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Internships
May your choices reflect your hopes, not your fears. – Nelson Mandela
Say it any way you want. Being purposeful about what you want to accomplish is an important first step
in planning for a successful internship. For many students, an internship is often the first step into the
professional world. A step which can feel both daunting and scary for a number of reasons; however, to
not make the time or effort to secure an internship (even if it is not required of your major) due to the
nerves you may be encountering is shortchanging yourself and your future. Make the choice to start
somewhere, and take charge of your future by creating your own opportunities. Perhaps an internship
experience will solidify your career plans – on the other hand, however, the experience may help you to
realize that a change in direction is a better next step. An internship is an important way to ensure that
you are able to do what you love, and love what you do.
One thing is for certain: you don’t want to look back on your time in college and know you could have
done more – that is, more of the work and engagement necessary to gain relevant experience in your
field of interest. Internships are a valuable part of the career exploration process (many employers
consider them to be vital) in which you can receive training, gain experience, and develop a better
understanding of what is needed to prepare for and succeed in a particular profession. An internship can
vary in the hours, duration, and of course, overall work. Considered a form of experiential education,
internship are just that – learning by doing.
Most important qualities considered by employers when hiring an intern:
 Interview Performance
 Academic Performance
 Relevant Experience
 References
 Strong Resume/Cover Letter
Paid vs. Unpaid
Are all internships unpaid? No! While many organizations believe that the experience gained through the
internship is compensation enough, other organizations offer competitive wages and professional development
opportunities for their interns.
Three types of internships:
 Academic Internships - These are internships that allow you to gain academic credit for your
experience. Students interested in receiving academic credit for their internship must meet with their
faculty advisor to establish the specific criterion that must be met. An academic internship may be paid
or unpaid.
 Paid Internships - A paid internship will offer you monetary compensation for your work as an intern.
Students completing a paid internship will receive compensation in the form of a stipend (usually a lump
sum paid out over the course of the internship) or an hourly rate. Be aware that there are alternative
forms of compensation such as reimbursement for travel, housing and/or other living expenses. Some
employers, based on their size and status, may be mandated to offer compensation in some form, or at
the very least, more aware of the expectations students have to be compensated.
 Unpaid Internships - Unpaid internships are no different from any other internship except there is no
monetary compensation. Your willingness to complete unpaid internships show your excitement and
commitment to the field.
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The Benefits of an Internship and Related Experience
You may be just as qualified as the next person, but there IS one thing you don't have: experience. And the catch
is: you need experience to get experience. Employers are seeking candidates with intellect and talent, but they
are also hiring with the intention of having a fairly good understanding of how an individual will operate in the
workplace. That's why employers hire graduates who have gained experience through internships, volunteer
experiences, and related summer and part-time jobs.
Work-related experience is an essential part of your career development. Employers like to hire graduates who
not only have the necessary educational background in their field of study, but also have experience applying
that knowledge to real life situations.

How will completing an internship for credit help me?
1.
2.
3.
4.
5.
6.
7.

Accountability – many sites require academic accountability
Think about and develop personal and professional skills
Protect yourself legally
Open doors to graduate school by having an internship recorded on your transcript
Develop a web or e-portfolio in many cases with the opportunity to highlight specific examples of projects and
tasks, which highlights your self-directed learning ability
Process opportunities and challenges with peers and faculty
Faculty advisor is available to assist you through any challenges and provide you with guidance and time for
reflection

At LVC, internships may be completed in one of two ways: for credit or not-for-credit. Each of these
opportunities takes place in the work environment and provides valuable hands-on experience. The eligibility
and application processes are outlined below.

Credit-Based Internships

Not-for-Credit Internships

Student initiates process with academic department.
May be required or voluntary depending on the academic
department.
Internship and learning goals are approved and monitored by
a LVC faculty member and registration in an internship type
course is required.
Eligibility varies with each major/academic department and
may be determined by class standing, GPA and other factors.
Check with your academic department or faculty advisor for
specific requirements.
May be completed in fall, spring, or summer depending on
academic department policies.
Is documented on official transcript and should be noted on
student's resume.
Student initiates process with employer.
Always voluntary.
Internship and learning goals are arranged through
agreement between the student and the employer. No credit
is earned and the university does not monitor the internship.
Students who have skills to offer an employer may seek
internships at any time from freshman through senior year. In
some cases, students may opt for a post-graduation
internship to gain additional experience.
May be completed in fall, spring, or summer depending on
the employer's needs.
Should be noted on student's resume. There is no notation on
the student's official transcript.
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Transform Yourself through Experience
Personal, Professional, & Social Development
Ask yourself some questions…
What are the skills and knowledge I have to offer an employer?
The first step in securing an internship is determining what workplace skills and knowledge you have to offer
an employer. Understanding your unique strengths and qualifications will help you to prepare an effective
resume and cover letter and prepare for an interview.




Transferable skills are talents that you acquired through your coursework, campus activities,
employment, volunteer work and leisure time activities. These talents can translate into marketable
qualifications for an internship. Remember, you can continue to develop transferable skills through
participation in other experience building activities. Examples include:

learn quickly

speak/read another language

get along well with others/team player

web design/software expertise

write well

critical and analytical skills developed
while writing research papers

public speaking
Career assessments are another way for you to understand your values, interests, personality, skills, and
strengths.

What do you hope to gain from the experience?
Determine what you want to learn and what experience you want to gain through an internship. For
some students, this means working close to a professional who is performing the work they would like
to do or working in an organization or environment in which they would like to work in the future. Either
way, you need to think about the type of experience you would like to have.
What are my career objectives? What do I want to achieve?
 How will this internship help me further those goals?
 What skills or knowledge do I want to gain?
 How do I want to use my time?
 What types of tasks and projects am I eager to take on?
 Talk with your faculty advisor or meet with a staff member in the Edward and Lynn Breen Center for
Graduate Success to help you clarify the type of experience you would like to have.
What are my internship goals?
 Would this enhance my resume?
 What connections do I want to make?
 What questions to I want to ask?





What input am I seeking?
Will this allow me to test interests?
Do I want to enhance my marketability?

Your goals may fall under one or more of the following categories:
 Academic learning – apply knowledge learned in the classroom;
 Career development – learn about qualifications/duties and explore interest in a career field;
 Skill development – gain awareness of and develop skills and competencies required
 Personal development – increase confidence and self-esteem. (from the National Society of Experiential
Education)
Am I aware of the types of experiential learning opportunities that are required and/or beneficial for my specific
major/career interests?
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Talk with your advisor and other professors in your major as well as a career counselor
Research your professional organizations and associations: www.weddles.com
Conduct Informational Interviews with people in your field
Visit our website: lvc.edu/career-development for opportunities listed in our job and internship
database, Handshake

What kind of experience am I seeking?
 Do I want to explore/test a career field?
 What kind of skills do I want to acquire?
 What kind of experience would interest
me?




What kind of experience will strengthen my
candidacy?
What kind of organization/environment
would I like to explore?

What do I absolutely need and want in an internship?
 Can I afford to do an unpaid internship? Combining an unpaid internship with a summer job may be an
option for getting experience and earning money. If you are initiating your own unpaid internship, it
would be helpful for your sponsoring organization to be aware of the Fair Labor Standards Act.
 Do I have geographic limitations?
 Do I need to take an internship for credit? Some employers require students to receive credit. You will
need to plan and allow time to put the pieces together. You must make arrangements with a faculty
member in your academic department in advance of doing an internship to identify options for receiving
credit.

Where do I look?
Breen Center for Graduate Success
 Breen Center website: Read the general information and tips and check out the links and on-line
resources available in the Internship section of the Undergraduate and Graduate student sections.
Handshake
 All matriculated (undergraduate and graduate) students have unrestricted access to the site which lists
hundreds of internship and job postings. Access Handshake from the Breen Center website, the app on
your mobile device, or through MyLVC. Handshake is the primary online resource for preparing and
connecting students and alumni with employers. In addition to accessing job and internship postings,
students can find employer profiles, career resources and information about internship and job fairs,
events and workshops.
Networking
 Many jobs and internships (as many as 60% by some counts!) are found through networking so it is
important to utilize this technique in your internship search. Begin by making a list of the people you
know – friends, family, professors, supervisors, etc. Do any of them work in your field of interest? If so,
contact them. If not, ask if they know anyone who does. Use these individuals to learn about career
fields, expand your professional network, and/or improve your internship search. Utilize all your
contacts by informing them of your desire to intern, about your career goals and interests, as well as
reminding them of your skills and experience. Contact everyone: past teachers, family, friends, faculty,
supervisors and classmates. Interact face-to-face, over the phone, or through social media. Remember
to monitor how you present yourself digitally; clean up all your photos, postings, and online profiles to
reflect a professional image.
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LinkedIn
 Lebanon Valley College Students and Alumni search feature. Identify alumni with whom you can connect
by employer, geographic region, or industry.
 Lebanon Valley College Professional Network. Join this group on LinkedIn to tap an expansive group of
LVC alumni for networking.
Academic Departments
 Many departments at LVC will give credit for internships. Speak with a faculty member and check
bulletin boards and homepages of departments for other opportunities.
Professional Associations
 http://www.weddles.com
Internet Search Engines
 Surf the web for internship information. Simply typing “internship opportunities” into a search engine
can provide a number of leads. Also, visit the websites of organizations in which you have an interest as
many provide information on internships as well as job listings. If an organization does not have an
internship program, you can still ask them about doing an internship. Try google.com or bing.com.
Example Search: “Graphic Design Internship, Harrisburg, PA”
 Employer Websites - If you know where you want to intern, review the employer's website, particularly
the "Careers" or "Employment" pages to determine if the organization already has an internship
program. If not, consider contacting the human resources department or hiring manager to inquire if
they would consider hosting an intern. Be sure to communicate your skills, how you can contribute to
their organization, and how working with them would relate to your career interests.
Internship & Job Fairs
 Internship and Job Fairs are your chance to shake hands, get your resume out and converse with
employers. Click here for more information on internships and job fairs hosted both on and off campus.
State and Federal Government Internships
 http://www.scsc.pa.gov/Job-Seekers/Pages/default.aspx
 usajobs.gov
Business Journal in the Region
 Central Penn Business Journal (copies available in the Breen Center)
Non-profit organizations
 Accord Network (http://www.accordnetwork.org/)
 www.idealist.org
 Non-profit career network
 https://oneworld.org/jobs
Chamber of Commerce
 Utilizing Chamber of Commerce websites is a great way to learn more about employers in a particular
geographic area that relate to your career interests. While all chamber of commerce sites differ in their
layout, look for links to a "Membership Directory" or "Business Directory", then search by business type
or category to identify employers in your field of interest. Links to chamber sites in other regions can be
located by performing an online search.
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Steps: Find website; look for online member directory: some chambers will list members by employment
categories; from there, follow links to their websites

Chambers in Pennsylvania area and beyond.
 Lebanon Valley Chamber of Commerce, Harrisburg Chamber of Commerce, Reading Chamber of
Commerce, Lehigh Valley Chamber of Commerce, Lancaster Chamber of Commerce, West Shore
Chamber of Commerce, Greater Philadelphia Chamber of Commerce, PA Chamber of Commerce
There are many resources for finding internship opportunities. Remember that networking (talking to others
about your interests and qualifications) is by far the best method for learning about and securing internship
experiences.
NOTE: You may choose a company that is new to internships and you may be their first intern. You may even
suggest ways that an intern might benefit them. With permission, the Breen Center suggests using a free helpful
guide for employers developed by Messiah College ‐ Starting and Maintaining an Internship Program.

BEST PRACTICES TO SECURE AN INTERNSHIP
1. Tailor your resume. Understand the employees each company is seeking and adjust your resume to highlight
relevant experience with them in mind.
2. Learn from others all the time. What are successful students doing in your major? What about alumni? How
do they go about their work?
3. Ask someone to lunch. Take a chance. Email or call someone employed at the company you are hoping to
work for). Buy them lunch, and ask them about what they do.
4. Attend conferences and networking events. Make valuable connections. “Show up and have something to
show.”
5. Start the search process 9-12 months in advance. Be prepared. Many companies (particularly larger
companies) start their summer recruiting cycle at the beginning of the academic year.
6. Set useful goals. Use “SMART” goals to deliberately set and actively practice goals to keep you moving
forward.
7. Travel to a new country. Aside from the fact that you’ll have an unforgettable, irreplaceable experience, you
will also return with the things employers and interviewers love – new perspective, an adventurous spirit,
courage to try different things, and stories to make you interesting in an interview.
8. Conduct practice, or mock interviews. Offered in person by Breen Center staff or online through Big
Interview. Practice the art of making meaning of your experiences.
9. Take a speech or writing class. Communication skills are among the top desired by employers in any industry
– do yourself a favor and take a class (or two!) that will help you work on yours.
10. Use your down time wisely. If you find yourself with extra time, whether it be 5 minutes or 25 minutes – use
it well. Read a book, update your profile on Handshake, make revisions to your resume, or follow a new
company on Twitter.
11. Utilize your e-portfolio, or create a “brag” folder. Any awards you have been awarded throughout your time
in college? Cover letters, personal statements, resumes utilized? Keep track of them.
12. Adhere to the “fan first” mentality. Is there someone successful with whom you hope to connect? Applaud
their accomplishments, share their work, and build them up first – ask to connect later.
13. “Always be shopping”. Waiting idly for someone to offer you the chance to gain experience? Don’t. Go build
stuff and set yourself up to experience new things to gain it on your own.
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Putting it all together…
Sample Timeline for a Summer Internship Search.



September:





Draft a resume and cover letter and get
them reviewed at the Breen Center during
walk-in advising hours.
Attend Fall Job & Internship Fairs
Participate in a mock interview
Network with organizations




Attend employer information sessions and
tables (posted on Handshake)
Send an application to those internship
programs with early deadlines
Begin talking to friends and family to
network your way into an organization.

January/February:


October:






Attend career-related workshops offered
through the Breen Center
Look through the internship resources in
the Breen Center
Complete/update your Handshake profile
and check internship postings
Attend employer information sessions
(posted on Handshake)
Meet with a career counselor in the Breen
Center to discuss internship options and
resources.








March:

November/December:





Update your resume with new information;
have document reviewed in the Breen
Center
Attend career-related programs
Prepare for and attend any on and off
campus internship and job fairs
Update your Handshake profile and check
internship postings
Attend employer information sessions
(posted on Handshake)
Conduct a mock interview if you did not do
so in the Fall

Set up informational interviews during
winter break
Attend career-related programs
Review internship postings in Handshake





Attend career-related programs
Apply for summer internships/interview for
positions
Write thank-you letters for ALL interviews

Practice without pressure using…

Visit https://lvc.biginterview.com/ to create
an account. Practice as often as you wish,
and watch the recording to self-assess or
invite Breen Center staff to provide
feedback.
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The Process, Step by Step
Assess yourself.







Personal Interests – What do you enjoy doing?
Academic Interests – What do you most want to learn?
Career Goals – Where do you see yourself in 1 year? 5 years?
Work Values – What rewards do you seek? Are there any particular causes for which you advocate?
Skills & Abilities – What do you have to offer?
What are your personal criteria for an internship?
o Geographic Location
o Duration
o Monetary Compensation
o Academic Credit

Gather information and make initial contacts.
Consider potential resources:
 Internship Directories and Guidebooks
 Department/Campus Bulletin Boards
 Academic Departments/Advisors
 Breen Center’s Handshake Platform
 Fellow Students & Previous Interns







Professional Associations
Community Agencies
Public Officials
Online Resources
Your Own Network

Narrow it down.





Develop a manageable list (10-15 possible companies/areas of interest) and prioritize.
Consider your prioritized list, taking in mind your self-assessment answers
Clarify: Do you meet the organization’s requirements? Does the organization or employer meet the
College or academic department’s requirements for credit?
Track application deadlines – stay mindful as you prioritize your options.

For each remaining organization on your list, consider the following:
Organization
Availability
Job Description
Requirements
Hours

Application Procedures
Academic Credit

Compensation

Mission? Goals? Latest News/Mergers/Acquisitions?
Previous experience with hosting internships? When
are internships available each year?
What do interns do? Projects worked on? Is supervision
provided?
Requirements desired/required? Clearances required?
Take note.
How many hours do they hope an intern will work per
week compared to what you have planned or need to
fulfill credit requirements? Take a close look at your
course schedule as well as other commitments.
Materials required? Deadlines?
Will they work with the college/academic department
requirements? Check with your advisor or the
internship supervisor for your academic department.
Exercise caution when/if you ask about this.
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Contact the employer – officially!





It is important to be prepared – with preparation comes poise and confidence. Keep in mind that
your conversation should be direct and to the point.
When you reach out to an employer, recognize that you could very well end up speaking with the
Internship Coordinator as early as your first phone call. First impressions count!
o The intern coordinator may want to interview you on the phone during this first
conversation. Be ready to describe briefly who you are, your goals, and why you're
interested in the organization.
o “Hello, (Name of person). My name is ______ and I am a Junior/Senior at Lebanon Valley
College majoring in ______. I am interested in (area of interest) and understand that (Name
of organization) provides internships in this field."
Possible Telephone Scripts
o (If you have a contact name) "Hello, my name is ______. Is ______ still the person in your
office who handles the student intern program?"
o (If you don't have a contact name) "Hello, my name is ______. May I please speak with the
person who coordinates your internships?”

Send your credentials.








Create/update your resume and cover letter.
o Create or update your resume and write a targeted cover letter for your internship search. Be
sure to mention your transferable skills. Review the Resumes, Cover, Letters, and Other
Correspondence Guidebook for information on creating an effective resume. You can find a
sample internship resume and cover letter toward the end of this Guidebook. Review your
resume with staff member in the Breen Center.
Secure References/Letters of Recommendation.
Secure references for your internship search.
o Most employers will request that you provide contact information for several individuals who will
provide recommendations for you. These individuals should be able to speak positively about
your qualifications and attributes that you will bring to the workplace. Professors and supervisors
of current or past employment or volunteer work typically can speak best to these qualifications.
Before you can list an individual as a reference, you must get expressed permission from the
individual.
Organize writing samples.
Organize transcripts and other materials.

Wait for a response – develop a plan for follow up.






Be prepared to wait at least five days for a response. If you don’t hear anything after that amount of
time, you can follow up. Be polite.
Ask if the organization received the materials you submitted or if they have any questions.
Ask where they stand in the decision making process.
Clarify whether or not they need any more information from you.
Thank them for their time.

Interview.
• Treat the interview the same way you would for an entry-level job.




Prepare with a mock interview with a Breen Center staff member or through Big Interview.
Follow up with a thank you note.
See our Interviewing Guidebook for additional help and a sample list of questions!
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Prepare for Interviewing:
 Interviewing well is an essential component to making a good impression and securing an
internship. It is a chance for both you and the employer to determine whether this position is a good
fit. Practice by scheduling a mock interview with a career coach or practice on your own with Big
Interview. Remember that the more you prepare and practice, the more confident and successful
you will be.
 Refer to page 19 for sample questions to ask during the Interview.
 Online Interview Practice - Using a webcam and microphone, you can practice interviewing online,
record your practice interview and submit it to the Breen Center for review and feedback through
Big Interview. Please keep in mind that the turnaround time for this service varies throughout the
semester. Click here to log-in to Big Interview.
 Face-to-Face Interview Practice – Schedule an appointment for a mock interview with a Breen
Center staff member.

Evaluate offers & make decisions.
Hopefully, with a well-executed internship search, you will have an offer or two from prospective employers.
Thoughtfully consider each offer in terms of your career goals and learning outcomes:
 Which organization fits your personal interests/needs the best?
o Are your abilities suited to the organization?
 How well does the project/assignment relate to your career and academic goals?
 Do the co-workers and supervisor appear to be enthusiastic and supportive toward interns?
 Does the general work atmosphere (employee morale, dress) appeal to you?
 How much responsibility will you have?
 Will the internship offer valuable experience?
 If you are earning credit for your internship be sure to discuss your options with your advisor or
departmental internship coordinator.

When you accept, confirm the following details in writing:





Insurance and liability coverage
Site supervisor information (include
contact information)
Work schedule
Academic requirements







Job description
Parking
Appropriate attire
Compensation (if any)
Things to know for your 1st day

Explore Academic Credit Options.



•

Check in with your academic department to update them on your progress.
Get acquainted with the faculty advisor who will oversee your credit arrangement.
Find out what documentation/requirements you need to make the credit arrangements.
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Making the Most of Your Internship Experience
Now that you have an internship, you want to make the most of it. For many students an internship is
their first experience working in a professional setting. Observing and learning the corporate culture is
all part of the experience.
Attire is an essential element and will impact the way you will be viewed in your position. Organization
dress codes often tell you what not to wear, but not what to wear. Observe what others are wearing.
What does your supervisor wear? What do your peers wear? Always dress more professionally at the
beginning of the internship until you are clear about the office climate.
Professional etiquette means that you act professionally and demonstrate good manners in the
workplace. Proper etiquette is a valuable skill set that will help you stand out from others, enhance your
chance for success, and help you land your dream job.

Tips for a Successful Internship Experience
Maintain a positive attitude.
 Attitude speaks loud and clear and makes a lasting impression, so make sure yours is one of
your greatest assets.
 Take on any task assigned – no matter how small – with enthusiasm.
 Take the initiative to acquire new skills and ask for things to do. Make the most of your time
there!
 Accept criticism graciously and maintain a sense of humor.
 Ask to attend meetings and events that interest you.
 Ask to shadow different people and talk with them about their work experiences (if time
permits).
Dress for success.
 No matter what your office culture is or what you see others wearing, always put time and
effort into looking professional at your internship.
 Aside from following the company’s dress code (which you obviously must do), take pride in the
little things such as ironing your shirts and making sure your skirts aren’t too tight. And just
because a manager walks in wearing jeans and a t-shirt doesn’t mean you should, too.
 Putting effort in to how you look shows your coworkers that you’re also willing to put effort
you’re your work. Not to mention, you feel more confident when you’re dressed nicely versus
when you are not.
Set realistic goals & expectations.
 Work with your supervisor to set up your learning agenda. It should target specific skills and
competencies you wish to acquire. After all, the learning agenda is what distinguishes a shortterm job from an internship.
 Maintain a journal of your activities and accomplishments in order to monitor your progress.
 Read everything you can get your hands on; talk with people in different departments as well as
clients and vendors to become informed on all elements of the business.
 Seek regular reviews from your supervisor to assess your performance.
Practice good time management.
 Arrive on time, or even better – early!
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Many college students don’t take their internship schedule seriously because they don’t feel like
“real” employees since they may not be getting paid. This couldn’t be farther from the truth.
Showing up when you’re supposed to, and earlier if possible, shows your supervisor and
coworkers that you can manage your time well and are serious about this internship.

Learn the unwritten rules.
 Being the “new kid” is like being a freshman all over again...you will need to adapt, observe,
learn, and process a large volume of information. Be patient; don’t expect too much too soon.
 Buy into the mission & vision of your work place.
 Get to know your co-workers early. Office customs may not always match the formal rules – so
ask questions and pay attention to how people interact. Watch closely how things get done.
 Be sensitive to others – don’t gossip, don’t complain, and avoid internal politics.
 Be aware of people’s differences (cultural, work style, management style, etc.)
Take your position and assignments seriously.
 Build a reputation for being reliable and dependable. Be diligent and accurate in your work.
 You may encounter a great deal of ambiguity, so seek direction when in doubt. Your supervisor
knows there will be an initial learning curve and will make allowances for mistakes. Learn from
your errors and move on to your next task.
 Even if you do a great job on some of your more difficult tasks, how you act about the less
glamorous assignments says more to your supervisor about what kind of employee you might be
in the future. Accept all assignments with a smile, ask questions if you are unsure of something,
and complete the assignment as best you can. By excelling in these smaller tasks you’ll show
your supervisor your strong work ethic, which could potentially lead to more exciting work in
the future.
Meet deadlines.
 Always assume the responsibility to ask when an assignment is due. This will help you
understand your supervisor’s priorities and to manage your time accordingly.
 Be willing to accept additional work responsibilities as the position continues.
 Be prepared to work late or overtime when necessary...give 110%. Your willingness to go the
extra mile, especially during “crunch time,” will help you pave the way to assuming greater
responsibilities.
 Inform your boss in advance if you will be unable to meet expectations. This shows respect and
professional maturity.
Communicate professionally and respectfully.
 Find out the proper way to address supervisors and co-workers, including customers. Remember
their names!
 Maintain a pleasant and respectful demeanor with every person, regardless of his or her rank.
 Assume everyone else knows more than you do, but don’t be afraid to present useful ideas that
may save time, money, or solve problems.
 Make sure, however, that your style doesn’t come across as cocky. Employers value
assertiveness, not aggressiveness.
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Be a team player.
 Learn how to follow the chain of command. Don’t go over or around your supervisor to get
noticed, to get ahead, or to complain. Establish and maintain good business relationships with
everyone.
 Learn how your assignment fits into the grand scheme of things. In today’s work environment,
success is often defined by your ability to get along with and interact with others. You’re a
winner only if your team wins.
Identify a mentor.
 Identify at least one individual to serve as your mentor. It should be someone who is willing to
take a personal interest in your career development and success.
 Once you know your way around, begin to network wisely and get “plugged in” by associating
with seasoned employees who may share their knowledge, perspectives, and insights.
 Half the battle is getting noticed, so get noticed. Many people will have a role in determining
your future.
 Do those little house-cleaning tasks everyone else avoids. Bravely ask your supervisor for
constructive criticism—and be prepared to take it.
 Chat up colleagues. Stay on their radar in a good, positive way!
Remember…
 As an intern & LVC student, you represent the College, your academic department, the faculty,
and other students. Be sure you represent us well.
 Learn all you can, develop your skills, develop your network, and have fun learning!
Market Yourself! Translating Your Experience and Ending Well
In order to impress a future employer, you will need to articulate what you learned and the skills
you developed during your internship. Use the following tips to make the most of your experience:






Keep a record of what you accomplished and observed during your internship. Consider keeping
a journal.
o Assess the knowledge, skills and abilities that you have developed at your internship and
update your resume based upon your experiences and projects.
o What projects did you accomplish? What impressed you?
o Make a list of what you liked and disliked about your position and use this list to explore
future internship and job opportunities. Redefine your career goals based upon your
experience and clarify how your internship relates to these goals.
o Reflect upon the work environment, organizational structure, location, atmosphere what will you look for in the future? Reflect upon your values and attitudes about work
and how they correlate with those of the organization.
Update your resume with these new experiences
o Think about how specific experiences at your internship will be excellent examples to
offer employers during the interviewing process.
Write a thank you letter to your site supervisor and faculty advisor (if you receive credit).
Meet with your supervisor to review your work and transition any projects. Offer to assist the
organization in marketing the internship to other students. Maintain contact with the people
and organization.
o Ask your supervisor to serve as a reference and write a recommendation letter for you.
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Sample Internship Resume
Anita Job
101 N. College Avenue, Annville, PA 17003
717.123.4567 | xxx000@lvc.edu
Objective
To obtain an actuarial science internship in Summer 2017.
Education
Lebanon Valley College, Annville, PA
Bachelor of Science in Actuarial Science

May 20XX

Study Abroad: Maastricht, Netherlands

May-June 20XX

Honors/Awards: LVC Leadership Scholarship

May 20XX

Related Course Work:
 Principles of Management
 Computer Applications
 Managerial Accounting
 Financial Accounting






Actuarial Exam
Sitting for Exam P
Experience
Lebanon Valley College, Annville, PA
Peer Tutor
 Facilitated advanced calculus review sessions
 Tutored local high school and college students in mathematics

Probability for Risk Management
Intermediate Micro/Macro Economics
Environmental Resource Economics
Calculus III

January 20XX

August 20XX-Present

Pocono Mountain Resort, Honesdale, PA
Recreational, Camp Counselor, Golf, and Restaurant Staff
May 20XX-Present
 Learned and practiced the logistics of planning, managing, creating, and producing all aspects of
holiday and social events such as Memorial Day, Fourth of July, and Labor Day for 1500+ individuals.
 Coordinated and conducted children's activities that supported team building through activities such
as team races and tending a community garden.
Metz Culinary, Lebanon Valley College, Annville PA
Student Server

September 20XX-Present

Campus Involvement and Leadership
Mini-THON, Lebanon Valley College
September 20XX-Present
Sponsorship Committee: Hand deliver informative sponsorship letters to local businesses to raise money
for children with cancer.
ValleyFest, Lebanon Valley College
September 20XX-Present
Daytime Activities Committee: Work with a committee of 6 other students to provide entertainment for
students through coordinated and planned events by the committee.
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Sample Internship Cover Letter of Inquiry

November 1, 20XX
Mrs. Jane Smith
President
XYZ Company
123 Main Street
Annville, PA 17003
Dear Ms. Smith:
I am writing to inquire about an actuarial internship in summer 2017 at XYZ Company. As someone with a
genuine interest in actuarial science, I am very eager to learn about career opportunities with your prestigious
organization. My education, work experience, and strong interpersonal and mathematical skills have provided
me with valuable skill sets which could be an asset to your organization.
As an Actuarial Science major at Lebanon Valley College, I have acquired excellent quantitative and analytical
skills. In addition to my academic coursework, my experience as an Academic Tutor has taught me valuable skills
in time management, leadership, interpersonal communication, and self-direction. An on-campus leader, I have
had the opportunity to meet strict deadlines, learn to be resourceful, and demonstrate flexibility in the midst of
a fast-paced environment. These are skills that I know would be useful in an actuarial internship with XYZ
Company.
Attached is my résumé which further details my experiences and qualifications. If any questions arise or you
would like additional information, you may contact me at 717.123.4567 or xxx000@lvc.edu. Thank you for your
time and consideration. I look forward to speaking with you.
Sincerely,

Anita Job
Anita Job
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Sample Request for a Reference (email)

Email Subject: Request for a Reference

Dear Dr. Name:
I am applying for the Actuary Intern position at XYZ Company in Annville, Pa. Would you be willing to serve as a
positive reference for me?
XYZ Company is asking for references to complete a reference form. I have attached my resume as well as the
reference form to this email. Please let me know if I may provide any additional information about my
experiences or education to assist you in completing the reference form.
I thoroughly enjoyed my classes with you (MAT 2XX and MAT 3XX), and I am looking forward to applying the
techniques and knowledge that I learned to the world of work as an Actuarial Intern.
Sincerely,

Anita Job
Anita Job
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References
References are individuals who are willing to speak highly on your behalf to prospective employers. A reference
should be able to attest to your professional qualifications, work-related skills, and dependability. Be sure to
communicate to all individuals who are serving as your references so that they are aware of the jobs to which
you are applying. Only submit references when asked; otherwise bring a hard copy along to your interview.

Guidelines:
□
□
□
□
□

List three to four references
References should include at least one college professor and at least one former or current supervisor
Ideally, the professor should have had you as a student in at least 2 classes and/or know you outside of
class
Always obtain permission from each person prior to using their name as a reference!
Be sure to use the same header format as you did on your resume that includes your name and contact
information. Also, be sure to use the same font style and size that was used on your resume. You want
the documents to look like they below together- your marketing package!

Anita Job
101 N. College Avenue, Annville, PA 17003
555.123.4567 | xxx000@lvc.edu
References
Dr. Gloria Smith (Advisor, Professor)
Professor, Department of Mathematics
Lebanon Valley College
101 North College Avenue
Annville, PA 17003
717-555-5555
prof@lvc.edu
Ms. Sally Jones (Current Supervisor)
Director, Office of Information Technology
Lebanon Valley College
101 North College Avenue
Annville, PA 17003
717-555-5555
infotech@lvc.edu
Mr. Robert Smith (Former Supervisor)
Lab Technician
Lebanon Valley College
101 North College Avenue
Annville, PA 17003
717-555-5555
labtech@lvc.edu
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Sample Thank You Letters to Your References
Sample #1
Dear xxx,
Thank you for serving as a reference for me during my internship search. I really appreciate the time you spent
reviewing my qualifications and serving as a reference. Your words made a profound impact on the hiring manager
and helped me to stand out from the other applicants.
I have reaped many benefits in this application process, and I truly believe that your letter played a significant role in
helping me to achieve all that I have gained. If I can offer any assistance to you in the near future, please do not
hesitate to contact me. Once again, thank you for writing this letter in my behalf.
Sincerely,
Anita Job
Sample #2
Dear xxx,
I wanted you to be among the first to know that I got the position at XYZ Company. Although I interviewed with a
number of firms and several offered me positions, XYZ was always my first choice. I start my internship on June 1.
I am sure that your recommendation helped me to get the internship, and I want to thank you for it. Thanks again for
your kindness!
Sincerely,
Anita Job
Sample #3
Dear xxx,
I really appreciate the reference you gave to the XYZ Company. Jody Smith called me and let me know that I got the
internship
Your support means a lot, and I am sure your confidence in me helped her make the hiring decision so quickly.
Sincerely,
Anita Job

Tips and Strategies for Success
Email thank-you letters can be short and sweet. There's no need to spend paragraphs extending your thanks, but you do want
to make sure that your note contains the following:






A clear subject line, mentioning the referral specifically.
An acknowledgement of the importance of the referral, e.g. "I know your good word went a long way toward getting me
the job."
Your thanks!
All the standard parts of a business-letter email, including a salutation and a closing.
Accurately spelled, grammatically correct writing. Pay special attention to spellings of proper names. A thank-you that
misspells the recipient's name feels considerably less genuine.
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Sample Questions to Ask During the Interview




What are the main duties of the internship?
How will you evaluate my performance?
Can you describe the work
environment/office culture?
Why are you interested in hiring an intern?
What is the overall structure of the
company and how does your department fit
within that structure?
What skills can I expect to develop as a
result of the internship experience?
Could you describe a typical workday?
What would you consider to be the most
important aspects of this internship role?
What are the next steps in the interview
process?
What do you think is the most challenging
aspect of this position?





















What do you like about working here?
How long have you been offering
Internships?
How have you managed interns in the Past?
Are there any special programs for interns?
How much interaction will I have with other
employees?
Who will I be working with?
Will have the opportunity to shadow other
employees/positions?
Will I have the opportunity to meet
regularly with my supervisor to discuss any
goals, projects, and questions?
Could you tell me more about the
company’s….?
What is the expected outcome of my work?
What is the dress code?

Tips and Strategies for Success:






Ask intelligent questions.
Do not ask “Are you going to hire me?”
Do not ask what the company does - your own research should have informed you of this!
Instead, you might ask about a specific project or initiative the company is working on.
Show your enthusiasm and motivation for the role.
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Sample Letter of Acceptance
December 20, 20XX
Ms. Jane Smith
President
XYZ Company
123 Main Street
Annville, PA 17003
Dear Ms. Smith:
I am happy to accept your offer to join the XYZ Company in the Actuarial Department as an intern.
I appreciate your assistance with my relocation questions. Your help will make my move and transition to the
Washington D.C. area a smooth one.
As we discussed, I will report to the office on Monday, August I. I look forward to making a positive contribution
to the audit department at XYZ Company.
Sincerely,
Anita Job
Anita Job
555 Main Street
Annville, PA 17003
717.123.4567
xxx000@lvc.edu

TIPS AND STRATEGIES FOR SUCCESS





Once you accept/confirm an offer with an employer, it is important to withdraw your
application from all other positions for which you may have applied.
Accept your offer both verbally and in writing.
Confirm the start date.
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Sample Letter of Decline
December 20, 20XX
Ms. Jane Smith
President
XYZ Company
123 Main Street
Annville, PA 17003
Dear Ms. Smith:
Thank you for your offer for the position of staff accountant with XYZ Company in the Actuarial Department.
After much consideration, however, I have decided to accept a similar position with another firm. I believe this
position will better fit my long term goals and interest in pursuing an advanced degree.
I want to thank you again for the time you spent with me during my office visit last month. I appreciate your
interest in me and I enjoyed learning more about XYZ Company.
Sincerely,

Anita Job
Anita Job
555 Main Street
Annville, PA 17003
717.123.4567
xxx000@lvc.edu

Tips and Strategies for Success




Keep track of time/dates – always notify the employer who has made an offer of your
decision before or by the agreed upon acceptance or decline date.
Express your deep appreciation/gratitude for the employer’s time and consideration of
you as a candidate.
Maintain your professionalism – as the world becomes ever smaller due to technology,
remember that you may interact with this employer again the future – perhaps even
more than once. Leave a positive impression even if they are not your first choice.
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Sample Thank You Letter
(hand written note or email message)
Email Subject (if emailing): Thank You
Dear Dr. Name:
Thank you very much for inviting me to participate in the on-site interview for the Elementary Music Teacher
position. I thoroughly enjoyed spending the afternoon learning more about Parkside School District, the
position, and the music department. I very much enjoyed the conversations that I had throughout the day; I
especially appreciate the details and perspectives that were shared with me from the members of the staff and
administration. I am very excited about this opportunity, and I am confident my skills and experience would be
an asset to your district.
I look forward to hearing from you soon regarding your decision.
Sincerely,
Anita Job

Tips and Strategies for Success:





Thank your interviewer(s) and restate your interest in the position.
Consider reiterating something that was discussed in the interview, or highlight an experience
or skill you may not have been able to discuss as much as you had hoped.
Thank you notes can come in a few forms: handwritten on a simple, professional note card, or
a well-crafted email.
Send a thank you to each of your interviewers as soon as possible after the interviewer – wait
no longer than 24 hours.
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