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Internship

and Experiential Learning Guide

Internships can help you find the
direction that’s right for you.
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What is an internship?

An internship is a partnership between a student, the university, and a
company or organization. Internships are supervised, academically-related
work-learning experiences that when combined with reflective, academic
assignments can earn credit at University of the Pacific.

What are the benefits of doing an internship?

— Learn what type of occupations allow you to use
your education

— Enhance what you are learning in your major(s) and/or
minor(s)

— Understand the relevance of your course work

— Strengthen your resume with experience related to your
professional goals

— Learn how your present skills match those required in the
profession(s) that interests you

— Learn what type of professional environment fits your
needs and personality

— Find people that can help you build your professional
network and gain professional references

— Increase your self-confidence

— Gain a competitive edge for employment after graduation
or for graduate school admission
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Where do | find an internship?

START OUT BY DISCUSSING YOUR PLANS WITH THE CAREER RESOURCE CENTER
OR YOUR FACULTY ADVISOR.

‘ o ‘ Use any or all of the following resources:
. Register and use eRecruting to find internships;
. Visit with faculty in your area of interest; and
. See a CRC consultant to investigate internship leads.

There are other resources as well:

. Talk to various faculty members in your major;

. Talk to students who have been interns;

. Use publications;

. Use Internet internship listings;

. Ask family, friends, and acquaintances to help you create
contacts.

What do | need to do to get an internship?

YOU NEED TO BEGIN PLANNING WELL BEFORE THE TIME WHEN YOU
WANT TO BEGIN AN INTERNSHIP.

‘ ‘ o Three months or more (six months for government positions) is
recommended so you have time to prepare and apply for positions.

You need to decide what sort of internship experience you want.
You have to be able to focus your search.

You will need to have a great resume that reflects your educa-
tion, skills and experience and that meets the qualifications for
the internships you want.

You will need to write targeted cover letters to accompany your
resumes when you apply for each internship position.

You will need to follow up appropriately with each company or
organization that you send your cover letter and resume to.

You will need to prepare adequately for your interviews with
companies/organizations. One way to prepare is to schedule
a mock interview with a CRC consultant.
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DON'T

Don't use personal
pronouns; don't
write in sentences or
paragraphs.

Don'tinclude
references in the
resume.

Don'tinclude
personal information
or religious or political
preferences.

Don't abbreviate or
use acronyms.

DO

Do have someone
with good English
skills check your
spelling, grammar
and punctuation.

Do indent or use
bullets to make
reading easy.

Do use action verbs
and accomplishment
statements that
emphasize results
achieved.

Do use easily
understandable
terms rather than
complex or technical
language

Do put the most
relevant statements
or qualifications at
the beginning of a
section.

Take advantage
of the CRC's free
resume review
service!
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Resume guidelines and suggestions

CONTACT INFORMATION

Internship supervisors need to be able to reach you easily, so give them the basics
— your name, address, and phone number(s). Include your E-mail address.

TIP: Make sure your voicemail message sounds professional.

OBJECTIVE
Include a concise, specific objective. Example: A marketing internship in a
non-profit agency.

EDUCATION

« List the colleges/universities you have attended in reverse chronological order
(present to past).

» Use the correct, formal name of the institution along with the city and state
in which it is located.

» Listing a GPAs optional, unless a site requires it.

» Listing relevant coursework highlights your academic knowledge.

QUALIFICATIONS

» Describe the skills and abilities that you will bring to the internship, but
only those that are relevant.

» Your skills can come from part-time jobs, volunteer work, campus activities,
everything!

» Refer to internship position descriptions for key skills that are required or
desirable.

» This is an appropriate place to identify transferable skill sets, such as:

organizational skills  effective communication skills  computer proficiency
analytical abilities language fluency strong writing skKills
EXPERIENCE

List each job, internship or volunteer position in reverse chronological order (most
recent first). The experiences/jobs you list do not have to be related to what you
want to do for an internship, but they do indicate you know how to manage your
time and function in a work setting. Describe your experiences highlighting the
transferable skills most relevant to the position you seek. Do not describe “duties”
or “responsibilities.” Instead use action verbs to describe your accomplishments,
and quantify your results whenever possible.

ACTIVITIES & HONORS

List things that can set you apart from other internship applicants. You might
include: academic recognition, upper division class projects, scholarships,
leadership training, club affiliations, athletic participation (if relevant), publications,
significant study/travel abroad, etc.

THE “LOOK” OF A RESUME IS VERY IMPORTANT

Use an easy-to-read format for your resume. Your choice of font size, spacing,
margins, headings and the relationship of empty space to text can work for

or against you. When a person skims your resume, you want it to be a great
“advertisement of you” so they will want to give it a careful reading and then invite
you to interview for the position.
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Internship resume example

Taylor Student
110 College Street
Stockton, CA 95211
(209) 555-5555 ~ tstudent@pacific.edu

OBJECTIVE
To obtain an internship in the field of International Relations utilizing leadership abilities and
knowledge of international politics

EDUCATION
Bachelor of Arts, International Studies May 2005
University of the Pacific, Stockton, CA

Related Course Work: International Law and Organizations, Comparative Politics in
Latin America, Politics and International Change

SKILLS AND QUALIFICATIONS

Excellent oral and written communication skills

Fluent in spoken and written Spanish

Proven leadership ability through student organizations and activities
Demonstrated research and analytical skills through related coursework

Ability to multitask in a busy work environment

Work effectively within a team as well as independently with minimal supervision
Proficient in Word, Excel, PowerPoint, and Internet

= . —a _a _a _a _a

EXPERIENCE
President, Pacific International Affairs Club, Stockton, CA 2004-Present
1 Organize weekly events showcasing a specific international affairs topic
Introduce speakers and moderate discussions
Recruit professionals to speak during events
Communicate with over 20 members through weekly emails
Oversee development of monthly newsletter, proofreading and editing for errors and
omissions
Waiter, Chili’s Restaurant, Sacramento, CA 2002-2003
1 Communicated with customers and took orders, at times in Spanish
1 Worked in a busy environment and acted in a courteous and professional manner
1 Served over 75 customers per shift

1
1
1
1

COMMUNITY INVOLVEMENT

Tutor

Cordova High School Volunteer Program, Rancho Cordova, CA 2001-2002
Volunteer

University of the Pacific’s “Reach Out Pacific,” Stockton, CA Fall 2004
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Cover letter guidelines and suggestions

DO NOT UNDERESTIMATE THE POWER OF A GOOD COVER LETTER

A well-written cover letter can make a critical difference in an employer’s estimate of your
qualifications. An applicant with average qualifications may gain many interviews with a good
cover letter, while a well-qualified candidate may defeat him or herself with a poorly written
cover letter. If an internship you want requires writing skills, you must have a superior letter.

A GOOD COVER LETTER SHOULD:

» Demonstrate your writing skills and professionalism, even if using email with a company.

» Show that you have researched your field of interest and that particular company/
organization.

» Convey a sense of who you are — your personality.

« Summarize your qualifications (skills and education) relevant to the specific internship.

» Communicate your interest and enthusiasm for the position and the company/
organization.

« |dentify when you are available to begin the internship.

A strong cover letter will set you apart from applicants who have given it little attention. Be
yourself, and have your letter reflect your professionalism, personality and style.

EACH COVER LETTER MUST BE SPECIFIC — NO FORM LETTERS PLEASE!
Each cover letter must focus on the particular internship position and organization/company
to which you are applying. Do not use a form letter that varies only in such details as name
of the organization or position title. Employers recognize these form letters very quickly.
Employers are much more impressed with someone who has taken the time to research and
write a letter specifically directed to their internship opening and organization.

THE LETTER FORMAT
* Acover letter is written in business letter format.

« Address your letter to a specific person (the internship contact person).
“To Whom It May Concern” or “Dear Sir/Dear Madam” is not appropriate.

* Opening Paragraph — The first paragraph must catch the reader’s interest. State your
reason for writing, making sure to identify the internship position for which you are
applying and when you are available to begin the internship.

» Middle Paragraph(s) — Emphasize your key qualifications. Refer to the specific
internship position description. Briefly state why you desire the internship opportunity
being offered and what your goals for the internship are.

» Closing — Refer the reader to your enclosed resume. Indicate your desire for a personal
interview and your flexibility as to time and place. Mention that you will follow up your
letter with a phone call to provide any additional information and to arrange an interview.

IMPORTANT: Itis a good idea to keep copies of all correspondence and paperwork
related to your internship search and placement.
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Cover letter example

Your Name
Address
City, State, Zip Code
Telephone Number
Email Address

Date

Name of Contact Person

Title of Contact Person
Company/Organization Name
Address

City, State, Zip Code

Dear Mr./Ms. Contact Person’s Last Name:

Opening Paragraph: State why you are writing, name the internship position or type of
experience for which you are applying, and mention how you heard of the opening or
organization. You may want to indicate when you are available to begin the internship.

Middle Paragraph(s): Explain why you are interested in the internship with this
Employer and specify your reasons for desiring this type of work experience. If you have
had related coursework in your major or relevant work experience, be sure to point it out,
but do not reiterate your entire resume. Emphasize skills or abilities you have that relate
to the position (check the position description for specific things you want to emphasize).
Be sure to do this in a confident manner and remember that the reader will view your
cover letter as an example of your writing skills.

Closing Paragraph: You may refer the reader to your enclosed resume, which gives a
summary of your educational background and qualifications. Have an appropriate
closing to pave the way for an interview by indicating the action or steps you will take to
initiate an interview date.

Sincerely,

(Signature)

Your name typed

Enclosure
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How would you answer interview questions
like these?

BACKGROUND INFORMATION QUESTIONS — These are transitional questions, taking
the interview from the “ice breaker” to the formal stage. They confirm that you are familiar with
the position description.
+ “Based on your understanding of this position, what related skills, knowledge and
abilities would you bring to the position?”
*  “How does this position fit within your personal or professional goals?”

BEHAVIORAL QUESTIONS — These questions seek examples of current or past per-
formance in an attempt to predict future behavior.

*  “Tell us about some situation in which you have had to adjust quickly to
change. What was the impact of the change on you?”

OPEN-ENDED QUESTIONS - These types of questions encourage the candidate to
demonstrate communication skills. Open-ended questions usually begin with: what, how, why,
describe, explain, or tell me.
+  “Tell me what you believe to be the most important attributes for an intern in
this position?”

HYPOTHETICAL QUESTIONS - Such questions allow candidates to describe how they
would react to new or unfamiliar situations, providing insight to the candidate’s

ability to analyze and solve problems.
*  “You witness a co-worker stealing office supplies. How would you respond?”

SKILL-BASED QUESTIONS - Skill-based questions relate to the skills necessary to ensure
success in the position. This is done by linking questions related to specific abilities
that an internship site is looking for in a candidate.
« Customer Service - “Have you ever had feelings of frustration and impatience
when dealing with people? What was the situation? How did you handle it?”
«  Organizational Skills/Work Procedures - “This internship requires a high degree
of accuracy and the ability to perform a wide variety of duties with frequent interruptions
and limited supervision. Please describe the methods you would utilize in order to
succeed in this type of environment.”
»  Written Communication - “What kinds of writing have you done? How did you approach
it? Tell us about its content and the reactions you got. Do you have any samples of your
writing with you?”

CLOSING QUESTIONS AND STATEMENTS - These kinds of questions and statements
give the interviewer a chance to close the interview and for you to share additional information
about yourself or to learn more about the position, the internship site, or the selection process.

+ “Do you have any questions for us?”
» “Is there anything else you would like to tell us about yourself?”
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Preparing for internship interviews
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WHERE ARE YOU HEADED?

CONSIDER YOUR AUDIENCE AND TARGET YOUR INTERVIEW ACCORDINGLY.

Keeping the interviewer’s professional role in mind, be yourself and tailor your responses
to make an impression upon the individual you are speaking with.

Do you know what skills the interviewer is looking for in candidates? The skills
sought will depend somewhat on the nature of the organization and the specific position
being filled; however, most employers tend to be on the lookout for transferable skills and
experiences (ones that are applicable to a broad range of industries and professional
fields): interpersonal, teamwork, leadership, decision-making, analytical, quantitative,
problem-solving, and research skills.

Be able to talk about your accomplishments and give examples. Prepare relevant
accomplishment statements and examples that will reinforce your strengths in the interview
setting. Even if you have limited work experience, you can emphasize coursework you have
completed and leadership and teamwork gained through clubs, teams and activities.

Display confidence and a positive attitude. Reinforce your strengths in the interview,
and leave all negative comments behind.

Dressing for internship interviews

THE WORK WORLD IS OBVIOUSLY VERY DIFFERENT FROM CAMPUS LIFE.

What you wear to an 8 am class probably will not go over well in a professional environment.
First impressions are important. How you present yourself may well determine whether you
successfully attain a position or not.

CLOTHING

Colors that you choose to wear should be on the
conservative side — you can’t go wrong with gray,
navy blue, tan, brown, black, etc.

Clean, well pressed, correctly altered and
appropriate to the season

No plunging necklines and cover up your bellybutton

Men should wear a suit or slacks, a dress shirt, tie
and/or sport coat or blazer if a suit is unavailable

A general rule for women is a near- knee-length skirt,
blouse, jacket or a suit

No missing buttons, crooked ties or lint

HAIR - Neatly timmed and
complements your features

MAKEUP - Understated; use
colors which enhance your
appearance, cover tattoos

SHOES & STOCKINGS - Shoes
should be polished and not open-
toed and/or backless; do not wear
socks with holes or panty-hose
with runs

JEWELRY - Simple, classy and
minimal; multiple, unusual piercing
can be distracting

FINGERNAILS - Should be clean,
well-manicured and not too long
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Managing your internship experience

YOU MUST TAKE THE RESPONSIBILITY FOR YOUR INTERNSHIP

o | | — Aninternship is self-directed learning — you are in charge
of your own learning

— Set goals for yourself in conjunction with your
=7 i faculty sponsor

— Communicate with your site supervisor — from the
beginning!

— Maintain contact with your faculty sponsor regarding
assignments, meetings, etc.

— If ANY problems occur, contact the Career Resource
Center or your faculty sponsor immediately!

Bringing closure to your internship as you
near the end of the term

» Be sure your site supervisor knows when you will end your internship

» Bring all tasks and projects to completion or ready to transfer to another person
 Ask for a final evaluation and feedback from your site supervisor

» Ask your site supervisor about a letter of recommendation or if she/he will be
a reference for you in the future

« If there has been discussion of your staying with the company/organization,
discuss next steps.

* Be sure all academic assignments are completed on time and submitted to
your faculty sponsor
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START OUT BY DISCUSSING YOUR PLANS WITH THE CAREER RESOURCE CENTER

OR YOUR FACULTY ADVISOR.

o |

Maintain a professional attitude & demeanor at all times

« Take charge of your learning - be assertive, ask for
assistance if you need it

* Remember that you are a learner and not an expert yet
» Follow the company’s dress code for employees
» Demonstrate initiative, look for what might need doing

» Take the opportunity to meet and get to know others in
the company

* Remember at all times your actions reflect upon
University of the Pacific, your department and your
faculty sponsor

* Meet and exceed the employer’s expectations

Internships I'm applying for

COMPANY/ORGANIZATION

POSITION TITLE

DATE SENT COVER LETTER & RESUME
DATE OF SUCCESSFUL FOLLOW-UP CALL
DATE OF INTERVIEW

COMPANY/ORGANIZATION

POSITION TITLE

DATE SENT COVER LETTER & RESUME
DATE OF SUCCESSFUL FOLLOW-UP CALL
DATE OF INTERVIEW

COMPANY/ORGANIZATION

POSITION TITLE

DATE SENT COVER LETTER & RESUME
DATE OF SUCCESSFUL FOLLOW-UP CALL
DATE OF INTERVIEW

1"
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University of the Pacific
Career Resource Center
3601 Pacific Avenue
Stockton, CA 95211

209.946.2361

CAMPUS LOCATION: HAND HALL, 1ST FLOOR

This guide was created through a collaboration

of Pacific’s Experiential Learning Oversight o .
www.pacific.edu/studentlife/crc

Committee and the Career Resource Center.



