[bookmark: _GoBack]Internship Daily Log
Week 3
Kelsey S Johnson
Human Resource Internship
Yates Construction

Monday October 29th, 2018
8am-5pm
    Starting the shift with the routine daily safety meeting and after I went straight to work. With Mrs. Anne still being on vacation I am working alone this week. I feel confident although Mr. Terry is here to help me alone the way and Mrs. Jane checks over all my time sheets each shift. I gathered all the timesheets from the departments and turn them in. While picking up the work orders I was informed that we are having a PMO day on Wednesday. Which is an extremely but day so my entire day tomorrow will mainly consist of paperwork, making phone calls and collecting/distributing all the new work orders for the day. 
   After lunch I began the labor department timesheets. With the help of Terry Baker he begin to prep me for the up incoming PMO work.  
Tuesday October 30th, 2018		
8am-5pm
    Today begin with our safety meeting of course. Night shift wrecked the Company truck so I was able to see the hands-on process of what to do. Mr. Tommy weekly one of the safety personal for our company allowed me to assist him. First. I had to make contact with the employee. He then came to the safety office where he has to provide a writing statement of what happened. I stayed behind and Mr. Tommy had to take him to the drug testing office to conduct a drug test. No one was injured and no major damages just a window bust. Although, I was able to foresee that process I’m learning so much.
   Around 3pm I begin making all the Labor department phone calls to prepare for the busy PMO day. Contractors from all over are called to work on this day and this work until the task is complete.
Wednesday October 31st, 2018
8am-5pm
   PMO! Today was filled with paperwork and more paperwork. PMO days are really crowded and tons of paperwork. I completed confined space training on 4 employees today. I’m extremely comfortable with this training because I have worked with confined spaces over 4 years. When I started on the Labor department timesheets I had labors working 13/14 hours. I think I completely timesheets for over 16 different jobs today. Overall, I’m beyond proud of the work I put in today and the office even brought me lunch.
