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1S @ Drief summary of your
background, qualifications,
and employment record” &
a marketing tool to get you
an interview
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In-tern-ship [in-turn-ship]

1. The state or condition of being an intern.

2. The period during which a person serves as an intern.

3. Any official or formal program to provide practical
experience for beginners in an occupation or
profession: an internship for management trainees.

4. A position as a participant in such a program: She has
accepted an internship in a law firm.

5. Any period of time during which a beginner acquires
experience in an occupation, profession, or
pursuit: She had a long internship before starting her own
recording studio.



Students: Formal
Career Changers: Informal
Continuing Education Students: Hyhrid



90-230 hours

No shorter than 6 weeks

No longer than 3 months
Noless than 2 days a week
No shorter than 4 hours a day
Paid / Non-paid



Possibly anyplace and anywhere...
Private businesses...

Non-profits...

Government entities and agencies...
Educational Iinstitutions...






Why

To gain experience

To network

Discover more ahout joh

Hone your joh search skills

Gain joh search advantage

Gain self-confidence

Expand skills to work in a diverse workplace
Discover your strengths and weaknesses
Gain motivation to learn more

Ohtain a good reference




Why..hecause

We retain 10% of what we hear
--19% of what we see

..20% of what we see and hear
.10% of what we discuss

-.00% of what we tdo/experience



Getting Ready...

1. Preparation
2. Presentation
3. Follow-through




Write resume

Create husiness card
ldentify internship sites
Research companies
Develon questions
Write “personal pitch”



Joh-related HARD skills
Selfi-management SOFT skills
Transferable PORTABLE skills



Appearance
SKills
eliability

Do you fit in:
Canyoudoth
Canyou he



Ask for a joh description

Know you supervisor

Be friendly with everyone

Maintain clear communication
Ask ahout expectations...

When to report for work

Dress code

Phone/internet use
Office/corporate cultural/protocol
..and don't ask the same question twice!



Thank everyone verhally and in writing
Leave your workspace as you found it

Leave contact info

Ask for a letter of reference

Keepintouch

Debrief with your instructor/fellow students



Omar Sauceda
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JOBROEBJECTIVE
Lemmate Emrironme izl Specialist—Cowriea rEapre =

SUMMARY OF QUALIFICATIONS

+ Tenyearzofexperience inthe emriromme ntal health and mafaty field.

+ Expadencedwith gowe mment ragulationsand complianes issue sfor hasmrdous
weste incidents and emerze ey planmng .

+ Analytical, accuwrate and detail-odente d.

+ Froficient inhlicrosodt Word, Aecessand Eawal,

PROFESSIONAL EXFERIENCE
Callas -Fort YWorthHam@wlos hiateriak Froprarm Cdds ion, Dellas T
Hasmrdows Material s5pacialist Intarn
+ Imcmased county ravenwe sand redwed inspectorstats time by creating a wser-
fiendly databas which identified non-compliant tudnesm<inthe countss.
+ TIpdated the County Hasmmouwshate dal Area Flanto refle ot cume it praoctioe

- PBemarched—by phone, Intermetand onpapar—the loml, gates and federal
aganey mipon® to hasmrdouws materials incidents.

- Comtacted age neie sto e rify cwrme nt inte rpretations of mgulations,
- Wmtes planrawidons
- Zoordimate d compla Honof th e plan forthe County Board of Supe nrisors.
+ Particdpatedin fmacility incpe ctions, maintaining good rdationsh ipswith busine =
owme = and comple ing paperwend:.
Conie rExpress Corpomton, Dallas-Fort Worth, T3
"h acka ' Sorter
+ Enmured thatainoatt eontainersearmied proper legal docums ntation

+ Azmaed materialzand compls ted shringent dangerowsgoods paekingslips.

Spreachr Delivwery, Tyles T
Crperations Supend sor
+ Traimedamployee zonthe pmops rme th ods of handling & 1s aking package. induding:
- Harmard amazament
- CJleanup craweomplianes with donming of pe monal protectice agu pme ot
- Comacteomzimment, storage and dispomlof hasmrdowrs matedals
- Aecurmte dorumantationof th e incidentand the damage d packagze
+ Cnrarmwhasmrdous materialsmanife stzand scheduled pick-ups.

+ Condwied daily awditsof temporary hasmmousmate dal storsge bins, drum s axa
wesh fshoerer stationand 57BA tanks.

EDUCATION & CERTIFICATIONS

EnvimmmentzlhIammgement Cetificmts (inpmgress)]—UT AustinEatendon
40-hour Teaas ADSH A Harmrdous Washs Saneral Site Worker Cartificete
Hazmrdouws Wasts InspectorCerificate—TaxasDupt. of Toxie Substanees Comtmol

E. 4. inInte matiomal Belatione—ITorth TesmsState Tniversity




LIONEL PICKERING
123 Larimie Awenue, Miszoula, MT 12545 . 123-555-1254 . lpicke ring@bambaoo.com

OBJECTIVE: Custom er Servic e Fepre e ntatime

HIGHLIGHTS OF QUALIFICATIONS

Eipertknowledge and abilities in written com munieation.

& patientlictener who fully focuzes on speake = and understands a vatety ofaccants.
Organized and detail-orented; knack forundarstanding procedurne s and logisties.
Strong sldllsin Hme management, priontixing tasks, and meeting deadlines.

RELEVAMNT EXFERIENCE
Connuticaton & People Skdlls:
*  Consistently maintain a po sitive attitude and enjo s helping people.
*  Articulate and wery effectire worldng with paoplk of differentbackgrounds and tem peram ants.
*  Speurmtely record. mmember, and verballycomm unicate detailad information.
*  Eucephtonal command of the Englicsh language with strong written and franseripton skdlls.

*  Coopemtire Iy work with others to produee and deliver raquired wrork.

Crganization & Titne Management:
* 40 problem solwer who quicky fmeps complex stuations and tums them into manageabls tasks.
*  Produce qualitywork ewen when underestreme ime pressuze and deadlines.
*  Proivenshility to understand and follow com ples inctrue Hons to sueeassful conelusions.
*  Mlany years of eapemence sucee sziully managing and organizing personal time and wo diload .
*  Collaborate in team s to prodwce quality reports.

Technical Sl4lls:
* Varyaccurate and rapid kayboarder
*  Eaperienced in editing and proofreading leng thy documents with forus on word definitions,
spalling, santence shucture, symitae,. and grammar.
*  Worlk with technical rocabularies fmm & wmriety of fields.

EDUCATION & CERTIFICATIONS

Leademy of Stenogmphic Arts, Missoula, MT, 198435

Mlissoula Collkge of Court Feportng, Miszoula, BT, 193134

Cartified Shorthand Feporter, State of Montana, 1985-pres.

Ragistared Professional Be porter, Mational Court Feporters Association, 1985-pm =,

WORK HISTORY

Conrt Stenographet, State of Montana, 1985-pres.
Bawerly Feportng fcsociates, 100904
Louis Lane & Aszociates, 1957-00
hliszoula CourtBeporers, 1997
Central Mountain Fe porters, 1993-97
Lanna & Marshal, 1990-93
FPeter & Fehman, 1585-20
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Cecelia Jones g

125 Fordham Avenue, San Diego CA 92112
Telephone: (619) 211-1234 | Email: sassylady@email.com

OBJECTIVE: To obtain a position as Customer Service Representative
with a company who will appreciate my skills and help me get promoted

SUMMARY OF QUALIFICATIONS
Over two months experience as a Customer Service Representative. Excellent
communication skills; fluent in both English and Spanish. Ability to obtain strong product
knowledge for use in sales presentations. Know how to use of computerized cash registers
and ordering systems.

WORK EXPERIENCE

Sales Associate, San Diego Art Supply, San Diego, CA 2005- Present
Work closely with artists and hobbyists to meet their supply needs.
Developed a client database to contact customers about upcoming sales events.

Admission Rep/Receptionist, Pacific College, San Diego, CA2002 — 2005
Greeted potential students, answered enroliment questions and assisted them with
applications forms. Promoted to Admissions Representative after 3 months on-the-job.
Walk-About Character, Seaworld Adventure Park, San Diego, CA 2004-2005
Walking around Seaworld to entertain kids and performed skits with other characters.

EDUCATION AND TRAINING

Administrative Assistant Certificate,
Centre City, San Diego College, San Diego, CA 2007
San Diego High School 2005




Do you want to know why resumes fail?
Here are the reasons given in a survey of employers:

No accomplishments (78%)
Negative visual impact (53%])
Poor or no cover letter (40%)

Lack of objective (36%)
Format problems (32%]
Irrelevant data (29%])
Inadequate joh description (12%])
Time gaps unexplained (10%)
Resume too long (10%)



Unconventional format
Wrong format
Lack of skill statements
Lack of examples to prove your skill level
Irrelevant/distracting information
Erors, mispelllings, etc.
Lack of a cover letter to introduce yourself



by Jake Sheridan




National Internship Sites

Internships 4 you: Access quality internship openings worldwide.
InternshipPrograms.com: A national Internship database.

MonsterTrak National Internship Database: A must-see for internships.

Rising Star Internships: A national internship database you can search by area of interest.
InternWeb.com: Complete the free and quick registration process to search the database.
CampusCareerCenter.com: Go to the Intern Zone to search (you'll need to register first).
Backdoor Jobs: Internships and extraordinary experiences.

WetFeet: The internship search engine.

dinternships: Your foot. Their door. Get it in there!

Cool Works: Internships in great places.

The Princeton Review: Search for internships by keyword, location, eligibility, and more.
Studentjobs.gov: Information about internships in the Federal government.



http://www.internships4you.com/
http://internships.wetfeet.com/home.asp
http://www.jobtrak.com/
http://www.rsinternships.com/
http://www.internweb.com/
http://www.campuscareercenter.com/index.asp
http://www.backdoorjobs.com/
http://www.wetfeet.internshipprograms.com/
http://4internships.4anything.com/
http://www.coolworks.com/internships.htm
http://www.princetonreview.com/cte/search/careerSearch.asp
http://www.studentjobs.gov/

International Internship Sites

InternJobs.com: World-wide internships.

InternAbroad.com: Search for paid and volunteer, academic and non-academic internships, as
well as college credit practical training programs around the world.

Internships International: Quality work experiences abroad for college seniors and graduates.
International Opportunities Program: Best bets for internships abroad.

CDS International: information about internship, scholarship, and fellowship programs in a
variety of locations. “Note: see the College of Charleston’s German Department for information
about the Summer Internship in Germany program especially for CofC students!

Global Routes: Three-month teaching internships offered year-round. International Career

Employment Weekly: International internships.
The National Center for International Education: Internships abroad via Missouri Southern State.

\dealist: Internships in thousands of organizations around the world.
Australearn: Internships in Australia.



http://www.internjobs.com/do/where
http://www.internabroad.com/
http://rtpnet.org/~intintl
http://www.cie.uci.edu/iop/internsh.html
http://www.cdsintl.org/
http://www.globalroutes.org/
http://www.mssu.edu/ncie
http://www.idealist.org/travel/html
http://www.australearn.org/programs/internship/intern.htm

delliot@sdccd.edu
cas.sice.edu



