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Careers and Employment



www.deakin.edu.au/careers

3. Creating an internship proposal

Whether you plan to do your internship for university credit or in addition to your university studies, it is important to be clear on your goals. If you are planning to do your internship for university credit, some faculties require you to negotiate your internship as part of the unit assessment and to submit a report on the process. Your knowledge of what you want to learn about the industry and the research into the organisations you are interested plays an essential role in planning your proposal.

An organisation that doesn’t usually consider internships may be receptive to a student who has a clear proposal of how they can contribute.

This section covers the information you need to prepare before you move onto contacting prospective host organisations.

1. Planning a proposal

2. Preparing a strong resume 

If this is your first internship, be prepared to apply for more than one!  Don’t assume the first company you approach will be interested and take you. You also want to be able to compare some options to be sure you are getting the best possible experience. Contact as many prospects and set up as many interviews as possible.

Planning a proposal

Think about what you wish to gain from an internship and what you have to offer the company in return. Your proposal should inform the organisation of your goals and what you want to learn. If the employer is interested, they may work with you to design a list of responsibilities and activities for your internship.

Consider the following when you are planning:

· working hours and the number of weeks it will be completed over

· duties or task specifications

· to whom will you report to within the organisation.

In your proposal outline:

· Be clear about what you hope to gain by interning. Write down specific skills, knowledge and experiences you hope to acquire through the internship.

· Outline the time period, your goals and what you can contribute to their team.

· Be clear about why you are interested in each organisation you approach.

Research 

Apart from the internet it is really effective to try ‘informational interviewing’. If you know of someone who works for that organisation (perhaps through your network), or in a similar position for a similar organisation, call or email to try to make a time where you can ask questions about the challenges in their everyday work and the kinds of projects they are responsible for. Ask about the skills and knowledge that makes them effective in that role.
Be realistic 

In designing your own internship it is essential that you are realistic about what you can achieve in the time that you have for the internship. Think about how much time you plan to spend in the workplace each week, and schedule the project using that time, taking into account interruptions and distractions that occur in the workplace.

In your proposal layout create a clear sequence or time line of what you hope to achieve in your internship. Use simple a table, flowchart or spreadsheet to chart the experiences you expect to achieve.  Summarise how you expect to gain those experiences.
Be clear and organised 

In your proposal layout create a clear sequence or time line of what you hope to achieve in your internship. Use simple a table, flowchart or spreadsheet to chart the experiences you expect to achieve.  Summarise how you expect to gain those experiences.

Remain flexible 

Expect to negotiate these ideas when you meet with your prospective internship host. They have knowledge about how their organisation’s work environment functions, and may want to have some input and/or have ideas about what you can achieve in their workplace.

Prepare a strong resume

A professional, well-written resume will allows your prospective host to quickly understand the skills and knowledge that you have already gained and how they can be applied in your internship. 

Through your resume provide examples of how you have used your strengths and skills in your studies, employment history and extra-curricular activities. 
An easy way to get a well-structured resume with consistent formatting is to use Resume Builder www.deakin.edu.au/resume. It produces a formatted Word document, which will allow you to spend time on improving the content, not choosing the fonts! Take a look at the guide Create a successful resume for ways to improve your resume content. 
Get your resume critiqued

Check when Careers and Employment on your campus does resume checking and come along, or have business professionals in your field review the draft of your resume. They can help you improve the presentation and highlight errors. 

Cover letter

You will also need to write a cover letter to accompany your resume. You want to get the employer’s attention, but keep the tone appropriate to the industry.
Your cover letter should reflect your personality and unique qualities (without being over-the-top) while showing off your great writing skills!
What resources do Careers and Employment offer?

If you haven’t started a resume yet, Resume Builder www.deakin.edu.au/resume   is an easy way to get a well-structured resume laid out in a Word document.  Careers and Employment staff also do resume checking – find out the times for your campus.
Guides – download them from www.deakin.edu.au/careers/resources or drop in and pick some up.

· Identifying your skills and how to demonstrate them

· Create a successful resume
Publications - There are also more detailed books on related topics such as:

·  Resumes that get short listed, Jim Bright & Joanne Earl  

· The Australian resume guide, Paul Stevens
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