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Abstract

This internship report describes my real experience with Social Upliftment Society (SUS) is
a famous NGO in Bangladesh. It supports poor and disadvantaged people. The organization
works for education, health care, and empowerment of women, improving livelihood, natural
disaster management, and different social awareness activities. During my internship I
participated in many works such as office and administrative work, outside the office work
and field activities etc. I collected different kinds of data and I noted them. I worked in daily
administrative work. This activities and the tasks helped me a lot to understand the NGO
activities. I also gained some skills like communication skills, time management skills,
problem solving, and team work and so on. It helped me to connect with the real world. This
report highlights the skills what I learned, the challenges, the experience of professional life.
In conclusion, this internship helped me to understand the valuable information about the

social development activities. It boosted me to do great for the people.

© Daffodil International University v



Table of Contents

Declaration

ii

Certification of the Supervisor

Acknowledgement

Abstract

iii

Chapter 1: Introduction
Chapter 2: Objectives

Chapter 4: Organization Details

DIELALIS: oottt ettt r et r ettt a e reaareraraaaaaaaas

Organization Mission, Vision & ValUues: .........cccceviiiiieiiiniieiieietee et

Chapter 5: Internship Activities

................ 4

................ 5

Chapter 6: Observation & Recommendation

Chapter 7: Conclusion

References

Chapter 8: Appendices

© Daffodil International University

10
11



Chapter 1: Introduction

The Social Upliftment Society (SUS) is a non-profitable organization in Bangladesh. It is
mainly focused on improving the lives of poor and disadvantaged people. It primarily supports
women, children and especially low-income families. The mission of this organization is to
decrease the poverty from the society. There are so many activities in this organization such
as micro-finance, livelihoods, healthcare, education, child welfare, WASH projects, rural
housing etc. These activities help low-income family, poor and disadvantaged people in the
society to solve their financial problems, maintain their health and basic needs. During my
internship at The Social Upliftment Society (SUS), I discovered how the organization works
in the real world. I observed how the staff communicate with each other, develop the plan for
the organization and finish their works. I helped them with office work, file preparation, field
visits, data collection and assist project officers. From the internship, I developed different
skills such as time management, communication, collaboration, problem solving skills. I saw
the value the collaboration between office staff, field workers, and the local community. The
internship report describes the activities what I did, the responsibilities what I completed. The

skills what I learned during my internship will help me in future social development work.
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Chapter 2: Objectives

The objective of my internship was to get the real experience how an NGO works in the real
world. My also objective was to understand how development activities for the disadvantaged
people are created and implemented. I hoped to develop my communication skills by
communicating with project officers, field workers, and community members as well as learn
how to work professionally in the office. I also wanted to learn the fundamentals of project
management such as planning, monitoring, collaboration, reporting. I wanted to improve my
problem solving skills by handling the challenges. Working directly with disadvantaged
people made me more social aware and it enabled me to grow personally and professionally
at office work such as reports, data, documents, and field visit data. It helped me to explore

the situation in the village and got the understanding their daily struggles.

Relevance & Connection of this Internship for an English Department Student:

The internship at Social Upliftment Society (SUS) is beneficial for my English studies because
it shows me how language is used in the real world of profession. It works in a variety of
disciplines in which require good communication skills. During the internship, I prepared
documents about work, discussed with my colleagues about field visit information which
helped me to develop my English speaking and writing skills. The internship experience is
related to the subject, Sociolinguistics which is taught in my English department. I discovered
that English is essential for writing reports, creating training materials and communicating in
development work. In the conclusion, this internship helped me to connect with classroom

learning and real-life communication in an NGO environment.
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Chapter 3: Methodology

Internship Placement Process:

As a final semester student, I had to choose one of three courses: “Project with Internship”,
“Research” or “IELTS”. I choose project with internship for completing my semester. I choose
this because [ wanted to get the idea of real-world experience and learn how to an organization
work. To get the suitable place for internship was not easy because I had no experience about
it before. After searching many places, I found an opportunity to do my internship at Social
Upliftment Society. I submitted my CV and they called me for an interview at their office.
They asked me about my communication skills, social work interest and how I could help as
an intern. | was selected after my interview. This internship taught me about development
activities, fieldwork, and office communication.

Data Collection Method:

As an English student at the Social Upliftment Society (SUS), I examined how language
was used throughout the organization. I used various techniques to do better in
understanding the communication processes at SUS. During meetings, planning discussions
and daily conversation, I observed how they communicated with each other. I also read
reports, emails, notices, meeting minutes to get the idea of writing styles. During the
internship at SUS, I learned that communication is important in an NGO like SUS because
the organization has to talk with founders, the community people, the government people
and partners. I also had casual conversation with colleagues to learn about their English
skills. Clear and effective language is needed to create project documentation, report

progress, conduct field activities and build trust.
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Chapter 4: Organization Details

Details:

Social Upliftment society (SUS) is a non-profit and non-governmental organization located in
Savar, Dhaka. It is registered under the Social Welfare Department. The primary mission of
this organization to improve the quality of the lives of poor and disadvantaged people in our
country. At the same time, this organization is focused on building a society with equal rights
and opportunities. This organization works with women, children and low-income families to
provide proper education, proper healthcare, microfinance, empowerment of women, WASH,
environmental protection and most importantly livelihood development activities. The
organization promotes children’s education, provides healthcare, trains women and youth,
raises social awareness and helps in natural disasters. These activities and programs help the
rural people, poor, disadvantaged people to become more confident about their life. It plays a
vital role for these people to capable for their livelihood. SUS adopts a people centered, rights-

based approach that prioritizes integrity, equality, transparency, and respect.

Organization Strength:

The Social Upliftment Society (SUS) is strong because of its deep and strong connection with
local community. The organization has experienced, dedicated and supportive staff members.
They play a vital role for managing the whole task of the organization. The organization works
in various projects in the area of education, health, women’s empowerment, sanitation, training
for livelihood. Working in rural areas for years, SUS has got the better understanding of local
needs and concern. The organization has built trust between local people and partners by

honesty and transparency.
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Organization Mission, Vision & Values:

The Social Upliftment Society (SUS) follows a clear vision and mission and values to guide
its activities. The vision of this organization is to build a society free from poverty and
everyone are valued and have equal rights and opportunities. The organization supports the
poor and disadvantaged people by giving proper education, health, income source, child
protection, women’s empowerment, WASH, and natural disaster management. The
organization help the community people to become stronger and more confident about their
life. SUS supports principles such as equality, decency, honesty, justice and transparency. The
mission of this organization are poverty reduction, improving the betterment for the education
and healthcare, providing clean water, sanitation, empowering women. The organization

believes in group work and collaboration.
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Chapter 5: Internship Activities

On September 10, 2025, I began my internship at Social Upliftment Society. I did different
kinds of works to understand the NGO works in real. I completed my duties honestly and I
maintained the good communication with our staff members. The guidance and supportive
environment helped me to adapt the office quickly. It made my experience more colorful,
meaningful and useful in my life. It boosted my confidence, energy in taking new
responsibilities. During my internship I actively participated in different works. The main

activities I did are listed below:
Office responsibilities:

During my internship, I worked on different kinds of office and administrative tasks for
supporting the project team. My duties and responsibilities in the office included document
arrangement, updating the attendance sheet, keeping the data in digital records up to date. I
helped by making reports, arrange meetings, training sessions. I did my responsibilities for
photocopying, printing, scanning. [ assisted with monthly work plan. I kept the files in record
and helped to arrange project materials and files. I kept the record of office supplies and I
tracked them.

Outside Office responsibilities:

During my internship, I attended different kinds of field visit to learn about community
activities. I gathered basic information about from community people. I helped the field officer
by collecting the data, survey and interviews. I participated in different campaigns. I
collaborated between local leaders and volunteer. I attended in group discussions, distribution

of materials. I helped the staff members by giving posters and collecting pictures and notes.
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Communication and Coordination:

During my internship, I worked on different communication tasks. I supported by creating
posters, images, handouts. I translated the basic materials into Bangla and English. I
participated meetings to understand the team plans and action. I observed the communication
between staff member and donor, partners. I made phone calls and shared the documents and
official paper cross different departments. I helped by writing short notice, note, briefs for

events. | got the idea about the process of communication in NGO

Professional Development:

During my internship, I learned different things in NGO such as managing the people,
developing and implementing the idea. Besides, I got the idea about reporting, record keeping,
using management, making the budgets for the organization. I observed how the organization
works in the field and collaborate with each other. I enriched myself with teamwork,
collaboration, communication skills, and time management. I boosted myself and it made my

confidence up.
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Chapter 6: Observation & Recommendation

Observation:

During my internship, I learned many things and got the idea nicely by observing the day to
day activities. There is a clear and easy structure in the workplace. The staffs are very energetic
and dedicated to work. They communicate regularly for ensuring the projects. They are very
focused on their projects and they want to complete their task with smoothly. The all papers
and documents of this organization are well recorded such as meetings, fieldwork, training etc.
This activity taught me the value of keeping the record nicely. It is the backbone of an
organization. During field visits, I observed how the organization communicate with the
community, collects information, discusses different topic with them such as education, health,
sanitation, women’s development etc. This small action makes the trustworthy to them. In this
organization the important things that is team work. The high authority takes everyone’s plan
and they listen to every staffs. It makes me special and I prefer most. Teamwork is very
important to exchange the ideas, solve the problems together, plan work during meetings. I
enjoyed this internship time.

Recommendation:

There are different kind options for improving the organization. First, utilizing more digital
items for data collection and record such as computers, mobile applications, and online forms
can improve speed and accuracy. Second, providing additional training for staff members and
intern can help improve the communication, report writing and community handle
management skills. It will boost the organization’s growth. Third, collecting feedback from
people in the community regularly it will help to build stronger programs for them. As a result
they can connect more than before. Finally, regular meetings and clear communication will

improve co-ordination between office and the staffs. The staffs will be boosted by doing this.

These steps will help SUS to provide more services for the people.
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Chapter 7: Conclusion

The internship at Social Upliftment Society (SUS) was a great learning opportunity for me. It
was a valuable and useful experience for me. Before doing internship here, I had no idea about
it. During my internship, I got the idea about the working process. I got the idea what can be
done if we do team work. Team work played a vital role for doing impossible work to possible.
And the organization was focused on this team work. I observed how office staff collaborate
and implement development activities. Field visit helped me for getting the better understand
the challenges of the community. We got to know the process how the organization helps the
people. I discovered that team work, ethics, discipline, clear communication played a vital role
in working in a non-governmental organization. My activities and responsibilities helped me
to improve my real skills such as documentation writing, making reports, file management,
communication development. The internship helped me to grow professionally. It gave the
idea of understanding the process how organization work. It increased my confidence. The
environment of the organization was very helpful and supportive. This internship plays a vital

role for me and it will serve me well in my future and professional career.
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8.1 Placement Letter

Chapter 8: Appendices
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A landmark to create the Future

Faculty of Humanities

Ref: Internship Placement//253

To

Deputy Director

Social Upliftment Society (SUS)
C-25, Jaleswar, Shimultala, Savar Dhaka-1340.

Subject: Request for Internship Placement

Dear Sir,

and Social Science

Date: October 12, 2025

We are happy to inform you that the Department of English at Daffodil International University
(DIU) has been offering a BA in English for the partial fulfillment of the requirement for the BA
in English Degree. Students are required to be placed in relevant organizations as interns to
gather professional experience. The duration of the Internship is three months.

1 would like to draw your kind attention to the fact that Farhana Sadika Nishat, ID Number:
221-10-1044, has completed 123 credit hours in 41 courses from the Department of English. It
would be highly appreciated if you could kindly allow her to be an Intern at your esteemed

organization.

Please feel free to contact me for further information if required.

With best regards,

Dr. Ehatasham Ul Hoque Eitén
Assistant Professor & Head

Department of English

Daffodil International University
Email:headenglish@daffodilvarsity.edu.bd

Daffodil International University: Daffodil Smart City, Birulia, Savar, Dhaka-1216, Bangladesh
IP Number: +8809617901212, 09617901233, Tel: +8802224441833-4, 01713493051, 01713493141
01841493050, Fax: +8802224441835, E-mail: info@daffodilvarsity.edu.bd

www.daffodilvarsity.edu.bd
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8.2 Joining Letter

/N SOCIAL UPLIFTMENT SOCIETY (SUS)

Head Office: C-25, Jaleshwar, Shimultala, Savar, Dhaka-1340. Bangladesh
Phone: 224442403, 224446229, Mob: 01711-146056, 01844-644433, 01748-906959
Web: www.sus-bd.org, Email: sushelp360@gmail.com, susinfo360@gmail.com

Ref : Date : 09/07/2025

To

Farhana Sadika Nishat
Department of English

Dattodil International University

Subject: Confirmation of Internship Placement

Dear Farhana,

This letter serves to confirm your placement as an Intern at the Social Upliftment
Society (SUS), effective 10 September 2025.

You will be working under the supervision of Mr. Monjur Morshed, Deputy Director
(Microcredit). Your internship responsibilities will include supporting program
activities, assisting with research and documentation, preparing reports, and
contributing to communication and project-related tasks assigned by your
Supervisor.

The internship is designed to enhance your academic training by providing practical
exposure to development-focused work. You are expected to maintain
professionalism, follow organizational policies, and ensure confidentiality at all
times.

We look forward to your active participation and value the contribution you will bring
to our ongoing initiatives.

Sincerely,

@rsted

Monjur Morshed
Deputy Diractor (Microcredit)
Social Upliftment Society (SUS)

Creation of organized developed and earning women force is our vision
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8.3 Experience Letter

SOCIAL UPLIFTMENT SOCIETY (SUS)

Head Office: C-25, Jaleshwar, Shimultala, Savar, Dhaka-1340. Bangladesh
Phone: 224442403, 224446229, Mob: 01711-146056, 01844-644433, 01748-906959
Web: www.sus-bd.org, Email: sushelp360@gmail.com, susinfo360@gmail.com

A\

Social
Ugllﬂm.m
oclety

Ref: Date 08’1)2.]2@?

TO WHOM IT MAY CONCERN

Date: 02/12/2025

This is to certify that Farhana Sadika Nishat has successfully completed an internship at the Social
Upliftment Society (SUS), Savar, Dhaka, from 10 September 2025 to 30 November 2025, holding
the position of Intern.

During the internship, Farhana actively participated in program support and documentation tasks
under ongoing development initiatives. These activities focused on community engagement,
research support, and communication-related work. She made meaningful contributions by
assisting with project documentation, preparing reports, conducting background research, and
supporting field-level communication requirements.

Throughout the internship period, Farhana displayed a strong commitment to learning and self-
improvement. She consistently showed initiative, maintained professionalism, and completed her
assignments on time. Her eagerness to acquire new skills and her ability to adapt to diverse tasks
exceeded our expectations.

We extend our best wishes to Farhana Sadika Nishat for her future academic and professional
endeavours. Please feel free to contact me if further information is required.

Sincerely,

sl

Monjur Morshed

Deputy Director '
Social Upliftment Society (SUS)
C-25, Jaleswar, Shimultala
Savar, Dhaka-1340

Mobile: 01678678877

Email: gmorshed16@gmail.com

Creation of organized developed and earning women force is our vision
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Feedback form 2

] Internship Feedback Form (To be completed by the

ational/Institutional Supervisor/Reporting-boss)

Name:_Daffachl Univers Turlerinaiona) University
English

intern’s Full Name: ~ Egehama Sadiko thishok

| Unlnmiu
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