Finding Your Internship: three-step process
Determine Your Internship Goals

Reflect on the following questions in terms of determining your internship goals 

· What are your specific career interests? 
An internship might assist you in defining your career goals, for example if you are majoring in history and considering a political career you might seek out an internship with a local or state politician. 

· Why do you want an internship-and what do you hope to gain from it? 
You might have multiple reasons including learning new skills, gaining networking connections, adding work experience to your resume, and/or an entry point that you hope leads to a full-time position with the employers when you graduate. 

· What type of organization are you interested in? 
Issues to consider might be size, ownership, corporate culture, location, and/or whatever else matters to you. 

· What occupational area would be best for your needs? 
You may know what you want to do but you might still be uncertain about the type of occupation that best suits you. If you are a natural salesperson you could work in many fields but remember retail sales is quite different from selling insurance. 

· Where do you want to have your internship? 
During the regular semester you will probably need an internship close to the college campus but during Christmas Break or Summer Break you might want an internship close to your home to save on expenses or in a location where you hope to find a full-time job once you graduate-you might even like to find an internship in a place where you never lived before. 

· Will you consider both paid and unpaid internships? 
Some internships are paid and some are not, especially in certain occupational areas. You need to decide whether you can afford to get paid during your internship and if you will need to find a paying job as well. 

· Do you want college credit for the internship? 
St. Norbert College offers an internship course (494) or an internship independent study course (490) in some disciplines. You must speak with your academic advisor, meet with the faculty member who will be instructing this course, and register for this course.

Prepare/Polish Your Internship/Job Search Skills

There is much competition for internships. It is very important for you to have well developed internship/job search skills. 

 Take the time to prepare and/or polish these skills: 

· Resume preparation 

· Cover letter writing 

· Portfolio development 

· Networking 

· Internship/job search strategies 

· Interviewing. 

Remember, the professional staff in the Career Services Office can help you prepare and/or polish any or all of these skills either in a workshop or on an individualized basis.  

Find/Track Down Internship Sources

Where do you find internships? Try these resources: 

 Career Services Office. Openings from employers can be found in the "Student" area under Internships, than Internship Listings on the Career Services Office web site (www.snc.edu/career) and in posting binders by occupational area in the Office (John Minahan Science Building 106 - JMS106). Links to postings can be found in the Internship area of the web site under Web Internship Resources. Consider participating in the Internship Resume Referral Program wherein you give permission, via a completed form, to the Career Services Staff to fax or email your resume out to employers who post positions with them. You will in turn be contacted by email when this occurs. The Career Services Office also maintains a library of current books and periodicals that can assist you in your search. 

 CSPN. Features professionals, including alumni, who provide the Career Services Office with internship referral resources. Further information about CSPN can be found in the Professional Partner area of the Career Services Office web site. 

 Faculty. Often times faculty members are contacted directly by employers. Check with your academic advisor and the faculty of your major discipline to see if they have any suggestions. 

 Networking Sources. Do some informational interviewing with people who are in occupations that you might aspire to be in after graduation from college. Ask them how they prepared for their job, what they like about it, what they do not like about it, and any advice they might have for you. Provide them with several copies of your resume and ask them to share with colleagues your desire to intern in their occupational area. Tell everyone you know that you are looking for an internship-your friends (at school and at home), your family friends, your professors, past employers, and alumni. 

 Internship and Career Fairs. St. Norbert College will be having a Career Exploration Day Fair on November 6, 2003, make sure you attend. In February 2004 the Career Services Office will host a Full-Time Job and Internship Fair on campus.  The private colleges and universities in Wisconsin will be hosting Workforce 2004 at Marquette University in Milwaukee on February 12, 2004, another must do. If you are looking for internships in a different geographic location, go to fairs there and network with the recruiters. Remember, many organizations have multiple offices. 

 Company Web sites. If you have identified specific companies where you would like to intern you could go the company website and check out the career section. 

 Cold Contact. If none of these other internship sources work for you or if you have a specific location targeted consider using the cold call method. Identify a list of companies and write them asking for an internship. You might want to describe this position as an internship/learning experience as some employers are not familiar with the term. For a list of companies in a specific location contact the chamber of commerce in that area-this can often be done over the Internet. 

 You must follow-up with each company you have contacted, not on a daily basis, but be persistent. After your initial contact place a phone call.  Follow-up an interview with a thank you note and follow-up the thank you note with a phone call. 

