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COMPANY OVERVIEW

Founded in 1981 in Lake Oswego, Oregon
	� Otak’s name comes from the initials of its three founders 
	� Hanmi Global (HG) invested in Otak in 2011
	� Current ownership is 80% HG and 20% Otak leaders and emerging leaders
	� Loris & Associates and DayCPM joined Otak in 2017
	� V3 Studios joined Otak in 2019
	� TWG LLC joined Otak in 2021
	� Otak is growing rapidly and operating out of eight offices in Oregon, Washington, and Colorado with over 

350 employees.
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Office Locations & Service Regions

Portland, OR Denver, CO Everett, WA



Water & Natural 
Resources

Planning & 
Landscape 

Architecture

Construction 
Management & 

Inspection

Otak’s business units work together to 
implement the Otak Internship Program.

Otak recognizes that a comprehensive 
internship program contributes 
significantly to our recruitment, hiring, 
retention, and stewardship goals.

Our program focuses on intentional 
learning through meaningful project 
engagement, mentorship, and cohort 
development where you will gain real 
work experience.

GENERAL OVERVIEW

TESTIMONIAL:

Internship Program

Otak’s Business Units

Architecture Civil Design Structural

Survey & 
Mapping

Transportation

I appreciated that I was able to complete the work a 
Project Coordinator would do. This made it easy to gain 
work experience and work-social skills. I was hired as 
an intern for Summer 2022, and I signed on full-time 
December 2022! This transition was made easier by 
the people I met and am mentored by. I enjoy the fast-
paced environment and problem-solving daily.

-Ally Shuell, Project Coordinator, 
 2022 Otak CPM Intern Cohort

  Welcome to Otak	 6 



Internship Expectations  

	� Quality and quantity of work, assignments are completed with thoroughness and 
accuracy.

	� Professional and effective verbal and written communication with all Otak team 
members and project teams including co-workers, managers and clients.

	� Time management, multi-task, prioritize and complete work to meet deadlines.
	� Exercise sound judgment and problem-solving capabilities, demonstrate technical 

expertise and expected knowledge of current skills.
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Internship Project Work  

	� Contribute to project work with the guidance of a manager or mentor within the Otak 
project teams. 

	� Gain valuable field and site experience through assigned tasks.
	� Meet regularly with manager and mentor for performance feedbackand to ask 

questions!
	� During the final week of internship, interns will conduct a project presentation to the 

internship cohort.
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Internship Mentor  

	� You will be assigned a mentor by your manager or you have the option to select a 
mentor from another business unit, if available.

	� This is your opportunity to ask broader questions of other Otakians, such as:
	○ How does a certain aspect of the company work?
	○ What is your career path goals?
	○ Could you share your career path journey from the beginning to today?
	○ What was a challenging time in your career?
	○ How can I learn more about another discipline?

	� The mentor relationship is a valuable part of the internship experience and contributes 
greatly to the team atmosphere at Otak.
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Internship Cohort 

	� Our internship cohort is designed to provide an environment where interns can 
connect with peers. 

	� You will participate in a bi-weekly cohort meeting where you will have an opportunity 
to meet and collaborate with other interns and Otak leaders. 

	� Cohort meetings are held in-person and the location will be determined for each 
meeting, with virtual access for other regions.

	○ Time will be provided to discuss what’s going well, challenges you may be 
experiencing and an opportunity to ask questions.

	○ A presentation from a professional staff member or guest from a different 
discipline each meeting.

	� All interns will conduct a presentation during their last cohort meeting.
	� Cohort meetings will be held bi-weekly on Fridays starting on July 14th from 11:30am 

–12:45pm PDT.
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Internship Experience

GETTIN STARTED

Onboarding

Complete the pre-internship questionnaire and review the completed 
questionnaire with manager/mentor.

We will check in with you! There will be a 30-day onboarding check-in with 
Brooke Henderson, Talent Acquisition Manager.

You will be provided an onboarding and orientation schedule.



What Will My Week Look Like?

POST - INTERNSHIP 
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YOUR WEEK AT OTAK

YOUR MANAGER VERSUS YOUR MENTOR

	� You will have a weekly check-in with your manager for your daily tasks.

	� You will check in with your mentor.

	� Complete weekly timesheets.

	� Attend bi-weekly cohort meetings.

	� Attend site visits (when applicable).

	� Your manager is primarily responsible for:
	○ Supporting your professional growth.
	○ Assisting with challenges and help you identify solutions.
	○ Assigning projects and scheduling site visits.
	○ Supporting your participation in the biweekly cohort meetings.
	○ Offering regular performance feedback.

	� Your mentor will assist you with:
	○ Career path questions, work challenges, general questions, and learning Otak’s 

structure and business units.
	○ Providing recommendations to professional development organizations and 

opportunities.
	○ Offer supportive feedback.
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Tips for a Successful Internship

WORKLOAD

INTERN SELF DEVELOPMENT

Too Much or Too Little? Ask Questions!

How Do I Form My Professional Image?

	� If you find yourself with too little or too much work, speak with your 
manager so they may help you rebalance your workload.

	� Check in with your manager on assignment or project expectations and 
discuss anticipated completion timeline(s) for your work.

	� Reach out to other interns and discuss their experiences. Ask them how 
they may be keeping a balanced workload.

	� Reach out to your mentor for suggestions and resources to help guide 
you.

	� Begin building your brand.What does that mean? Ask us and we’ll help! 

	� Begin noting the tasks and projects you work on during your internship 
and continue throughout the full internship experience. Share that 
experience on your resume and/or your LinkedIn profile!

	� Network with as many people as you can within Otak.

	� Start looking into professional groups. Getting involved in one of those 
programs is a great way to network with peers across the industry.



Internship Finale!

END OF INTERNSHIP

What You Can Expect
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	� Each intern will conduct a final presentation to the cohort during their last week. The 
presentation guideline:

	○ The topic may be on what you’ve learned, a project you’ve worked on, or highlighting 
your experience in the internship.

	○ Should be five (5 minutes) in duration.
	� A final performance evaluation will be conducted the last week of the internship with the 

mentor and manager.Providing feedback is crucial to the growth and success of our interns 
and the program. 

	� The Talent Acquisition Team will conduct an exit interview with the intern and will develop a 
plan with you to stay connected! 

	� Leave a review about Otak and your internship experience on Glassdoor and Indeed!

Glassdoor -Otak Reviews
Indeed -Otak Reviews

https://www.glassdoor.com/Reviews/Otak-Reviews-E264423.htm
https://www.indeed.com/cmp/Otak-2/reviews?fcountry=US


Have Questions? 
Who Do I Contact?

CONTACTS
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Who Do 
Icontact?

Teams
NumberName Office Email

General 
Questions, 
Internship & 
Human Resource 
Related Inquiries

Benefits

Payroll

Committees

IT Support

Brooke Henderson , Talent Acquisition Manager Vancouver,
WA 360.906.6794 Brooke.Henderson@otak.com

Susan.Dull@otak.com

Alyssa.Guzman@otak.com

Valeria.Khoreshko@otak.com

Mandy.Flett@otak.com

Madeline.Woods@otak.com

Millicent.Williams@otak.com

425.739.4247

503.415.2324

503.415.2314

503.415.2346

720.758.7742

503.415.2315

Redmond,
WA

Redmond,
WA

Portland,
OR

Portland,
OR

Portland,
OR

Portland,
OR

Susan Dull, Senior Recruiter

Alyssa Guzman , HR & Benefits Specialist

Valeria Khoreshko , Senior Payroll Administrator

Mandy Flett, Fun Committee / Construction 
Management Specialist

Madeline Woods , Green Otak (GO) Committee / 
Project & Sustainability Coordinator

https://otakhelpdesk.otak.com/app/itdesk/HomePage.do

Millicent Williams, DEI Committee / Director 
of DEI and Director of Transportation & 
Infrastructure, OR & SW WA

https://otakhelpdesk.otak.com/app/itdesk/HomePage.do


Welcome to !

503.287.OTAK (6825)
Corporate Office | 808 SW Third Avenue, Suite 800; 

Portland, Oregon © 2020 Otak, Inc.
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