

understand the importance of maintaining the confidentiality of proprietary information 

and practices and commit to keeping such business information (contracts, projects ideas, 

work decisions, etc.) strictly private and confidential. 

 

5. What liability is incurred by the host organization during the 

internship? 
The host organization does not incur legal liability for the safety and well-being of the 

intern beyond that which would be reasonably expected by a visitor or guest. The host 

organization is obliged to exercise due care for the safety of its operations, crews, and 

passengers and adhere to relevant state and federal safety and other workplace 



regulations, and agrees to provide written notification to the intern and the intern's home 

institution of any special risks to which the intern may be exposed, and the internship is 

accepted subject to those risks. 

 

6. What happens if the host organization is unable to fulfill its 

obligations? 
The host organization is expected to exercise reasonable care in planning for the 

internship opportunity and to make a good faith effort to fulfill its obligations to provide 

a meaningful work-learning experience for the scheduled term. Still, unforeseen 

circumstances or substantial changes to the host organization's operations may preclude 

completion of the internship experience. The host organization does not incur legal or 

contractual liability to the intern or the home institution for the completion of the 

experience beyond a good faith effort. 

 

7. What is the expected work schedule? How much flexibility is there in 

this schedule? 
Undergraduate student internships are generally planned for a minimum of 15 

hours/week on average to a maximum of a full-time commitment arranged in advance by 

mutual agreement between the host organization and the student. The basic work 

schedule is usually set by agreement and with regard to the intern's other school 

commitments (if not serving full time in the internship). Flexibility by both parties is very 

useful in response to variations in the operational tempo of the host organization or 

especially busy times in the intern's school calendar. Undergraduate student internships 

are scheduled for a period of about 12-14 weeks. 

 

8. How can host organizations identify potential school partners and 

interns? 
Host organizations can identify potential school partners among colleges and universities 

offering undergraduate degrees in aviation flight operations, aviation management, and 

related disciplines through two key sources: 

• The University Aviation Association (UAA) is the professional association of 

collegiate aviation and home to colleges/universities, individuals and organizations 

involved in this work. Information on member schools can be found at: 

http://www.uaa.aero/ or at the home offices of the UAA, 3410 Skyway Drive, Auburn, 

AL, 36830-6444 or (334) 844-2434. 

• The Aviation Accreditation Board International (AABI) is the accrediting 

organization for collegiate aviation programs. Schools which have earned recognition by 

this body have demonstrated that their programs meet high standards for program and 

instruction. Information on accredited programs can be found at: 

http://www.aabi.aero/programs.html Potential intern candidates can be identified by 

contacting a potential school partner directly. Internship programs are often coordinated 

by the school's office of career services that can put host organizations in contact with 

potential candidates or supervising faculty. 

 

http://www.aabi.aero/programs.html

