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A Résumé

...is a brief summary of your 

background, qualifications, 

and employment record” &

a marketing tool to get you

an interview



An Interview

…gets you the job…

closes the deal…

hopefuly keeps you in

the running!



An Internship

…is a short-term, practical 

workplace experience with 

potential for

loooooong-lasting results



An Internship



In·tern·ship [in-turn-ship]  

–noun 

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.

Internship Definition



Who

Students: Formal

Career Changers: Informal

Continuing Education Students: Hybrid



What
50-250 hours

No shorter than 6 weeks

No longer than 3 months

No less than 2 days a week

No shorter than 4 hours a day

Paid / Non-paid



Where

Possibly anyplace and anywhere…

Private businesses…

Non-profits…

Government entities and agencies…

Educational institutions…



Where to Find 

craigslist.org

intern websites

job fairs

networking events

all job banks

professional associations

friends, family, co-workers, fellow students



Why
To gain experience

To network

Discover more about job

Hone your job search skills

Gain job search advantage

Gain self-confidence

Expand skills to work in a diverse workplace

Discover your strengths and weaknesses

Gain motivation to learn more

Obtain a good reference



We retain 10% of what we hear

…15% of what we see

…20% of what we see and hear

…40% of what we discuss

…80% of what we do/experience

Why…because



1. Preparation

2. Presentation

3. Follow-through

Getting Ready…



Write resume

Create business card

Identify internship sites

Research companies

Develop questions

Write “personal pitch”

Preparation



Presentation

Job-related HARD skills

Self-management SOFT skills

Transferable PORTABLE skills



Do you fit in: Appearance

Can you do the job: Skills

Can you be counted on: Reliability

Presentation



Got the Internship?
Ask for a job description

Know you supervisor

Be friendly with everyone

Maintain clear communication

Ask about expectations…

When to report for work

Dress code

Phone/internet use

Office/corporate cultural/protocol

…and don’t ask the same question twice!



Follow-through?
Thank everyone verbally and in writing

Leave your workspace as you found it

Leave contact info

Ask for a letter of reference

Keep in touch

Debrief with your instructor/fellow students







Cecelia Jones

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 enrollment 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 (55%) 

Poor or no cover letter (40%) 

Lack of objective (36%) 

Format problems (32%) 

Irrelevant data (29%) 

Inadequate job description (12%) 

Time gaps unexplained (10%) 

Resume too long (10%)



Here are the reasons I think resume fail:

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





Resources
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. 

4internships: 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/


Resources
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. 

Idealist: 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
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