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Preface

One thing about managing a company's participation in ITEP is that at no point of time can you as an account manager afford to sit back and relax. Even when things seem to be going great your alertness levels have to be really high. The earlier you know about a problem the more effectively you will be able to take care of it. And don't ever try to avoid a problem hoping that it would take care of itself. Constant communication with all parties involved is of utmost importance. 

After having managed several accounts I realise that I made a lot of mistakes which I would not like to see being repeated. Therefore, I am writing this manual to share my experiences with you. I can't teach you what you will learn only from experience, but I do hope to reduce the number of errors you make. 

You don't have to read the entire manual for it to be useful. Read the part about the stuff that you are most unsure about first if you don’t have patience to endure the whole thing.

I have written this manual as if I was talking to the reader. I tend to use funny ways of conveying myself but some people tell me I am not as funny as I think. So if you find my 'way of talking' inappropriate I apologize. 

Caution

Though I have tried to include all the activities that an account manager ordinarily needs to do I could have missed out on certain things, or you might have to do stuff differently depending on your particular situation. Therefore, use your common sense and let this manual complement that.

Raising

Before you go into fixing up an appointment with the company with the objective of raising a form make sure your preparation is in perfect order. I am not going into detail about that here because it is all there in the Marketing Manual. 

Definition

A form is not raised till the cheque is cleared. It is not to be considered raised when the company fills up the Job Questionnaire and promises to give the cheque next Monday. It is not considered to be raised when the company gives a cheque in the wrong name and promises to issue another one soon. A form is considered to be raised only when your bank statement says that the cheque is in.

When Not to Raise

Remember, raising is not an end in itself. If we can't give the company what they want or if the job/company is not good enough then the traineeship is not worth raising. The reason I am writing about when not to raise a traineeship is that I haven't read anything like this before. Remember we have SRBs for students before we select them but we don't have such a quality check for companies, so we've got to find alternative means to make sure only quality companies participate in ITEP. Here's when not to raise a traineeship.

If any of the following is true then don't raise a traineeship in the company concerned.

· The office looks like that of a company about to go bankrupt. 
You don't want to raise traineeships in companies that might not be around by the time the TN is realised. Usually the way the office looks gives away a lot about the company. But to be on the safer side it might be a good idea to look for alternative sources. You could find about how the company is doing from any or all of the following sources, and the more info you find out the better!
a) Another person working in the same industry but differnt company.
b) Another person working in a company that deals with this company.
c) Usually businessmen are pretty well informed about other companies, so even if you can't find any of the above... just try and get some information out of any executive that you interact with.
d) Ask your parents!
e) Business Magazines/Newspapers, TV, INTERNET

· The company environment is not suitable. 
In some traditional/old companies it is possible that the environment isn't too friendly for the trainees to work in. Although the top management or the people you deal with seem very friendly other employees might not be ready for a trainee. Try and interact with as many people in the company as possible. This might prove to be tough and you might actually find out the true nature of the company only after the trainee is already there. So be extra careful and use any/all of the sources mentioned in (1) to get information about the company culture. If you have a concern in this regard but nothing major, it might be a good idea to bring it up in an appointment with the company manager as a 'concern I have' or 'just to be sure that the trainee has a rewarding experience'.

· The company wants a trainee that we can't get them. 
It is usually possible to find marketing, accounts, computer, finance students if the regional specifications are not too rigid. But if the company gives you specifications that you are not sure you can find them, tell them to chill while you find out if a trainee like that is available. Consult your VPP and refer to the matching manual for further ideas on what to do in this situation. If you do decide to raise a traineeship that is not very matchable make absolutely sure that company knows that chances of realisation are low.

· The location of the company office is unsuitable.
It could be unsuitable on account of distance from the city, surroundings of the office, etc. You don't want your trainees to travel so far away that they run out of energy on way to the office. You might find them a place to stay close to their office but what are you going to do about the trainee's interaction with AIESEC? How are you going to go meet the company manager / trainee if they need to talk to you about something, and that can happen very often? Just make sure you can answer these questions satisfactorily before you raise a traineeship in a far away company.

Now it is quite obvious that you don’t want to go meet the guy at the company and tell him on the face that your company isn't good enough for ITEP. So try to collect as much information you can about the company before you fix up the appointment. If you don't want to raise a traineeship in the company then don't sell it to them. If at all you end up doubting whether ITEP would work for the company or not mid-way through the appointment, delay raising till a later date by when you can address your concerns and make a decision about whether or not to raise.

The Job Questionnaire 

The JQ is the single most important document in the traineeship. It is a contract binding AIESEC and the company into a relationship. Here are some pointers to effective JQ filling.

· It is best to fill up a JQ during an appointment. If that is not possible make an appointment with the person concerned when you go to pick up the JQ and get the person to talk to you about the job description and why the company is taking a trainee. Most importantly read the answer to the question about job description and daily activities and if that seems unclear/not detailed enough, ask more about it and fill in more details. Make sure that before you accept the JQ it is clear in your mind exactly what the trainee will be doing and you've put it down on paper on the JQ.

· Your job is to assist the company manager in filling out a JQ most effectively. If he/she gives specifications you think should not be there or are not sure about, ask questions about them. If they get too specific on regional requirements ask them the reason for being so particular about getting someone from a particular region/country. If the reason seems invalid explain to them that they are reducing chances of getting a good trainee by limiting the regions.

· Make sure the duration is within the period specified for an AIESEC traineeship (8-78 weeks currently) the salary is equal to or greater than the minimum level (Rs.8,000/- per month currently), the JQ is complete in all respects including sign and stamp of the company manager. A contract is a contract!

Maintaining Files

Don’t let that JQ hang around as a set of loose papers in your cup-board. Get a decent file cover and put it in. You are going to need the file cover very soon after the JQ is filled. All papers with regard to a particular traineeship must be kept in a single file cover.

Appendix A contains a list of all the papers you must keep in the traineeship file.

While You Were Matching…

Here's what you are expected to do while you are busy finding a trainee for the company. 

· Give the company manager regular updates on the progress with regard to matching. Depending upon the company manager you are dealing with you will have to decide the frequency of your updates. I would suggest a weekly update.

· Keep your eyes and ears open for any changes in the company that might affect the traineeship. Like a company could be taken over by another company. In which case you would want to confirm that they want to go ahead with the traineeship without any changes to the job description/requirements and also meet the new guy in-charge in case your contact is fired… just an example!

· Look for other possibilities of enhancing the company's relationship with AIESEC. Invite them for the Annual Dinner, tell them about your projects in case they can sponsor AIESEC, get their help in developing your HR systems if you need to, see if you can get them to help you with office space if you need some… mere examples again.

· Interact with other trainees in town. Find out whether their expectations of the traineeship are being met or not and what could have been done better. It will help you form an idea of what you need to do to prepare your trainee once you find him/her.

· Talk to your trainees about reception activities that they have been involved in and get an idea of how to improve reception in your local committee. Once you find a match you are going to be in-charge of reception for your trainee.

· Once you do find a prospective trainee for the company it is very important to convey the exact details to the company and get your company contact to give you a date by when he/she will accept/reject. The date must be within 2 weeks of giving them the resume and all the required information. Ask him/her if they want any additional information or if he/she wants to interview the trainee over phone/IRC before accepting/rejecting and arrange it if required.

· Meanwhile stay in constant touch with the trainee and let him/her know what is happening on your side of the planet. Even if the trainee is rejected inform him/her immediately. Even if nothing is happening for 2-3 days because the company manager suddenly decided to go out of town, let the trainee know. Constant communication makes the trainee feel secure about the whole thing and it is reassuring to know that someone is trying to get you a traineeship as fast as possible.

· Make sure the trainee knows exactly what job he/she is going to be doing and as much as possible about the working/living conditions before he/she accepts. All that pain you took in filling up the JQ properly pays off doesn’t it?

Details of the actual matching process can be found in the Matching Manual.

Prepare for the Traineeship

The matching manual takes care of all the activities involved in finding a suitable trainee from the time that the JQ is filled up to the time that the company and the student acceptance notes are in your traineeship file. This section takes care of all activities involved from the time the acceptances are in to the time that the trainee lands. 

Most of the stuff will be taken care of just fine if you mark the Incoming Checklist properly. Here are some things I would like to stress on.

Trainee Preparation

· Give the trainee as much information about India as possible. He/she would probably get most of the information from the reception package and other sources of information on the internet, but it is important to 'talk' to them over e-mail. Let them in on your way of living, tell them about how things work in this country, tell them about how people showed up late for the appointment and didn’t even apologize coz that's the way things work here!

· Get the trainee to prepare a country presentation before he/she arrives. Find out about what kind of preparation the trainee's LC is giving him/her.

· Let the trainee know about the preparation you are doing for him/her… accommodation, airport pickup, reception activities that the trainee will be involved in, etc.

· Make sure the 'Traineeship Expectations Form' is filled up and mailed to you well in advance.

Company Preparation

· Preparation should include company preparation. Encourage the company responsible and employees the trainee is going to be working with to stay in direct contact with the trainee before the trainee arrives. 

· Give them information about the trainee's country, work culture, etc… only relevant information and not too much of it.

· Make sure the Traineeship Expectations Form for Company Manager is filled up well in advance.

LC Preparation

· Use the expectations forms to make sure you have arranged all the stuff like adequate accommodation, reception activities, etc.

· Tell everyone in the LC about when your trainee is coming and what you are planning to do for him/her, or where he/she is from… anything! Get people enthusiastic about going to the airport to pick him/her up.

Use the Incoming Checklist!

First Day of Work

You 'The Account Manager' is responsible for introducing the trainee at work on the 'first day of work'. Fix up an appointment with the company manager for yourself and the trainee.

· The purpose of the appointment is

· To introduce the trainee to the company

· Clarify company/trainee expectations

During the Traineeship
Here's what you are expected to do during the traineeship.

· Responsibility towards the trainee

· Stay in constant touch with the trainee. You are the person that the trainee is going to depend upon most for almost everything. You are the one who got him/her here and so automatically it becomes your responsibility to take care of him/her. Other people in the LC will help you with this but you must take this responsibility. It can get a little exhausting sometimes, but then I never said managing an account was easy. If you are friends with the trainee this wont be so tough.

· Anticipate the problems the trainee might face and prepare him/her for them. The lesser problems they have the lesser problems you will have. This could mean simple things like advising the trainee not to drink water from taps, or to be careful about eating too much spicy food, or warning them about auto/taxi drivers, etc.

· Arrange for your trainee to interact with as many people as possible, AIESECers, your non-AIESEC friends, your family, etc. 

· Ask the trainee about exactly what work he/she is doing, the company environment, the boss, etc. Ask them specifically if there is any problem. Let him/her know that you are first person they should tell if they have even the slightest problem with the traineeship. Even if you don't have to do anything to solve the problem you should know about it. Just encourage the trainee to talk to you and let them know that it is your responsibility to ensure a successful traineeshipi for him/her.

· Get the evaluation forms filled on time.

· Responsibility towards the company

· Keep in touch with the company manager, the trainee's boss. Again you have to decide the frequency of your calls. Mostly just do the stuff mentioned in 'While you were matching' (the first 3 points)

· Get the evaluation forms filled on time, ideally in an appointment. Or at least have an appointment / phone conversation where you talk about it.

· In the 'exchange cycle' you will see re-raising at the end of the cycle after the traineeship is finished. But the truth be told, it is a much better idea to re-raise mid way through the traineeship. So take a JQ along when you go for mid-term evaluation and ask the company manager if he/she would like to have another trainee ready to fill in the present one's shoes at the end of the current traineeship. 

· Before you re-raise make sure your trainee is happy working in the company. By this time you would know a hell lot more about the company so apply the critieria for deciding whether this is a company where a traineeship should be raised or not, all over again and then decide. 

Account Transition

Last but not least it is your job as account manager to ensure that after you cease managing the account there is someone else in the local committee who is competent and has all the required information about the company-AIESEC relationship, to take over from you.

· Essentials of account transition:

· The traineeship file and any other relevant documents must be transferred to the next person

· You must introduce the next account manager to the main contacts in the company concerned by way of an appointment.

If the traineeship file is maintained properly then account transition should be easy as all the relevant information will be on paper already for future reference.

