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Careers and Employment



www.deakin.edu.au/careers

5.  Internship interviews and offers
Prepare as you would for any professional interview by ensuring you have a strong knowledge of the organisation and genuine enthusiasm and interest in working with the organisation. 

· Review your previous research on the organisation and ensure it is thorough. 

· Read through your notes from any previous contact with them.

· Consider further questions you may have.

· Prepare for the questions they will ask you, including the obvious ones!

Write out key points for each question they may ask, and practice aloud, if possible with a friend who knows the field. You want to be able to comfortably describe your skills, strengths and goals.  Of course you don't want to recite memorised responses, but a little practice will help you feel more confident.  Here are some questions you may want to consider:

· Why are you interested in getting experience with us?

· Tell me about a time in your life when you had to be innovative.

· Who has been most influential in your life and why?

· Describe a time in your life when you used initiative to solve a problem without being asked.

· When have you had responsibility for achieving an objective?

· If someone asked you to develop a new <information system>, how would you proceed?

Stay positive during the interview. Never be negative about previous employers, no matter how bad you think they were. Make your answers reflect a positive frame of mind and demonstrate that you will bring a positive influence into the organisation. If asked about a negative situation, simply state the answer and how you would improve it.

At the interview 

First impressions are critical, so regardless of what type of organisation it is, your best choice is conservative, well-pressed, business attire. If you have created an internship proposal, be prepared to negotiate. Expect that the employer will have some ideas and input.

· Take a copy of your resume and internship proposal, and any documents the employer needs to fill out for your course. 

· Take a pen and your University schedule/planner in order to schedule further meetings. Make sure all these items are organised and easy to access.

· Turn off your mobile phone. 

· Approach employers with confidence - smile, offer a firm handshake and thank them for their time.

· Chewing gum is inappropriate; so is taking in anything to eat or drink except water. 

After the interview

Regardless of how the interview went, sit down and write a thank you letter immediately! 

If they requested that you provide further information after the interview, send it by the method requested (email, fax, post) and follow up to confirm it has been received.
How to follow up on offers and rejections

When you receive an offer, it is important to keep the following points in mind.

· If you receive an offer over the phone, you may accept over the phone, but ensure that all the appropriate documents are completed to enrol in your internship subject.

· If the internship you have arranged is not for University credit, ask for a letter that includes the details associated with the position such as the start date, hours of work and location (and salary if applicable).  

· Always accept an offer in writing, even if you have already accepted it orally.  Be sure to reiterate any terms such as salary, dates, and responsibilities. This action will ensure that you and the employer are in total agreement.

Declining and being rejected!

· If you decline an offer, contact the employer promptly and professionally. 

· If you are not offered an internship by that organisation, remember there may be many reasons for their decision. Write and thank them for their time and consideration. Politely ask for any feedback they have to help you improve, but understand that they are not required to give you any.

· In either case remember there is a chance you’ll have contact or an opportunity with that organisation in the future, so it is important not to burn bridges. Always be courteous and respectful.

More than one offer?

If you receive multiple offers, take time to consider each one individually. You may want to discuss the options with your faculty’s Internship Coordinator or a Careers Counsellor. 

If you are offered a position before all your interviews are finished, consider asking for an extension. This should be done in writing. Take into consideration the position, the organisation, the location, and the type of work you would be doing and how they relate to what you hope to do in your future career. 

· Will the internship allow me to do the type of work I'm interested in?

· What kind of supervision will I receive?

· Are interns treated like valued employees or cheap labour?

· A great company name does not mean a great internship. Will I get the experience I’m looking for?
Categorise and compare offers based on the goals and workplace experience that is important to you.

What resources do Careers and Employment offer?

Guides

Download from www.deakin.edu.au/careers/resources or drop into the Careers Resource Centre on your campus. 
· Interview purpose, preparation and possible questions 
DVDs and videos 

· Essential interview skills

· Behavioural interviewing

· Making an impact (also available online www.deakin.edu.au/careers)
Publications 
· Best Answers to the 201 most frequently asked interview questions, Matthew J. DeLuca

· Great answers to tough interview questions,  Martin John Yate
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