
Internship Report 

 

1. Introduction: 

 

1.1 Brief background information about the internship organization 

 

Established in October 2015, Ningbo Bonded Area BAER International Trade Co., LTD. provide 

professional services such as the development and introduction of international brands of pet 

products, tailor-made services with comprehensive solutions for the entire supply chain of import 

and export and e-commerce promotion of pet products brands, etc.  

 

1.2 Description of the role or tasks assigned during the internship 

 

As a translator in the company, I was required to assist my colleagues to ensure smooth 

communication with foreign clients, and translate the business documents. When necessary, I also 

need to participate as an interpreter in both online and offline meetings. When foreign clients 

come to visit, I'm supposed to serve as an accompanying translator and part-time tour guide  

 

2. Time Allocation: 

 

My internship period is from January 8th to April 14th, 2025, totaling 70 days with an average daily 

working time of approximately 8 hours, from 8:30 to 17:30. The following table indicates my 

detailed job contents during the internship. 

DATE TIME JOB CONTENT 

Jan.7th 8:30-18:26 

Translate emails, products 

introduction on the official 

website of Beaphar and an 

exclusive agreement. 

Jan.8th 8:30-17:30 

Translate emails, products 

introduction on the official 

website of Beaphar. 

Jan.9th 8:30-17:30 

Translate emails, products 

introduction on the official 

website of Beaphar and 

promotional brochure of 

Beaphar. Attend the staff 

meeting. 

Jan.10th 8:30-17:30 

Translate emails,products 

introduction on the official 

website of Beaphar and 

promotional brochure. 

Jan.11th 22:00-22:30 Translate emails. 

Jan.13th 8:30-17:30 
Translate emails, products 

introduction on the official 



website of Beaphar. 

Jan.14th 8:30-17:30 

Translate emails, products 

introduction on the official 

website of Beaphar. 

Jan.15th 8:30-17:30 

Translate emails, products 

introduction on the official 

website of Beaphar. 

Jan.16th 8:30-17:30 

Translate emails, products 

introduction on the official 

website of Beaphar. 

Jan.17th 8:30-17:30 

Translate emails, products 

introduction on the official 

website of Beaphar and the 

Power Of Attorney of nuevo 

brand. 

Jan.20th 8:30-17:30 

Translate emails. Browse the 

official websites to find 

introductions of nuevo brand and 

landguth factory, then translate 

the information for making the 

promotional brochures. 

Jan.21st 8:30-17:30 

Translate a manufacturing& 

testing contract and a distribution 

contract.Translate emails. 

Jan.22nd 8:30-17:30 Translate emails. 

Jan.23rd 8:30-17:30 Translate emails. 

Jan.24th 8:30-17:30 

Translate emails.Attend the staff 

meeting.Translate a promotional 

brochure. 

Jan.26th 8:30-17:30 
Translate emails.Translate a 

promotional brochure. 

Jan.27th 8:30-17:30 
Translate emails.Translate a 

promotional brochure. 

Jan.28th 13:30-15:30 
Translate emails and product 

formulas. 

Feb.5th 8:30-17:30 Translate emails. 

Feb.6th 8:30-17:30 Translate emails. 

Feb.7th 8:30-17:30 Translate emails. 

Feb.8th 8:30-17:30 

Translate emails. Translate the 

Class 31 category of the Import 

registration certificate. 

Feb.10th 8:30-17:30 Translate emails. 



Feb.11th 8:30-19:00 

Translate emails.Had a video 

meeting.Contact a new Polish 

factory and strive for 

cooperation. 

Feb.12th 8:30-17:30 
Translate emails.Translate Feed 

Label Consulting Report 

Feb.13th 8:30-17:30 Translate emails and price list. 

Feb.14th 8:30-17:30 
Translate emails.Attend the staff 

meeting. 

Feb.17th 8:30-17:30 
Translate emails and promotional 

brochures. 

Feb.18th 8:30-17:30 
Translate emails and promotional 

brochures. 

Feb.19th 8:30-18:00 
Translate emails and product 

formulas. Had a video meeting. 

Feb.20th 8:30-17:30 
Translate emails. Write meeting 

minutes. 

Feb.21st 8:30-17:30 
Translate emails and product 

formulas. 

Feb.24th 8:30-17:30 
Translate emails and product 

formulas. 

Feb.25th 8:30-17:30 
Translate emails and product 

formulas. 

Feb.26th 8:30-17:30 
Translate emails and a Supplier 

Contract. 

Feb.27th 8:30-17:30 
Translate emails and product 

labels. 

Feb.28th 8:30-17:30 Translate emails. 

Mar.3rd 8:30-17:30 
Translate emails and product 

lists. 

Mar.4th 8:30-17:30 

Translate emails, product 

formulas and ingredient 

instructions. 

Mar.5th 8:30-17:30 Translate emails. 

Mar.6th 8:30-17:30 Translate emails. 

Mar.7th 8:30-17:30 Translate emails. 

Mar.10th 8:30-17:30 Translate emails. 

Mar.11th 8:30-17:30 
Translate emails and exclusive 

contract. 

Mar.12th 8:30-17:30 Translate emails. 

Mar.13th 8:30-17:30 Translate emails. 

Mar.14th 8:30-17:30 
Translate emails and speech 

scripts. 



Mar.15th 13:00-17:30,22:00-00:50 (3.16) 
Translate speech scripts. Pick up 

Serbia clients. 

Mar.16th 9:40-17:30 

Accompany Serbian clients on a 

tour in Ningbo and act as the 

interpreter for them. 

Mar.17th 8:30-17:30 

Participated in the cooperation 

meeting with Serbian clients 

regarding business engagement, 

and attended the contract signing 

ceremony for contract workers in 

the afternoon. I was present 

throughout the event as the sole 

interpreter. 

Mar.18th 8:20-21:10 

Send the Serbian client to 

Shanghai and buy something for 

the boss. 

Mar.19th 8:30-17:30 
Translate emails. Attend the 

work summary meeting. 

Mar.20th 8:30-17:30 Translate emails. 

Mar.21st 8:30-17:30 Translate emails. 

Mar.24th 8:30-17:30 Translate emails. 

Mar.25th 8:30-17:30 
Translate emails.Sort out the 

product list 

Mar.26th 8:30-17:30 Translate emails. 

Mar.27th 8:30-17:30 Translate emails. 

Mar.28th 8:30-17:30 Translate emails. 

Mar.31st 8:30-17:30 Translate emails. 

Apr.1st 8:30-17:30 Translate emails. 

Apr.2nd 8:30-17:30 Translate emails. 

Apr.3rd 8:30-17:30 
Translate emails and a purchase 

report. 

Apr.7th 8:30-17:30 Translate emails. 

Apr.8th 8:30-17:30 
Translate emails and ingredient 

analyse reports. 

Apr.9th 8:30-17:30 Translate emails. 

Apr.10th 8:30-18:10 
Translate emails. Had a video 

meeting with Serbia client. 

Apr.11th 8:30-18:00 Translate emails. 

Apr.14th 8:30-18:00 Translate emails. 

 

 

3. Duties and Responsibilities: 

 



3.1 Detailed account of the work performed during the internship 

① Translate the emails exchanged with foreign clients to assist colleagues in smooth 

communication with the clients. 

② Translate the information from foreign factories' official websites and the product 

materials provided by the factories into Chinese for the company to produce promotional 

brochures. 

③ Translate important documents such as cooperation contracts and authorization letters 

with foreign factories. 

④ Serve as an interpreter during online and offline meetings with foreign clients. 

⑤ Receive visiting foreign clients and accompany them as an interpreter and a part-time 

guide. 

 

3.2 Specific projects or assignments undertaken 

① On February 19th, 2025, I participated in a video conference with Serbian clients for the 

first time. In order to do a good job in consecutive interpretation, I asked the CEO about the 

general content of the meeting in advance and prepared some professional vocabulary. For 

example, “Registration information for facilities which produce pet food for exportation to China” 

(输华宠物食品名单), “List of Products and Registered Enterprises in Countries (Regions) 

Allowed to Import Feed Additives and Premixes” (饲料添加剂和预混合名单). 

② On March 15th, 2025, the Serbian clients arrived in Ningbo. I picked them up at Lishe 

International Airport and assisted them to check in at the hotel. On March 16th, I accompanied the 

clients to visit downtown Ningbo and its surrounding areas. We went to Dongqian Lake, Tianyige 

Library and Gulou, which enabled the Serbian guests to learn about some of the cultural heritages 

of Ningbo. On March 17th, I served as a consecutive interpreter in the morning to participate in 

the meeting where the clients discussed the formula. In the afternoon, I participated in an 

exclusive operation authorization ceremony and prepared bilingual (Chinese and English) speech 

manuscripts for the guests in attendance in advance. On March 18th, I sent the three Serbian 

guests to Shanghai and thus completed my accompanying task. 

 

3.3 Challenges faced and how they were addressed 

① At the beginning of my internship, I wasn't used to the team work mode. In school, 

teachers would usually ask us to introduce ourselves and tell us what tasks we should complete at 

each stage. However, at work, I needed to learn all by myself. Therefore, I forced myself to start 

conversations with others, listen to their needs and opinions, and clearly express my own 

understanding and questions about the translation content when necessary. 

② There were often situations at work where a large amount of content that needed to be 

translated was suddenly sent right before getting off work. At first, I couldn't handle urgent tasks 

very well and always had to work overtime. But later I found that the most important thing before 

starting translation was to confirm with the leader about the urgency of the task and the 

requirements for the translation quality. Now I'm able to formulate a work plan according to the 

task volume and time requirements and deliver the work on time while ensuring the quality. 

③ In translation work, it's inevitable to encounter all kinds of thorny problems. For 

example, there are many professional terms in the pet food industry. If translated literally word by 

word, mistakes will occur. For instance, “complete food” refers to “全营养食品”, and “铝盒包装” 



should be translated as “alutray” instead of directly translating it as “Aluminum box packaging”. 

So I made full use of various resources. On the one hand, I kept consulting professional materials; 

on the other hand, I used artificial intelligence tools for assistance, taking advantage of their 

powerful language knowledge reserves and analysis functions to help with understanding and 

translation. 

 

4. Outcomes and Evaluation: 

 

During the process of handling various business documents and participating in the interpreting of 

business meetings, I came across a large number of professional vocabulary covering multiple 

aspects such as finance, trade, marketing, and law. Meanwhile, since the clients we targeted were 

manufacturers in the veterinary field, I also learned many expressions for medical ingredients. In 

particular, I understood that when translating ingredients, it is necessary to use the Latin names 

instead of simple English ones. For example, "白柳" should be translated as "salix abla" rather 

than "white willow".  

 

Through practice, I have gained a deeper understanding of the translation skills I learned at school. 

I have not only honed my ability to adjust the word order reasonably so that the translation can 

better conform to the expression habits of the target language, but also become clear about when it 

is necessary to add appropriate words to make the translation clear and when to omit words to 

avoid redundancy in the translation. 

 

The greatest harvest I gained from this internship is the growth of my experience in interpretation. 

After numerous practical exercises, I've learned to quickly identify the key information by 

focusing on clues such as logical connective words in the speech, repeatedly emphasized words, 

and changes in the speaker's tone and intonation, thus getting well-prepared for accurate 

interpretation. 

 

Meanwhile, I also discovered that language, as a tool for communication, doesn't necessarily have 

to be a hundred percent equivalent in practical application. During meetings, if I encounter 

professional terms that I cannot react immediately, like “palatability” (适口性）, translating it as 

"taste" won't affect the mutual understanding between both sides. Translation in meetings attaches 

more importance to being smooth and efficient. Looking up and translating word by word will, 

instead, slow down the process. 

 

Through this internship, I not only improved my translation skills but, more importantly, gained 

valuable social experience. The internship institution where I worked had numerous foreign 

clients, which provided a lot of practical opportunities. However, due to the current operating 

situation of the company, I didn't receive the salary that I deserved during my internship period. 

This is also a kind of social experience. In the future, when looking for a job, I need to learn from 

this lesson and ask about salary issues in advance during the interview. 

 

Regarding this internship, I think I did a fairly good job overall but I should have communicated 

more with my colleagues at work to cultivate my communication skills. I also should also have 



paid more attention to the investigation of the company's operation situation, especially the salary 

payment situation, so as to avoid the situation of “working for free” in future jobs. 

 

5. Conclusion and Reflection: 

 

Through the personal experience during the internship, I have gained a more intuitive and in-depth 

understanding of the profession of translation. I've become clear about my own strengths and 

weaknesses, and also realized that if I truly want to become a professional translator, I need to 

keep learning, improve my language proficiency and learn to master new tools. 

 

What’s more, this internship made me understand that I can not only seek employment within my 

major by the language proficiency but also use it as a tool to engage in foreign trade, finance and 

other industries, and there are more job opportunities in these industries than in translation alone. 

 

 

Appendices: 

 



 

 

 



 

 



 

 



 

 



 

 

 


