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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.

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

• 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.

• 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 I speak with former or
current interns? What kind of supervision will I 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

1.   What kind of experience will this internship provide and what skills will I develop?
2.   Will my internship be targeted to a specific area? What area?
3.   Do I prefer my internship to be with a large or small company?
4.   Am I interested in this experience because it is convenient?
5.   What are the professional responsibilities and expectations of my internship supervisor?
6.   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 I 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
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