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Tips For Researching, Developing and Choosing Internships That
Meet Your Career Goals

An internship is a short-term work experience in a professional environment where the emphasis is
on learning vs. earning. You will learn new skills, gain insider contacts and references, as well as
clarify or confirm your career goals.

Many employers expect to see evidence of at least two practical training opportunities on your
resume — internship, volunteer position, part-time job — no matter what your major you should
have experience related to your field of interest. Once you decide to build your resume with more
than McJobs and campus activities, follow these steps:

¢ Make an appointment to meet with a Career Advisor (GSU 309 / X4287). Utilize
the Career Services Office to assist in learning the details of the search process.

e Discuss with your faculty/academic advisor about how an internship can fit into your
academic schedule.

o Define your goals: decide what type of internship you would like — begin your search
with self-assessment and an inventory of your skills, values, and interests. Determine your
geographic preferences and define the type of work you want to do within your field of
interest (for example, if you want to work for a minor league baseball team, your focus
could be in writing, media relations, promotions, sales, finance.... ) Determine what you
hope to accomplish from this internship (for example, do you want to learn more about a
career field? Develop specific skills? Choose a major? Make decisions concerning graduate
or professional schools?) Think about the skills you would like to develop or refine.

Prospective employers will want to know about your career plans, your academic
work and extracurricular activities, in addition to what attracted you to their line
of work.

¢ Research your internship prospects: a good place to start — Career Services (GSU 309)
for a list of online employer directories, internship links and occupational information.
Review various sources of internship development including: friends, family, previous
employers, professional organizations, faculty, employer databases, web resources,
newspapers and journals, recruiting events (fairs, networking socials...). Always research
the internship, company, industry... before you accept the invitation to interview.

e Explore your options: your internship search will take more time than you expect.
Commit a few hours each week and note application deadlines. Securing an internship is
your responsibility.

Internship Time Line

Fall Semester Internship April application process
Spring Semester Internship October application process
Summer Semester Internship February-April application process



Develop your resume and cover letter: have your resume critiqued by a CareerAdvisor
— workshops and individual appointments are available should you need
assistance).

Implement your internship campaign:

o Network: talk to friends, faculty, family, alumnae, former employers... Attend career/
internship fairs. Search the internet. Participate in an informational interview.

o Career Services Library: the Library houses internship and industry-specific directories,
various job/internship searching resources as well as online information and databases.

o On-line directories and organizational web sites: identify employers of interest and go
directly to the best public source of organizational information. Follow-up by e-mail or phone
—“I would appreciate it if you would put me in touch with someone who might advise me
regarding a potential internship within your company?”

Follow-up, follow-up, follow-up: follow-up each resume and cover letter with a phone
or email. Ensure your resume has been received and reiterate your interest in the position
and continue to contact them each week until you know the next step in their hiring
decision.

Develop your interviewing skills: make an appointment with a Career Advisor to
review your interviewing skills and/or participate in a mock interview. Review handouts,
especially sample interviewing questions. Also, be prepared to ask your own questions and
evaluate the internship during this process. Review the web site of any organization you
intend to visit — even for informational interviewing. Be sure you know what they do and
what challenges face them. Develop questions to ask during the interview (for example, will
the internship allow me to do the type of work I'm interested in? How hands-on will it be?
What types of projects have interns typically completed? May | speak with former or
current interns? What kind of supervision will | receive?). Dress professionally. Express your
enthusiasm for the internship. Ask, “What is the next step?” before you leave the interview.
Clarify if the employer requires a transcript, list of references, application, or other
documents — if so, send anything requested immediately. Send thank you notes, be patient,
and follow-up again.

Questions to ask yourself when selecting an internship

What kind of experience will this internship provide and what skills will I develop?

Will my internship be targeted to a specific area? What area?

Do | prefer my internship to be with a large or small company?

Am | interested in this experience because it is convenient?

What are the professional responsibilities and expectations of my internship supervisor?
Will completing this internship broaden my knowledge in my field of interest and enable
me to market myself more effectively upon graduation?

7. What is important to me upon completion of the internship? Developing a particular skill
set? Being paid for my efforts? Narrowing my career focus? Employer name recognition
on my resume?
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Evaluate internship offers: weigh factors such as job content, training, supervision,
location, compensation, contacts, and prestige of the employer (but remember, a great
name doesn’t necessarily mean a great internship).

Internship Interviewing: 5 dimensions to help you evaluate offers

1. Training opportunities: “What sort of training do you provide to interns?”. Company sponsoredT
raining will not only serve you well in your internship, but it will help you determine whether you've
chosen a path that is right for you. Try to uncover as many specific examples of past behavior as
possible.

2. Exposure to senior management: “How much contact will | have with top executives?”

3. A company-wide orientation: a good orientation will allow you to gauge the culture of the company
and determine if your personality is in sync with its philosophy. A company-wide orientation is a
holistic introduction to the entire organization — you may miss the big picture and never see how
your department or function interacts with other areas of the company. A good orientation should
also expose you to the economy'’s place within its industry and the US economy. Another goal is to
meet interns in other disciplines. Network with these peers — they may be your business contacts,
future customers, sounding boards and possibly even references.

4. Break geographic barriers: some of the best internships are being offered in small towns, hundreds
of miles away form large cities. Try to keep an open mind about location of internships. The work
experience you gain will affect your career much more than the geography.

5. Hiring data: “What percentage of interns have you hired on permanently after graduation and why?”
Although the answer may be helpful, don’t base your impression solely on this number.

Accept the internship you are interested in pursuing. If registering for credit, make sure
you have signed up for the appropriate course and discussed your decision with your
advisor.

Make the most of your internship experience!

An internship is a short-term work experience where the emphasis is on learning.
Make sure you choose one that fits your career goals.

University of Hartford
www.hartford.edu/career



0 With Th lover

Once you've:

® [dentified your salling points and

® Focused on a target position or industry and
® Resesrched & identified a list of companies that are a good match,

you're ready to make contact with the employer.




Froblems you might encounter:
@& CGatekeepers

» guggestions on how to get around the gatekeeper:
l. call until ¥ou get through o the decis:on maker, at least once
per dav, at least 10 business days ina row,
2. call early, late, and during lunch time,
3. walk in and ask if the decision maker would have “just a
moment” to speak with you,

@ Dbjections W -

They say: “I'm too busy.” .
You say: “Thiz will only take a moment” ﬁ_
They say: “We're not hiring™
You sayv: "That's ok, [ know you know a lot of peaple in this

field. and I just want o know what ideas, leeds. or referrals

you might have for me. This will only take a moment.”

They say: “Send me a resume and I'll think about it.”

You say! "Let me tell you what's on it” or "Do vou have time
available when we can review it together?”

& Vaicemail

» legve your name and number and then say, "Bul you don't need to ring
me back. 'l call you again.” Then 4o so, until you reach them.

SRiEl W
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Additional Tips Worth Mentioning

B Zetting/environment when placing your call is vital. Make sure you're in a
quiet room away from distractions.
Set realistic goals.

Expect rejection but don't take it personally.

Keep variety In your routineg:

Read about your career field

Make social contacts

Attend career falrs & professional development events
WVary phone contact with employer visits

Network

o o900
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MNETWORKING & INFORMATIONAL INTERVIEWING

Nnmmlng is the process of developing and maintaining
relationships with people who work in your field or area of
interest. It enables you to get information about the
marketplace and broaden your circle of contacts and
acquaintances, Some studies estimate that up to 75% of
Jobs are found through networking.

Objectives:

¢ Togather information about your indusiry in general and your target
organizabon in paticular

4 Taointrease you numbad of contacts, obtain referrals and anfargs your
nebwork in arder io get as many people involved In your job ssarch as possible

4 To practice your communication skille

4 To gain exposure through beisf mestings to gather information, so that if a
poedtion bacomes available, your contact person will considar you

Many people fesl uncomfenable ehout comadiing athen for imlarmation sad could be useld in
#hair job search becowse they don't with o imposs on others. However, If you maolos [t dear shot
you ore opproaching coning b gother infarmation and recsive advice, sother than atking far a
fob, mosl peopls will be wiling o meet with yom

Star building yeur network by lisiing all Mebsarking 101

the people you know, List can include: Elght 52egs o Effeciive Matwarking
Family Heighbors 1. Identity your career ohjedtives: rerwarcing |5
Friends Friendh of Friands a great way 1o gain mformadion, but # you dea’
Past Employers Professars /Advisars | know what you're lacking for naithar will vour
Clossmates Alburmnl conbo.

Prefessbonals (doctar, lawyes...)
i. Creale your confadi dalaboe,

3. Bro your hemewerk: do your reseanch on
eoch new confoct — leam all you con obest the

contod and hisher warld,
A network is mean! lo be “worked™. 4, Make ihe first meave coll, send o letier ar
This means repeoted combocs will be emall explaining wha you ore, your cornsctian
made fo netwoerk members. | is with the contod, and your purpase.
essenfial fo have some method of
keaping irock of contacts both with the 5, Fallow wps never expect the cantach ta call
onginal network and with the you.
T i &, Bun the inferview: be cleor ord honest obowt

whil your needs are.
7. Sand o thank-yau note.

B. Maintain conneciions.




Start by contocting the peophe with whom you ore most comfortable. Prapare your
opening senfences ond proctice them before calling. A typicol opening could be:

"Hi thanks for faking /redurning my call,
suggested [ confoct pou becouse of your exlensive exparence in [career or indusiryl
| am inferested in finding out more information obaut fhe work you do, I'd like o
meke on appointment fo meef with you briefly lo hear your ideas ond feedback abou!
ity srahegy bo morkel myssdf.”

Before any informational inferview, be mre to prepare o plon Decide your purposs for
conducting the meeting ond Identify the fype of infarmation you would ke to obiain,
Identify forget eccupafions or employers by reseorching these areas thoroughly. Consider
wark anvironments, coreer oneas and positions in porficalar organtzotions o poteniiol
orgs to resporch

In addition fo carefully planning the interview agenda, be sure lo:

Outline your employment goals and cife your eccomplishments
' Mantion your target indusiries and crganizafions = demonstrating that you
have done your ressarch
Present your resume or strotegy For markeling yourself and ask for Fesdback
Sesk names and referrals of key people you can contad
Woor business offire
Taks notes during or after the interview so you can svaluate the information
Yol recEve
# Msk for nomaes of addifienal pesple you can contad for information
¥ Express appreciation For the interview and sirictly adhers 1o the Hms
schedule
¢ Ash for @ business cord g0 you can have the exod spelling of the persan’s
narms and ki har s
Send o thank you nale as Follow up

=
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.. e best way to find out about a job and to get a job is through people... & g

Infermational Interviewing:
@ helps you 1o further refine your knowledge and understanding of the field you are exploring

@& enables you to develop social skills refated to feeling comfortable and knowledgeable while you're
being interviewed

@ creates the setling 1o develop contacts

@ is based on the premise that you have already read much of the writhen information relalad 1o a
specific type of job

@ is NOT a job interview! it is to help you define your career oplions and research companies whera
you may want to work

@ is a mesting of usually 15-20 minutes with a person who has hands-on exparience in the area you
wan! 1o know mone about

The Goal:

* collect mformation

* maks contacis

* determine whether you have made an appropriate match between your personal needs and your
career goals

The Process:

1. identify an organization, job fitle, career path or person of interest to you . Do research so that you
can spaak intalligarntly fo your contact

2 give a quick summary of who you are and what you want - ask them if this is a good time
3. confirm the parson's job tite by asking
sound enthusiasiic

refer to the ressarch you've already reviewed about this field or company

ask # you can have a specific amount of time fo interview this person (1520 minutes)

- @

iry 1o amange the intarview at the parson's work site, 80 you can determine firsthand how it might
fesl to work thara

8. listen attentively and respond with intelligent questions or comments
8. keep to your agreed upon time frame 8



10. dress professicnally
11. be courteous and thank your interviewse, as well as follow up with a thank-you note

Du.mgtlwmuuﬁrruwurrwml:fnrrﬂm:lund,ﬂrmpamulhne,nmnnlmhua.
Exampia:
Heaflo, my narms (5 and | am a sludert & the Unkersity of Manford, | got pour name
from the Carear Advising Nefwork. Yau're in a lima of work thal /1 inlerested in and | was hoping that
mmﬂdh&ﬂmg&hmh@ﬁ:}mﬂmmﬂnﬂ. I'm sure that my queshions could be
answered in 8 10-15 minute inforrmational infanew.

Sample Informational Interview Questions:

What sets the company apart or distinguizhes ff from others in the same industry?
Wihal are the projections for filure development or rew directions?
What are the qualifications for aniny-laved and axpanenced poations?
What are some Bxampes of projacts cumantly under way and problems currently being solved?
Whal is & typical week fe?

is there pressure? Roufing? Variaty? How much supervision is there? Do exible work schedules
exisl?

What opportunities ane svailable for advanced andior on-the-job training? 5 there a fultion
raimirsement plen?

What ciher banefits are svailable? [Profit sharing, Child care faclities, Personal health services)
What suggestions do you have for & indhidual wishing fo enfer this fisld?

Could you refer me fo someons alse for more information about opporunties irt Bz fhaid?

How dicd you gaf info this fald?

What parcentage of your time is spent doing whal?

What are the akils that are most important for a position in this Feld?

Why did you decide to work for this company? What do you fike most about this compary?
What do you like snd disike about working in this indusiry?
How (= the economy affecting s mdusin?

What are the professional assoclations refated fo this induwslry?
What advice woulkd you give to ma?

What related occupalions might | imvestigate?
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INTERVIEWING TIPS
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. Practice (practics, practice) interviewing prior fo your interview — this incluces researching the
company (product ines, industry trends, competitors. .. ) Suggestions: Mack and informational
inberviswing.

. Image vs. Content: what you look like and how you &ay somathing are just as impontant as what
you ay, Dress and camy yoursell prafessionally.

. B on tme {10-15 minutes earfy). Know the inferviewer's name and how to pronouncea £ Know
the company. Know your career goals and the posibion you are interviewing for, Lise a firm grip
when shaking hands and smile. When concemed about whather to shake hands or sit, follow the
interviewsr's lead. Maintain appropriate eye confact, posture, and voice fone. Ayiosd nenious
mianNnErisme.

 Lat the interviewer take the lead in the conversation. Listen carefully to the interviewar's questions.
Silence Is ok - i adds reflection and thought.

. Emphasize your qualifications - never say "l need a job” or "'l do anything.” Discuss matters only
refated fo the job

. Give specific examples to communicale your skills: prepare & or mone sucoess siories (instances
when you used those skills successfully — include concrete, quantifiable data and provide specific
detais). Bring & show & tell fem {portfolio, wiiting sampies...) Emphasize what you can do for the
arganization. Maintain a conversational flow. Ask for clarfication if you don't understand a
question. Don't apologize or offer excuses for shortcomings (low GPA) - sirive to keep the focus
on the positive. Be enthusiastic, sincere, honest and realistic. Keep answers brief and concise (2-
3 rnin per question).

Ask the interviewer questions based on your research about the position and organization. Be
prepared with a st of questions covering things you want fo Know about the job, cormpany, its
palicies and practices. Don't ask about benefis or salary —wai for an offer to discuss &

Put yoursell on their leam - “As a member of , | would carefully analyze and
" Show that you ara thinking ke a member of the team.

_ In concluding the interview, be alert to signals from the intarviewer that it's Eme to end the session.
Exprass a desire for the posfion and inguire aboul future contactinexl st=ps to the hifing process,
Thank the inerviewer for hisher time and consideration and let him/her know that you are Inakong
forward to hearing from himies Ask for a business card.

10. Make nofes immediately following the interview for future reference and o improve your

interviewing technique. Note any follow up action you should take and put fl o your caendar.

11. Send a follow up thank-you letter Immediately (within 24 hours) afier the intenview. Restale your

ekills and stress whal you can do for the company.
10



Physical Attributes which influence an employer's opinion of a candidate's suitability for
employment *

» nontradtional merview altire + body piercing * @ArTings on make recruis
» unusual hairstyles +* handshaka * beard
= nontraditional hair color + pbwipus tatioos » mustache

* lewvel of influence varies by fype of erganization

Top Skills & Qualities of the Perfect Candidate

communication skills (werbal and wrilten)
beamwork akilia (works wall with obfers)
interparsonal skills (redates well to others)
mitivationfinitiative

strang work ethic

henasty/integrity

bty fadaptabilty

~

The Tele I iew
: # Most compuanies use them as a regular part of the hiring process

: & Reasons for ielephone interviews:

i *screening call” from HR

*Ad Responga” from hiring manager
“In-depth” telephons interview
“recruitar interview”

"commitiee telephone interiew®

fn Befd B3

: # Tips to help you improve your edds: ideas bo review prior to the inherview

: 1. concentrate lass on your feelngs of nadequacy and more on how 10 make the other
person feel Bt ease

srmida over the phone

know you are judged by the same criteria usad in an in-persen interview

it's critical you spaak succinclly about your past experiances and accomplishments
*dead gir" is your responsibility

lisgtening skills are essantal

gat yoursell sHuated

don't talk about issues related to potential compensation, company benefits ..

LR TS
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[nterview Btiquette

Mezls, Menners & Intereiew Tips

|rl=:'-.rﬁ-.-wlnqumbnnmmemmfdﬂmrwnraeupmldm&mmdmlﬁmwmm
fime. One of the reasans employers toke condidates cut fo lundh or dinner (s to evaluate your
socal skills and fo see H you con handle yoursedf grocefiully under pressure.

Intertlew Dining Tips

»  Check out the restaurant ahead of fime. That wey youll know what's on the meny, what you
might wart to erder, locote resireoms ond ovailoble parking.

« Be polite. Remember to say “please” and “thank you™ to your server and your host.

« |5 1he toble full of uenslis? Start ot the autside ond work your way In. Your salod fork will
be on the for leff, your entrée fork will be next 1o . Your dessent spoan and fork will be
above your plate,

. Liquids are on the right, salids on the left. For example, your water gloss i on the right and
your bread plate on the lef.

s Put your napkin an your lap once everyone & seated, Keep elbows off the table, it up
straight and don't 1alk with your mouth full,

Durlng The Mesl

s Don't order messy food—pasta with lots of sauce, chicken with bones, rit, iy sandwiches
« Don't order the most expersive entrée on the many.

»  Order food that [s sasy 1o cut brho bile-size pleces.

+ Eating sous spoon [ away from you,

« Break your dinner role inte small pieces and eat It o plece of a fime.

o  If you need to leave the toble, exass yoursalf and leave your napkin on the seat oc the
arm af your chalr.

«  When finished, move your knife and fork to the “four o'clock” position sa the server knows
you're done,

w8 Is wise not to drink alcohal durlng an interviaw. Imarviewing s tough enough without
adding oloohal to the mix.

+  Remember to fry and relox, |isten, ond porficpate in the conversotion

After the mead, put your napkin on the table next to your plote. Lat the prespective employer
pick up the tabs [bill & fip). Say “thank you" ond follow up with a thank you note.

CPePePe®

ST AL Do £

CPOPERPCRECRG®




INTERVIEWING QUESTIONS

(C omsider the ampkyer's perspective when preparing and presanting yourself to a prospective empioyer, Be
mmmlﬂm

Sample Questions

10,
11,

12.

13,

14,

. Explain your understanding of this job's responsibiities.

+ Can you do the job - be prepared b explain how your education and experience relate to the

+ Do you Mhmhmmuﬂ:wﬂ-hmmmﬁ: why. Oneof the.
mmnmﬁhmmnﬁmmmmmmwm
ooMpany.

+ How interested are you in this kind of work - employers an get an idea of your intérest in 2
fiedd by how focused your caneer plans ane. Good indhcators ane how your previous positons
mmmmmmmmmm
experience) relate to your career plans,

+ Do you have a pood work attitude « by motivated, team onented, and consdentious. &n
employes will you be?

+ Wl you fit Into the company - this is determined in & combination of your manmer,

background, and appearance. Questions 3 mm:ﬂmmmﬂ:mmm
paopie do you feel comfortable with? What kind of envircnment: de you work best in?

How woudd you describe the idaal job for you?

Tn what ways hanve your previcus mmmﬂmmmmgmmmlm
How would & previous emplayver describe you? How would you describe yourself?

Why did you apply for this position? What interests you mast abaut this positionT
‘What do you know abaut our company? Wy ane yeu interested in joining our prgarizatian?
Hiw will this position help you b reach your short o long-term goals?

What is urigue about yourself? What can you do for us that someone else cannot do?
Whiat do you think weare wour previcus supenvisor's sirengths? Weaknesses?

How will you establish a worng relationship with e employees in this company?

What i your role as a group member? Define tEamwork for me.

pacall far me & time when thasa around you were not being as honest ar direct as they should have besn.
Whiat &id you do?

il me this pan.

Tedl mia about haw you dealt with an angry or frustrsted client/customer, 13



15.
16

17.

15,

21,

12

24,

27,

. Haw would you describe your work ethic?

. How do you define professionaism?
. What do you mmﬂrmﬂiﬁaﬂapﬂMﬁ?mmmmmmuﬂ

Tall me about an important goal you set far yoursalf necently. What have you done to reach It?
Dmtumrﬂlnhmmmuurdammmardmmnhmm

wt'rp'lil:lmﬂmmmﬁuﬂ#fﬁdmmﬁwmllmmmhmMmmmlﬂmﬂ
ymmllmmmmw?thﬂmmmmmemmm

Do yau think that grades shouid be considered by employers? Wiy ar why not? s your GPA an accurate
reflection of yaur abiities?

How i wou think college contributed T your averall development? How has your college experience
prepansd you far a caresr in 3 What Is the mast important thing you have kzamed in your
iducation?

meﬂnlm,mmmmﬂmmmemm. Haw do you plan strategy for
meeting deadines?

What are the most important rewards maﬁhwrwwmmmmlsmm
you thi most satisfaction?

Bescribe 8 situation in which you weeked under & lof of prissure-

What do you think your emgployer's obligations are to you?

positian?
Which mmdmﬁwummmmhwm?

TELL ME ABOUT YOURSELF
Aiany individusls freeze up when an interviewsr says, “Tall e about yoursell” This is a terific
Mum-mwﬁﬁumhlmm.Mha
wwﬂmmwmw
My name is and | am a senior at the Linivarsity of Hartford majoring in
. Miost recently |, {talk about any experience ralated 1o

he

position you are seeking. This may include co-ops, inbemships, volunteer expenence, SUmMmer
jobs, classichi projects .| My areas af strength include
(nighlight your skills that you know are essential to the position and desired by the

—

ampioyer.

14
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Questions To Ask Employers

What are the resporsibiities and accountabfities of this position?

Hiow well is the position defined? Can s duties be expanded or changed?

Wihat s the history of the pasition? Why Is it vacant?
As you think about the position, whiat aspects of this job wauld you like to see parformed better?

5. 'What are the key challenges of this position?

10,

1,
12,
1.

14,

How would you desonbe the ideal candidate? What personal qualibes, skills or exparience would help
somapne do well in this pasition?

Whiat are the compary's short and long range objectives?

Where does the company excel? What are its kmitatiors?

How will T be evaluated, and In what time frames? What performance standards will be wsed?

with whom would T be warking? Who would be my supervisar? What is the departmant's erviranment like?
m;TMMMmHmmmﬂmwmwmhmwthﬂMb
When will a decsion be made about this position? What is the next step in the dedsion-making process?
What kinds of assignments might 1 expect within the first six manths on the job?

Dioes your company encourage professional development and/or further education? What types of leaming
oppartunities ane theare?

Whiak do v like best abaout your jobfcompany? How do you view this company as a place o work?

15. Do you Il pasitions fram the outside or promote from within first?

16.
17,

18,

19,

i

Is there a lat of taam/project work?
How much travel, if any, & invabeed in this posiion? Is a car prowided?

In what areas of the compary do you expect growth? Doas the company have plans to re-structure in the
near future?

What type of training do new employess receive? What are your expectations aof new hires?

. Can you describe a typical work week in the department?

—— e = i = i g e e — i i e = e e —
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Compary Nama

Date

Intarvienwar

Impartant Points | Want To Cover

Questions | Want To Ask

& & & & @

NotesiNext Steps

[ Thank You Note(s) Sent
date

Important Dates

16



HOW TO HANDLE MULTIPLE INTERVIEWS

As a part of the hiring process, you're likely to be interviewed by a number of peopla in
an organization. This makes your job of preparing more difficult. Here are some
technigues to halp you prepane for team Interviews,

Learn How Each Parson Fits into The Organization &nd Tailor Your Comments
Accordingly

Research The Various Areas OF An Organization &nd Use This Information To
Take Your interview Conversations To A Deeper Lavel

Vary What You Say Te Each Person, Don't Just Repeat The Same Information
To Each Interviewer - They May Compare Notes

Offar Each Interviewer An Opportunity To Obtain Additional infermation
Comment Favorably On Prior Contacts — You May Tell Later Interviewers About
Your Very Positive Reaction To What You Learmed n Your First Imterviews
Thank Each For Thair Time = At The End OF The Interview And With A Thank
Yiou Note

& Heep Up Your Energy Level And Enthusiasm

& fAssume All Contacts Are Evaluative

.lllllllrrIrl-rlr!l|l|l|ll|l|llllllllillllhiIIIIIlllliIdiiillltImm-IMH“l

TIPS ON HOW TO EXPLAIN POOR GRADES

The extent to which poor grades harm your chances of getting hired depends on
how vou explain those grades, Sample explanations that are accepted by recruiters:

# The class was outside of your major. Cite the grade yoursell, then highlight
heva you plunged inte the unfamilinr rather than plaving it safe,

# You had genuine personal problems. Perhaps you had to work long hours (o
pay tuition, or your parentls were gelting divorced at (e tme. Explain that
aurviving that period demonsteates your maturity and perseverance, since
yvou stuck lo your academic dulies despile the pressures and anxdebos,

* You changed magors, Il alter several semesters — and some lousy grades
you declided to become an accountant instead of a physicist, say so. It
demonstrates your Mexibility and sell-gwareness,

* Your grades improved. Getting off to a rocky start isn’t unuseal, 5o if you
can poink 1o a positive academic trend that lollowed, you'll show off your
regiliency.

#* Your leadership skillsfactivities are impressive, Accentuate skills you
learme=] by heading ¢lass projects, captaining a temn oF Frunning a campus
publication. What recruiters will seo i3 evidence of lepdership, innovation
amdl an ability W organise and manage thine,

Employers do look at grades, still believing that your GPA is a measure of how well
you've developed the skills they're hiring you to use in your job, A GPA can reflect
your work habits but it can also reflect a lousy first or second year in college, Grades
can be influenced by a host of factors and good recrulters realize this, GPA is
important, to a degres, but if you can't demonstrate strong interpersonal skills,
leadership or an ability to communicate with people from diverse backgrounds, you
» won't be successful in the workforce.

.'I-'-.‘.‘.q.'...ll..-"IFI--"IllllllllIIllllIIIllllIIIIIIIIIIIIIIllllllllllllll

17

IEEER RN R R R A R R N PR LR R L R R R L ]

-...'...'..-'.-tl."l.“.-'I."II‘-I-illl.llilI-Illill-.llilliillilll-l'



;
I”” Behavioral Interviews

Tntﬁn-:ew:rr. may ask you to describe/demonstrate specific examples of

situations or behaviors that you have had in school or on the job, When
answering such questions, it i3 important 1o explam the steaiom, give an
example, and state the resalf, You must be able to {alk about specific experiences when you
demonstrated such competencies the employer i looking for, The purpose of & behavioral
interview is to allow the interviewer to determine whether you possess the competencies o
perform a particular job

OW TO PREFPARE

+ Determine what competencics the emplover is bookmg for; read through the job description, research the
company and the position title

# Come up with examples of haw yony"ve demonstrated those compelencies an past joba, intemships, co-0ps.
vohimiger experiences, classichb projects. .

= LE STX

¢ Discribe some sctions you've taken in various jobs you've held which demonstrase you're an elfective
emnplayes.

+ Describe how you would apply your educatson and'or expersence to this position. Give specific examples of
what you would do and wiy.

s Descrine for me things you have done in the past which demenstrate that you are relioble employes.
¢ What i something you've done recently which demonstrates your imitintive and willingness 1o work?

¢ Describe a situation where you and anather person were having trouble communicating with cach other. How
did vou resplve 17

s Think of n day when you had many things 1o do and deseribe how you seheduled your time

# Describe working on n project with a team of people who didn’t always see eye 10 £ye.

#  Giive an example of when you had to make & decision quickly.

# Have you ever had a conflict with a cusiomes, chient, cowarker or supervisor? What was the outcome?

For additional samphe questions, visil Career Services at GSU 309 ar waw, hartford_edulcaresr

e E—
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Dressing, for the Workplace

'Uanmrinulmn the workd of work may ba cause for 8 drastic shift in your wandrobe.
Some of yout individualism, at least from 9 ta 5. might have to be shelved, or bt in
tha closat. b most businesses and technical settings, when it comes 1o your
appearance, conservative and conformity are the order.

Each company will hawe its own guidelings, 5o it's important 1o knaw your future or
potential emplover before you meet them. How beral OF conservative i the drags
eode? Don't iry to Set any new standards, aspacially in the intardiew. When in doubi,
it's battar to be conservative than o flashy. Your appearance should enfiance your
presentation, nat gverwhalm it .

= ['l'.l'l CIECE #LLI

e Solid cobors & fehierwoves labrics are safer than bold prints or pargerns

s Drighi ties brng focus to the face, but a simple pamem i best bor interviewing
. #  Wear palished shoes with sack high enoigh o no skin i vialble whien siming

WOMEN,

s A st with kneedength skin and a tailored blouse or pant st

o Accessories should be kept simple. Basic pumgs and modest jewelry and
makeup help to present a professional look

Ding accessary that is recommended by company representatives s a brisfcase

L FIN AL CHECE
«  Make sure your hair ks neathy trimmed {good idea to stop in the restroom before your inleriew]
«  Be VERY conservative with makeup (inchading nall polish], pecfume, cologne, & aftershave
« Mo runs in slockings or heles in socks jmaks sure socks malch suite coler); shoes polisted
e Awold excessive jewsiry; men should refrain from wearing plerced jewelry; watches are good!
No missing bufinne, crooked lies or fnt
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lllustration Samples

Business Casual Business Casual
for Women for Men




Y our Mame
Address

City, State & Jip
Phone Number
Email Address

Date

HName of Interviewear
Titia

Caompany Mame
Address

City, State & Zip

Dear Mr./Ms. (last name of inferviewer);

It was very enjoyable to speak with you yesterday about the management
internship at Smith & Company. The internship, as you presented it, seems to be
a very good maltch for my skills and interests. The creative approach to account
management that you described confirmed my desire to work with you.

You were extremely tharough in explaining your company’s traines program.
Mow that | have a better idea what the position entails, | am aven more certain
that | would be an ouistanding member of your team. My salid education in
management and the fact that | am successfully working my way through college
show a strang work ethic and determination, twe qualiies you said were
essential to success al Smith & Company.

| appreciate the fime you took to interview me. | am very interested in an
internship with Smith & Company and | look forward to hearing from you about
this position.

Sinceraly,

Your Signature
Your Name (typed)

Source: wavw, abaul com
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Sample Thank You Letter

Y our Mame
Address

City, State & Zip
Phione Mumber
Email Address

Date

Name of Inferviewer
Title

Company Mame
Address

City, State & Zip

Dear Mr.Ms. (last name of interviewer):

Thank you for the tima you took to interview me for the seminar leader position
this moming. After our interview, I'm convinced that | have the three qualities you
menfioned you wera looking for in your workshopiseminar leaders.

During our meeting, you expressad somea concern that | have not warked in a
personnel department, however, | would like to stress that | have participatad
significantly in the hiring process for my sorority and have a solid record of
achievemeant in my human resources classes.

As for your requiremeant for public-speaking expernience, my experience as leader
of new student orientation groups at my college for three years and outstanding
grades in public-speaking classes gualify me nicely.

Finally, | have enclosed some wrifing samples to further demonstrate the third
requirement, my communication skills.,

Thank you again, Ms. Mellish, for this wonderful opporiunity fo interview for the

seminar lsader position. | promsa | won't let you down if you give me the chance
to show you what | can do. | eagerly await the next step in the process.

Sincerely,

Your Signature

Your Name (typed)

Source: Dynamic Cover Letiers for New Graduabes, Ten Speed Press, 1808, Kalharing Hansen
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r Guide

Your Mame
Your Address (the address listed on your resume)
Your City, State & Zip
Your Telephone Number

Date

Mame of Individual
Title of |rd it
Company Mama
Addmess

City, State & Zip

Dear Mr./Ms. (last name of individual):

Firsi Paragraph: (Why you've chosan this employer/ position)

» State your purpose for writing, such as the specific position, the type of work or
general vocational area in which you are interested in.

» Indicate where you leamed of the opening, if appropriate.

» Talk about the employer in a positive, specific way.

ac:m:r Paragraph: (Why the employer should hire you)
Elaborate on your inferest in, or knowledga of, the job, the company, product or
BANICESE.

» Discuss your qualifications and attributes which you think would be of greatest

interest 1o the employer, as well as the job you're considering
Paint out related experience and specal training,
Try not to repeat the same information that is in your resume. Rather, highlight or
give examples as fo how that information is relevant

it Paraaraphy (Wt yous next st i)
Close by specifying area you are intaresied in.

¢+ Indicate that you would like 1o meat the employer and that you will ielephone to
amange a specific interview appoiniment at the employer's convenienca.

» Be dear and assertive aboul your goal to generate a responsa.

»  Thank the employer for hiaher time and considaration.

Sinceanaly,

Handwritien Signature
Your Full Mame (typed)

Commants: this cutline can be modified fo more eflectvely stale your message. For examipla, you
rray kv more than thres paragraphs, you may use a bullet lommal, or you may Inchds
infarmation in & dfferent paragraoh than the one suggested. Remember 1o be baef and io the
poinl,
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LUCY LUCKY

11 Mevemaver Lana
Wast Hariford, CT 06117
{B17) 222-1111 call
LuckyiDaol.com

July 26, 2004

Mr. Michael Smith, Director
Human Resources Departmant
Communéty Solutions, Inc.

136 Collins Street

Hartford, CT 08105

Diear Mr. Smith;

\With two years previous expenience In client relations and customer sanice, | would
bring mone than the average intem to an internship in human resources at Community
Solutions, Inc. My education in Buginess Management and Sociology at the University of
Hartford have also provided me with knowledge and exparience in the management and
human services areas of human resources.

As a Medical Claims Services Representative for Peter Pan Pariners, | gained solid
gxperiance in reviewing claims, explaining berwfits and maintaining oves 300 persannel
files using Excel. In addition, | assisted with the new employss orentation process by
preparing @ ona hour informationad intreduction presentation using PowerPaint. | would
ik to use the solid background of my experience and aducation to make a confribubion
o e employess of your comparny.

| would appreciate the oppartunity fo spaak with you abaut a fall intemship within your
department. | will call you next week 1o confirm receipt of the enclosed resume and to
schedule a meeting where we can discuss further my qualficalions. Should you nesd
additional infarmation, | can be reached for the remainder of the summer at the number
or armadl address listed above. Thank you for your time and consideration, | look forward
to our conversation.

Sinceredy,

Lucy Lucky
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A Sample of Websites to Assist
You

with Internship Development &

Research:

d

s 'www hartford edulcareer

W www.inlemships.com
m www, wetfeet.com

B www relailology.com
Bvww collegejournal com
W nleyguide.com
mwww.collegegrad.com
myww. rsintemships.com
mwww . vault.com

myvww, monstertrak.com
v getthatgig.com
BwvwWw. cCampusinternships com
mwww. internships-USA.com *
mwww. careersearch. net/hartford *

By intermsearch.com

* Must call Coreer Services X4287 for password; for additional sites and ressurces, visit

Career Services, 554 309 or wisit us online ot www hort{ord edu/ coreer
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