We want you to have a great senior internship!

Finding and Applying for an INTERNSHIP



Finding Internship Opportunities

1.   Meet with your faculty advisor. 

Start with your faculty advisor. Since they know your abilities and interests, and have experience with internship sites, they will be able to advise you about internships that will be a good match for you. 

2. Explore the Career Services & Experiential Learning (Career Services) website for a list of possible internships see: (www.pmc.edu/career-services) 

· Click on the Internship Program tab (right side of the screen).  A variety of organizations and businesses which may have internships are listed under each major. This is not a comprehensive list -only a starting point. Organizations where PMC students have interned are marked with an asterisk (*), and each listing is linked to that organization’s internship or volunteer page. Having no internships listed on a website, does not mean the organization will not work with interns. Find a contact number, such as the Human Resources Department, where you can ask about internships.

· Use the search engines that are listed such as, Idealist and Indeed.

3.   Know the organization. Who? What? Why? Where? How? 

Research the organization: What is the mission? Who are the clients or patrons? Read the web site in detail. If possible, talk to a PMC student who has interned there. This information will help you to decide if this is the kind of organization you want for an internship and to be well-prepared for an interview.

Preparing Your Materials

1. Resume and Cover Letter

	Instructions for resumes and cover letters is on the Career Services website under “Tools and Resources”. Do 	not use a resume template from the internet since they can be very difficult when making revising. After you 	have a draft of your resume and/or cover letter, email them to Career Services for review.
	
2. List of References

References are people who a prospective employer can contact to ask about your skills, knowledge, character, and personality. Professional references know about your employment or academic experiences and abilities; personal references can speak to your character. Always get permission to use a person as a reference. Three references is the standard number that employers will ask for. References are listed on a separate document titled “References for__________ (your name).  

List references alphabetically with the following information:
	First Name Last Name, Title
	Place of Work
	Work Address
	Work City, State, Zip Code
	Phone Number	Email Address
	Short description of how this person knows you.





Submitting Application Materials

Most organizations request that application materials be submitted online; be sure to follow the specific instructions. If submitting online, a cover letter is sometimes not required; in this case, submit your resume as an attachment to an email which should include the following: 
· Address the email to a specific person if you have a name. 
· Introduce yourself, state your year at PMC, and your major.
· State that you are interested in - give the title of the internship- and how you heard about the internship. 
· Give a couple of examples of your work experience.
· Write two-three sentences about your skills.
· Provide your phone/email information and say that you look forward to an opportunity to meet. 
· Attach your resume and any other materials the organization asks for. Make sure that your attachments have your last name in the title of the attachment. 

4. Follow-up on your application.

If you have not received a response within two weeks from the date you sent your materials, contact the organization by email or telephone only to ask if your cover letter and resume were received. If not, ask if you can send them again. If they were received, you can ask about their timeline for interviewing.

5. Prepare for interviews.

	Know about the organization, about yourself, and how you will respond to interview questions. Rehearse by 	writing your answers to possible interview questions; this will help you to identify the points that you want to 	make in an interview, and the process of writing will help you to remember how you want to respond.

8. Send a thank you note.

Send a thank you note after your interview. If you are still interested in the internship include: your thanks for the interview; one or two sentences summarizing what you offer the organization; and that the internship will be a great learning opportunity for you. If you are no longer interested, express your appreciation for the interview, but also state that the internship is not the right match. 

	9.    Accepting an Offer

A thank you note is a professional gesture. If you offered an internship, express your thanks even if you do not accept. If you turn down an internship, have a good reason such as, you have accepted another internship, or that it is not a good match. If you accept an offer, express your thanks and that you are eager to start. 

Internship Documents

The documents that need to complete are on the Career Center webpage: http://www.pmc.edu/internship-information.

1) Student Documents
a. Internship Contract. The faculty sponsor will explain the Internship Contract. Completed contracts should be submitted to the faculty sponsor.

b. Student Evaluation of Internship Site: Return to the Career Services & Experiential Learning Center. 

2) Site Supervisor Documents
a. Site Supervisor Evaluation of Intern:  Return to the internship faculty sponsor.
b. Site Supervisor Program Evaluation: Return to the Career Services & Experiential Learning Center.


Contact Linda Walden, Director of Career Services & Experiential Learning at x7154 or waldenlinda@pmc.edu with any questions.

