Internships

A Taste of the Future

What is an Internship?

Aninternshipisashort work experienceinaparticular field or job, under the
guidanceof anemployer. Internshipscan comein many different forms, ranging
inlength, tasksand fields. You can create auniquework experiencetofit your
varying needsand interests. It'snever too lateto participatein aninternship,
S0 no matter what your age, takethefirst step towardsyour future. Internships
alow youto exploremany fieldswhilebuilding your résuméand networking ¢
with colleaguesand supervisors.

Why Intern?

Explor e—Internships provide an opportunity to Learn Practical Skills — Confused about what

explorefidldsand jobsof interest. Don't get stuck professond attireis?Inaninternshipyou can practice

inacareer that doesn’tfit you; try it out first. perfecting your dressing kills, your officemannersand
your ability to balance work and personal

Build Your Résumé—Experienceiskey to strong respongbilities.

résumes. Internshipsallow youto gain experience

before entering thejob market. Say Competitive—25% of new full-timeworkers
inthe USwererecruited from internship programs.

Networ k —Relationships|ead to opportunities. By M ore and more companies are using internshipsto

interning you can meet and connect withindividuas find futureemployees.

inyour field.

Apply Your Skills— Aninternship allowsyouto
use the skills you've gained in a real world Put yourself in a
experience. Gain confidenceinyour abilitiesand

learnwhat you canimprove. position to be noticed!
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Three Steps to Finding an Internship

1. Determine your interests and goals

Thefirg geptofindingtheright internshipistoidentify
your interestsand expectations. Feel freeto explore
and experiment; you never know what you may find.

Usethese questionsand othersto help you determine

what your internship expectationsare:

» What careersam |l interested in?

» What type of work environment best suitsme?
* Dol needapaidinternship?

» What locationwould | prefer towork in?

» Whatismy availability?

» What can| offer an organization?
» What skillsdo | want togain?

2. Research

After figuring out what your interestsare, find out more

about available opportunities.

Internet Resour ces— There are several websites
that allow you to designyour own internship search:

Y8 wwwi.idedist.org

Y8 www.craigdis.com
“B www.rsinternships.com
“B www.internjobs.com

School Resources — Most colleges, community
collegesand universitiesal so have an online career

center with resourcesto find internships.

Book Resources —
* The Best 109 Internships
by Mark Oldman and Samer Hamadeh
* Vault Guide to Top Internships
by Samer Hamadeh

Per sonal Resour ces—Tak with counsdlors, friends,
family and teachers about contactsin your field of
interest.Cdl, e-mail or writeindividuasinyour field
to ask for advice on how to get asimilar job and if
they know of any opportunitiesfor internshipsand
observing experiences. You never know what may

becomeavailableafter asking.
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Organizational Resources - Find
organizations, bus nessesand other employersthat
match your interests by searching for non-
governmental organizations, corporations,
government organizations, and businesses. Even
if they don’t offer aformal internship, making
contact could lead to opportunities.

3. Apply

You’ve found several organizations and
opportunitiesthat interest you...Now it'stimeto
sendinyour gpplication.

Inyour gpplicationinclude:

A Résumé — See the Women Work! Writing
Your Résumeé tipsheet for advice on creating a
professiond résumé.

An Individualized Cover Letter — See the

Women Work! Writing a Cover Letter tipsheet
for adviceonwriting adistinctive cover |l etter.

Writing Samples-Searchfor short, well-written
piecesor excerpt alonger work. Makesureitis
thetypeof writing you' || need to do onthejob.

References and Recommendations —
Recommendationsfrom previous employersor
other individuals who can speak to your work
performance are preferred. Speak to teachers,
past employersor supervisorsand friends. Be
sureto ask if they arewilling to give apositive
recommendation.

Find help putting together these
materials at www.womenwork.org

Some employersmay require aninterview. See
theWomen Work! Job Interview tipsheet for tips
on how to preparefor your interview.

Follow up after submitting an applicationto show
how interested and enthusiastic you areabout their
organization and future opportunities.

Always apply to more than one internship to
give yourself options and backups.
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Got the Internship. Now What?

You' vebeen offered aninternship position, what now?
Before accepting the offer, make sure it fits your
interestsand gods. Firg, find answersto thefollowing:

Doestheinternship pay?

What type of work will you be doing?
Doestheinternship fit your goals?
Doesthework environment match your work

syle?
Areyou capable of doing thework expected?

If the internship is unpaid, look for grants and
fellowships. Many programsand organizationshave
fundsto help pay for interns.

Clarify your start date, the time, the organization’s
address and to whom you should report. You don’'t
want to belate onyour first day!
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During the Internship:

BeProfessional —Practiceyour professional behavior,
wear the appropriate attire, be on time and meet your
deadlines.

Take Initiative — Once you are comfortable, be
proactive. Offer suggestionsfor tasksyouwould liketo
completeand initiate conversationswith supervisorsand
co-workers. Usethisopportunity to ask questions about
variousjobsand learn more about your career interest.

Be Enthusiastic—Despite uninteresting tasks, keep a
positive attitude. Use the time to observe the type of
jobsyouwouldliketo haveinthefuture.

Check-1nwith Super visor s—Usethisasan opportunity
to learn what areas you can improve upon. Ask your
supervisor for feedback or evauations.

Observe—If thereare projectsor meetingsyou can't
help with, but would liketo observe, ask.

After thelnternship:

Reflect on your experiences—Review what you have
learned and think about whether thiscareer matchesyour
work styleand goals.

Follow Up — Send thank you notes and ask your
supervisorsfor recommendationsor references.

K eep in touch —You never know when ajob prospect
may come up at the place you interned or at another
organization with whichyour supervisorsnetwork.

Not sure if an internship is right for you?
Check out theWomen Wor k! Apprenticeships
tipsheet tolearn of other work and lear ning
oppor tunities. All of Women Work!’stipsheets
areavailableat www.womenwork.org.
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