	PROJECT: Internship Internet Search

	INTRODUCTION: 

	You hear the value of internships emphasized over and over, but how do you go about actually getting one? This project leads you through all the steps – finding an appropriate internship on the Internet, researching the organization, applying for the internship, targeting your resume, writing an internship cover letter, preparing for the interview, and writing a thank-you letter to the interviewer. The intention is that you could apply for a real internship as you do this project.  If the time is not right for you to actually apply right now, the project prepares you for your future internship search.

	PROJECT INSTRUCTIONS:

	Part I:  Identifying Internship Possibilities in Your Profession.

For tips on how to act and what to expect from an internship, read the article "Making the Most of Your Internship, from QuintCareers.com.  You are welcome to use a search engine for internships, such as Google, and the career resources on your Career Center web site, to locate a different article if you prefer.  Set up in MS Word document with the title: "Internet Internship".  

Identify Internship Jobs.  Look for an internship for which you want to apply and for which you are qualified on any job board web site. The Career Resources section of your Career Center website has links to many job board websites which lists internships such as:
www.IndianaINTERN.net 

www.CareerPlanit.com
www.monstertrak.com

www.monster.com

www.careeronestop.org
www.ajb.org (America's job bank)
If you cannot find an internship that suits you and are interested in creating your own internship, read the article Creating Your Own Internship, on wetfeet.com.  There are also other articles about internships on other web sites that you can link to from the www.Indianainturn.net web site.  You will find many articles discussing the internship on the various career resources web sites located on your Career Center web site. You are also welcome to build a hypothetical internship that you anticipate becoming available in your community in the near future.  The www.careeronestop.org web site can assist you in creating a job description for an internship.

Internship Job Description.  When you have found the internship for which you want to apply, describe the complete internship (include the title, the organization and the basic description of the posting) into an MS Word document titled: "Internet Internship". The "career tools" portion of www.careeronestop.org can walk you through the process of the writing a job description if you need help but we just need something simple that would include the job title, a job summary, 3-5 specific job duties, and qualifications for the job.
Why This Internship?  In at least one paragraph, explain why you think this internship is a good choice for you. You must include answers to all of these questions: How do your goals, abilities, interests and skills fit the internship and company? What are you hoping to gain from the internship? Do you plan to enhance skills or learn new ones?  What are you doing to learn more about this career field or this particular organization? You only need to write 3-5 paragraphs to address each of these questions.  Please insert these questions and answers into your MS Word document.
Part II: The Application Process
Write a concise but detailed checklist of the application process for this particular internship. Include every detail you will need to know in order to complete the application process. For example: Is there an application form? Should you write a cover letter? What are the deadlines? Who do you contact?  When is it appropriate to contact the employer?  When will they be conducting interviews? If you are writing about a hypothetical internship in your professional field or can I obtain only incomplete information, you may create a hypothetical situation.  Your textbook can help you with the employment process checklist.  The important learning outcome is that you understand the process if you were using the Internet to locate and apply for an internship.  After developing your checklist, insert it into your MS Word document.
Read through the following example of a cover letter.

Return Address 

Date

Recipient’s Address

Dear [Recipient’s Name]:

The first paragraph should indicate your interest and reveal your source of information.

The second paragraph should outline your strongest qualifications – focus on broader occupational and/or organizational dimensions to describe how your qualifications match the work environment.

The third paragraph should do some personal marketing: Convince the employer that you have the personal qualities and motivation to contribute to the organization

The fourth paragraph should suggest an action plan.  Request an interview, and indicate that you will call during a specific time period to discuss interviewing possibilities. 

Finally, express appreciation to the reader for his or her time and consideration (the valediction).
Sincerely,
Name
Write Your Cover Letter.  Write a letter applying for the internship. If the posting specifies not to send a letter, do not, of course, actually send it. For the purposes of completing this project, however, you must write a letter. Address the letter to the particular individual in the organization that your research indicates is appropriate. Include a copy of this one-page internship cover letter in your MS Word document.
If you do not know who is in charge of internships, create a hypothetical contact name and address.  The purpose of this exercise is to involve you directly in doing the specific activity.

The letter must be flawless in spelling, punctuation, grammar, and style.  It may seem unfair that this class project would fail because of a single error, but if you were really applying for an internship, that error could remove you from consideration.  Any professional correspondence with ANY spelling, punctuation, grammatical or typographical errors is NOT passable whether done for a course for a real situation. 
Attach Your Resume.  Since you need to target your resume to this particular job opening, perhaps you should consider revising the career objective section of your resume.  Your resume should confirm that you are extremely well-qualified for this internship. As always, your resume must be flawless.  Include this resume and your MS Word document.
Part III: Organizational Profile 

Your textbook offers many ideas on developing an employer profile prior to your internship or any other type of employment. Figure 19.1, in Chapter 19, should serve as your format for developing your organizational profile.

The learning outcome is to teach you how to approach the topic of preparing for your interviews by creating a resume on the employer before your actual interview.  This research will greatly enhance your ability to create a match between your qualifications and the organization's needs.  Whether for an internship, full-time career position, volunteer assignment, or part-time work job, this approach will assist you in obtaining the job offer.  

You may also find other articles on researching organizations on your Career Center web site. You must research the organization offering the internship.  You have many web related resources that you can use to identify the information that is being requested by the Employer Profile in figure 19.1 in your textbook.
Employer Profile.  Write a profile of the organization that is offering the internship. Include relevant information that you will need for an internship interview with that organization. For example, what are its major products or services? What is the extent of its market—local, nationwide, or international? How long has the organization been in existence? Write a brief description of these items and add any other information that you think may be useful to you in an interview situation with that organization when you may need to answer a question like “What do you know about our organization?”. 
Every organization will expect you to do some research about their organization so you will be in a position to evaluate the job offer if one is extended.  Sharing your interest in the organization confirms to the employer that you are sincerely interested in the organization, perhaps more than other candidates who knew very little about the organization prior to the interview.  
Researching an organization will enhance your competitive position in obtaining the actual internship offer.  After preparing a 1-2 page "Employer Profile", insert it into your MS Word document.
Employer Questions.  Write three questions to ask the interviewer. The questions should be about the organization itself—its services, mission plan, etc. You do not need to write answers to these questions. These should be questions about which you really want answers.  Please insert these three questions into your MS Word document.
Part IV:  Thank You and Follow-Up

Sending a thank-you letter is one of the most important things you can do in your internship search. It demonstrates maturity and the ability to follow through. 

Read about thank-you letters in your textbook, Career Planning Strategies, Chapter 20 on Communicating with Potential Employers.  You will also find examples of thank you letters at the following web sites.

www.Jobweb.com

www.vault.com

www.careerbuilder.com

www.wetfeet.com

Your Thank You Letter.  Like a cover letter, a thank-you letter must be individualized to be effective. Your thank-you letter must be flawless and follow this template:

Thank-You Letter for Job Posting

Return Address 

Date

Recipient’s Address

Dear [Recipient’s Name]:

The first paragraph should express your sincere appreciation.
The second paragraph should reemphasize your qualifications. Draw attention to the good match between your qualifications and the job requirements.

The third paragraph should reiterate your interest in the position.  Use the opportunity to provide or offer supplemental information not previously given.

Finally, restate your appreciation.

Sincerely,
Name

Assume that you have had completed an interview for the internship position and write a thank-you letter to the interviewer. The thank-you letter should be one-page only.  Put this internship interview thank you letter into your MS Word document.

The letter must be flawless in spelling, punctuation, grammar, and style.  A professional employment letter with ANY spelling, punctuation, grammatical or typographical errors is NOT passable, either in the professional world or in this class. 

Tip:  If you do complete an actual interview, be sure to send a thank-you letter within 24 hours. 


	Turn In:

	· Identify Internship Possibilities Using the Web

· Write an Internship Job Description

· Write an Internship Process Checklist

· Write Your Cover Letter

· Attach Your Internship Resume

· Develop an Employer Profile

· Prepare Some Employer Questions
       Write an Internship Interview Thank You Letter
       Resume differences for one country
· Cultural differences for same country


