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1. Internships and work experience

An internship or work experience is an arrangement with a business or organisation outside your faculty
that enables experiential learning in an area related to your studies and career goals. The terms
‘internship’, ‘placement’ and ‘work experience’ are often used interchangeably. However, internships are
normally undertaken toward the end of your qualification, require previous study in the relevant discipline
and have specific goals attached to your course or unit as well as skill development objectives.

Securing an internship requires careful planning, research and persistence.

Types of internships

You may apply to do an internship as a recognised subject towards your degree credit, or you may decide
to arrange an internship privately to develop your skills and experience outside your university studies.
Types of internships:

1. university sourced and for credit
2. student sourced and for credit
3. student sourced and not for credit.

Planning considerations

Insurance

If you are paid during your internship then you are an employee and the responsibility for insurance issues
such as public liability and Work Cover falls to your employer. However, if you are unpaid, a host may be
reluctant to take you unless the University indemnifies them for any increased risk.

Deakin University offers this indemnity where the experiential learning (internship or placement) is a formal
requirement of the course or where it is being done for credit. Arts students should contact the Arts
Experiential Learning Officer to find out if your not-for-credit work experience can be covered by University
insurance. Also consider organisations with a history of volunteerism, such as hospitals, not-for-profit, or
community organisations, as you should be covered by their volunteer insurance arrangements.

Before you start your internship, ensure that you are covered for insurance purposes either by the
University or by the employer.

Payment

Internships for university credit are usually unpaid; however, privately arranged internships may be paid or
unpaid.

Length

The agreement may vary from weeks to months or even a year and whilst it is usually part time, you may
arrange full time over summer or at other times depending on your study load. Your faculty coordinator
can advise you further about this.

Location
You may choose to complete an internship locally or with an organisation overseas.

Goal or focus

Organisations with a developed internship culture may offer a structured program with a goal or project the
supervisor has already determined. Some may be able to incorporate the specific goals you have. You
can approach organisations that do not advertise internships with a well-planned proposal for them to
consider, outlining the type of experience you wish to gain with that organisation.



Internships for university credit

An internship that is for credit is structured to maximise the learning experience through the use of journals
and assignments.

For an internship to be eligible for academic credit you will need to ensure you meet the course
requirements and application process specified by your faculty. These internships are usually unpaid, and
require a specified number of work hours, although the time frame over which the work takes place may
be negotiable.

For your assessment you are usually required to document the internship negotiation, keep a logbook and
submit a final written report. The negotiated internship usually involves specific tasks or a project
monitored by a supervisor in the workplace.

If you wish to do an internship for academic credit, check your faculty website and contact the program
coordinator for your faculty to get full information on the administration requirements.

Arts and Education

Arts Internship Program Experiential Learning Officer contact details at <www.deakin.edu.au/arts-
ed/internships/contact.php>

Business and Law

Business Internship Program <www.deakin.edu.au/buslaw/BIP> BIP Coordinator email:
BIP@deakin.edu.au

Science and Technology

FaST Industry—based learning <www.deakin.edu.au/scitech/future/ibl/index.php>
Health, Medicine, Nursing and Behavioural Sciences

Contact your course adviser regarding related practicum subjects.

Why should | do an internship?

Undertaking an internship will boost your employability and competitiveness when applying for
professional positions. An internship gives you the opportunity to:

e identify your talents

e gain work experience relevant to your intended future career

e build professional networks

e develop insight into career paths in your field

e acquire and apply practical and professional workplace skills and knowledge
e gain confidence and a mature perspective

e acquire a professional referee.

Why would an organisation want an intern?
Running an internship program or having an intern in the workplace can help employers to:
e source the right graduates early
e solve short-term staffing needs
e bring fresh perspectives and research into their organisation
e increase awareness of new theory, technologies and research.


http://www.deakin.edu.au/arts-ed/internships/contact.php
http://www.deakin.edu.au/arts-ed/internships/contact.php
http://www.deakin.edu.au/buslaw/BIP/contact.php
mailto:BIP@deakin.edu.au
http://www.deakin.edu.au/scitech/future/ibl/index.php

So... how do | get an internship?

Your chances of landing an internship will be enhanced if you prepare carefully for all of the key steps.
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Don’t just take our word for it!

You'll find plenty more information online, such as these testimonials from Deakin students who have
already completed an internship for academic credit.

o Business Internship Program <www.deakin.edu.au/buslaw/BIP/stories.php>

e Overseas internship <www.deakin.edu.au/arts-ed/internships/bais/testimonies.php> and
<www.deakin.edu.au/arts-ed/internships/us-congress/testimonies.php>

¢ In-country language programs <www.deakin.edu.au/arts-ed/internships/in-country/testimonies.php>
Deakin also offers international study tours <www.deakin.edu.au/buslaw/news/study-tours.php>

Internships are a must for college students in North America and some successful interns have set up a
regular newsletter with useful stories and tips. <www.internmemo.com/index.php>

My internship ...

Start by outlining your preferences and opportunities for doing an internship.
Notes:

Checked faculty website for internship information

Any pre-requisites for internship for credit? O

What part of the academic year would suit me best? O
Local or overseas? O
Credit or not for credit? 0
Ideas on learning goals? O
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2. ldentifying internship opportunities

There are two main ways to secure an internship - applying for an advertised internship or approaching an
organisation with a proposal. Both require you to do your own research on the organisation to ensure
you'll gain useful experience for your future career plans.

An advertised internship is often a structured program with a goal or project the organisation’s supervisor
has already determined, although some may be flexible about incorporating your leaming goals.

Approaching an organisation with an internship proposal means that you create a proposal outlining the
type of experience you wish to gain through an internship with that organisation.

This document looks at the planning you need to do before you start applying. The key steps are:
o discover the type of experience you want
¢ identify possible host organisations
e research the organisations.

Discover the type of experience you want

Initially you need to identify what you expect from an internship. Examine your career goals. Ask yourself
some questions to discover what kind of internship experience will be of most use to you:

o What kind of work interests you?

¢ What are you hoping to do when you graduate?
o  Where do you want to be five years from now?
o What path do you want your career to follow?

Identify a field of interest

s there a specific place where you've always wanted to work? For example, if you want to work for a
football team, or if you love animals consider a wildlife park. Define the type of work you want to do within
that field of interest. In either of those areas your focus could be writing, coaching, marketing, human
resources, finance, statistics, or accounting. The possible locations for an internship are vast. It is a great
opportunity to combine your interests and passion with your studies.

Evaluate your experiences

Looking at your career goals, go over your background to identify both your areas of strength as well as
the skills you need to further develop for the kind of positions you want to apply for when you graduate.

Look at position descriptions or selection criteria for jobs you'd like to apply for in the future to help you

identify in which areas you need to gain more experience to make you competitive.

Still confused?

If you aren't sure what you want to do, make an appointment with one of the Deakin Careers Counsellors
on your campus to do some planning and goal setting to put your ideas together. Make an appointment
through Student Life Reception - it's a free service for current Deakin students!

Prepare early

Although some students are successful in landing an internship with a time line of only a few months, it is
wise to begin planning well in advance. Start thinking about what you want from an internship at least one
or two semesters before you want to start it, and be prepared to send applications out at least one
semester before. Some highly selective programs may have application deadlines six months to a year in
advance of the actual start date for the internship.



Identify possible host organisations

Once you have identified what kind of experience you want to gain, it will be easier to identify appropriate
organisations or internship programs that offer the types of roles that match your goals. There may also be
an option to arrange an internship overseas.

Also consider smaller organisations that might not usually advertise internships, as they may be able to
offer broader experiences and more flexibility. Organisations with a history of volunteerism are also a
good place to consider for internships and placements as they often appreciate assistance with projects
that require specialised knowledge.

Deakin Careers Fairs are held in March (graduate careers) and August (vacation work), and are an
excellent opportunity to talk to recruiters from both large and small organisations to learn about their
requirements, expectations and different business units. Take the opportunity to ask if they have
internship programs, and what you need to do to become competitive.

Research the organisations

Before you start preparing applications, spend time researching the organisations in which you are most
interested.

o Note your impressions on the information they present on their website.
e Learn the basics about the organisation: its major market, innovations and new products or
services and the organisational culture.

You may also want to:
o search the internet for any relevant news stories
e research job advertisements they have posted recently for attributes they seek in staff

e create a list of questions to ask the organisation -
you will be interviewing them as well to ensure

the experience they can offer will match your Locating internship leads

goals. > Career fairs
Do some research to find out who is in charge of > JobShop www.deakin.au.edu/jobshop
the area in which you are interested, as it is , S _
unlikely you will get any response at all if you > Professpnal associations — attend upcoming
simply post your resume to the human resources networking events
department. Through your networks, telephone » Graduate Opportunities
enquiries or the Internet, identify who will be your www.graduateopportunities.com
best contact. > Faculty staff and course advisers for related
Be aware that not every organisation will be subjects
interested, so don't pin all your hopes on just one > Internet job search sites such as mycareer.com.au,

organisation, and don't take it personally! seek com.au. careerone.com.au

> The careers or employment section of employer

/ \ websites
Resources for overseas internship leads > Contact a manager of the department you are

» Going Global (Log in through the Careers interested in
website www.deakin.edu.au/careers ) > Contact the human resources departments of

» iHipo  www.ihipo.com organisations to find out if they arrange internships

» Check your faculty website for international » Fanmily, friends, colleagues and customers— you
programs. might be surprised at who knows who!

> Antipodeans abroad www.antipodeans.com.au > Careers and Employment Centre - information

k / on professional associations and employers
relevant to different faculties.




My internship ideas

/I\/Iy area of interest; \

I'd really love to work at:
or

| have strong skills in:

| want to improve:

\Ihave no idea! Call to make an appointment with a Careers Counsellor: www.deakin.edu.au/careeI’S/

Who will | ask for leads?

Gnily & friends \

Co-workers

Deakin Staff

My network

N /

Useful websites

ﬁvw.deakin.edu.au/jobshop > check internships section \

WWW.

WWW.

N /




Research for internship proposal

Website:

ﬁrganisation name:

Contact person:

Phone number/email:

Questions to ask/ ideas:
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ﬁ@anisation name:

Contact person:
Questions to ask/ideas:

Website:

Phone number/email:
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Organisation name:

Website:

Contact person:

Phone number/email:

Questions to ask/ideas:
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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:
e working hours and the number of weeks it will be completed over
e duties or task specifications
e to whom will you report to within the organisation.

In your proposal outline:

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

e Qutline the time period, your goals and what you can contribute to their team.
e 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.



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.

Proposal outline

Deadline to communicate negotiated internship to program co-ordinator (if internship is for credit):
Internship goals:

Preferred internship start date: finish date:
{eriod of internship- hours each week: number of weeks:

Skills used:

My knowledge base/expertise:

Duties, tasks or project aim:

\

/

Basic time line

7

Period:
Goals:

N

Period :

N N

Period: Period:
Goals: Goals: Goals:

>> 2> 2>

~




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.

Top resume tips

» The aim of your resume is to highlight your strengths, experiences and to show
the employer what it is about YOU they should be interested in

> Allow yourself weeks, not hours, to prepare a professional resume. Take some
time to reflect on your skills and how you have demonstrated them.

» Emphasise any experience that makes you a good candidate.

> Where previous jobs you have held have no direct relationship to your field of
interest, focus on the ways you used employability skills that are transferable to
your internship workplace.

Y

Include information about your interests and highlight leadership skills, community
and extracurricular activities especially where related to your field of interest.

Use concise statements that start with positive action words.
Ensure any gaps in your educational or job history are explained.
No more than 3 pages.

Ask at least three people to give you constructive feedback.

Y V V VY

Careers and Employment resources
Guides - Identifying your skills and how to demonstrate them
Create a successful resume

Download from <www.deakin.edu.au/careers/resources> or drop in and
pick them up.

Publications - Resumes that get short listed, Jim Bright & Joanne Earl
The Australian resume guide, Paul Steve

Careers and Employment check resumes - find out the times for your
campus.

1"



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!

ﬁasic cover letter structure:

internship.

| —

Publication

Guide
Preparing a cover letter

Careers and Employment resources

Paragraph 1- State your purpose for writing and your interest in the internship opportunity. Make sure you are
clear about what you want to achieve with your internship.

~

Paragraph 2 - Highlight your education/qualifications, and any course related experience that you will bring to the

Paragraphs 3 & 4 - Choose a topic for each paragraph focusing on skills, experience or personal qualities that
you will bring to the position.

Final paragraph -This is your "action" paragraph. Ask for an interview and let the employer know how and when
you will follow up. Include any contact information that will help the employer contact you for an interview and
thank the employer for considering your application.

/

The Perfect cover Letter, Richard H. Beatty \

Resume

OO0O0O0O0O000Oooaq

Checklist

Key strengths/ skills early in resume
Academic and work achievements included
Irrelevant information edited out
Information tailored to internship

Is it honest?

2 referees

Format simple and clear?

Have resume checked by careers

Apply feedback to resume

Have friend proof read resume

Get an up-to-date copy of academic transcripts/results through Deakin
Central.

Cover letter

OooOoOoOoOoon

Is it clear why | am writing?

Does my interest in the field show?

Does my knowledge of the organisation show?

Do | show how my experience is relevant or useful?
Have | made it clear how and when | will follow up?
Are my contact details easy to find?

Is the language professional and industry relevant?
Proofread, proofread, and proofread!

Remember that you never get a second chance to make a good first
impression.




4. Contacting possible host organisations

Any of your contact with a potential host organisation will contribute to their overall impression of you, so
always ensure that you are prepared, polite and professional when contacting staff in any section or level
within that organisation.

Before the call

Before you call ensure you have prepared a clear explanation about the goal of your communication, in
order to get your request or query across as succinctly as possible. Essentially you are hoping to arrange
a face-to-face meeting, but be prepared to discuss your proposal in more detail and answer questions.

Cold/warm calling

You may be cold calling, which is contacting people you have not met, or warm calling, which is contacting
someone to whom you have been referred, or someone you contacted previously, possibly when you sent
your resume.

¢ [fyou have been referred, make sure you mention who put you in contact with the organisation.
e Be clear about what you hope to achieve, your areas of interest and why they matter to you.

e Qutline your proposal, your goals and what you can contribute to their team.

e Explain why you are interested in their organisation when you contact them.

o Be aware that the person you contact may not initially be interested, so don’t take it personally
and be prepared to sell your idea.

¢ Always politely thank them for their time, even if they couldn’t assist you with your enquiry.

Practice

Be prepared to describe in about 45 seconds your education, work and volunteer experience, and career
interests. Be as specific about your experiences as possible: ‘| was the events coordinator for my
university club’ is better than ‘I have strong organisational skills’. ‘| wrote a computer program that is
currently being used by Bigd Company’ says more than ‘| have taken several programming courses’. ‘|
worked about 15 hours per week while | studied full time’ is more descriptive than ‘I have good time
management skills’.

e Practice your proposal summary so that you feel comfortable and confident in your presentation,
but avoid sounding as though you've memorised a script. Don't read from notes.

o This summary will be most effective if you have researched the employer thoroughly so that you
can relate your qualifications and interests to their focus.

¢ Find someone to practice with. Ask them to act uninterested in your internship proposal so you
get practice in selling it and how it will be productive for the organisation.

e Call to discuss your proposed internships with the companies you are least interested in first, so
you can use those calls as practice for the companies you are very keen on.

¢ You want to try to secure a face-to-face interview, but be prepared to discuss your whole
proposal then and there on the phone if necessary.

The Victorian Government website Youth Central <www.youthcentral.vic.gov.au/jobs> provides an
interactive guide and tips on cold calling.

13



During the call
It is important to give a positive impression at all stages of contact - you want your prospective internship

host to remember you for the right reasons! Careful research means you are able to plan questions based

on what you do know, not what you don't know. (Example: / saw on your website that your company
<designs its own systems software>. Can you tell me if you have a team dedicated to this area?)

Organise

[0 Create a checklist of points and questions you want to cover in the call - you don’t want
to get off the phone only to realise you didn’t cover a key point. Make notes against each
point during the call.

[ Organise your information so it is easy to access and right in front of you. Make sure this
includes a copy of your resume, your questions for them, and your proposal in simple
point form.

O Choose a quiet time and place where you won't be distracted or interrupted during the
call. Do not call from a mobile phone or internet line- it will not make a good impression if
you are interrupted or can't be heard!

[1 Start the call with your brief explanation as an introduction. You may need to repeat this
to a series of people before you reach the right staff, so be clear and remain polite and
friendly to everyone.

[0 Be aware that you might be calling at what may be a bad/busy time for them, so if they
say they don’t have time, be prepared to ask when will be a better time to call back.

Get a date!

0 Once you have put your proposal to them and asked your questions, don’t forget to ask
when you might expect to hear more from them, or if possible when you could come in to
meet them. Get a specific date (and time), and write it down with the notes you have
made from the conversation.

d

Oooad

/Prepare these items: \

my proposal outline
my up-to-date resume
the name or job title of the appropriate contact

information on the unit and documentation requirements (if
the internship is for credit).

Notes for my intro about me and why | am calling:

Sent resume? Date sent:

-

14




Call checklist
Points to cover:

My questions:

The date to meet or when I’ll hear back:

What additional information do | need to send?

Reflections on improving my telephone approach:




After the call

Follow up and maintain contact without being overbearing.

o Sit down and write a thank you letter immediately with a brief summary, include a copy of your
resume and a copy of the course information and send it within 24 hours of your call. This will
demonstrate your interest and they will remember you positively.

¢ Be sure you have a professional sounding answering machine message and know how to
retrieve voicemail from your mobile phone.

o ltis perfectly acceptable to follow up with a phone call if they have not contacted you by the date
they gave you - make sure you get one!

¢ When you follow up by phone, politely tell them that you are checking on the status of your
resume and cover letter and you are still very interested in an internship. Your goal in this phone
conversation is to convince them to schedule you for an interview. It's unlikely you'll obtain an
internship over the phone. They will want to meet you in person to see if you are as good as you
look on paper.

o Be persistent and polite, but do not make excessive enquiries! Calling more than once a week is
going a bit overboard.

ﬁollow up checklist \

O Is my voicemail and answering machine message simple
and professional?

O Do | need to send further documents? (resume,
internship overview, university agreement)

0 Write a thank you letter or email, proof read and send
(including any required additional documents).

0 Add notes to the information you have been gathering on
that organisation.

Careers and Employment resources
Video
Can | have a few moments of your time?
Guides

Networking and Make that call- don’t go in cold! from
<www.deakin.edu.au/careers/resources>.

16



5. Internship interviews and offers

Before an interview

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.

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

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

e Consider further questions you may have.

e 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:
e Why are you interested in getting experience with us?

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

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

e 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?

o |f 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.

Careers and Employment resources
Guides

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

DVDs and videos

Essential interview skills; Behavioural interviewing; Making an impact (also

available online <www.deakin.edu.au/careers/resources>)
Publications

Best Answers to the 201 most frequently asked interview questions,
Matthew J. DeLuca

Great answers to tough interview questions, Martin John Yate

/Checklist

.

O Prepare your questions for
them

O List questions they may ask
you

[0 Practice answering interview
questions with a friend

~

/

17



-

My questions for them:

Interview preparation notes \

/ Questions they might ask:

At an 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.

18




After an 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.

o 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.

o Ifthe 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.

e Wil the internship allow me to do the type of work I'm interested in?
e What kind of supervision will | receive?
o Are interns treated like valued employees or cheap labour?

¢ Agreat company name does not mean a great internship. Will | get the experience I'm looking
for?

Categorise and compare offers based on the goals and workplace experience that is important to
you.
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6. Thriving in your internship

This section will cover some essential points to ensure you get the most out of your internship.

e Getting ready for the first day
e Communicating at work

e Dealing with workplace issues
¢ Time management

¢ Internship outcomes

Getting ready for the first day

A week or so before you start; get back in contact with the person you have been dealing with. This

demonstrates your enthusiasm, and also gives you a chance to clarify arrangements for the first day. You
should be clear on the organisation’s standards of punctuality, attire, and organisational responsibilities so

you are able to conduct yourself in an appropriately professional manner at all times.

What do you need to bring for HR purposes?
Eg bank details, etc.

What time are you due to start and at which office?

Your work location may or may not be the office you attended for interview — it’s best to make sure. If driving,
check a road map in advance and, if possible, take a trip to the office during the week before so that you are
confident where it is and how long it will take to get there. Allow for peak traffic. Alternatively, check public
transport departure and arrival times to work out which options you'll need to take.

Attire

What should you wear/what is the dress standard of your unit? Is there any safety equipment you
need?(Remembering what the people wore at your interview is a good indication of the dress standards.)

Contact
Who will be meeting you on the first day/who should you ask for?
Supervisor: Buddy:
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Communicating at work

The first day - introducing yourself

Just as well they don’t test you at the end of your first day on the job to see if you remember the names of
everyone you just met! To make a good impression:

Smile!

Shake hands when you meet people and use their name in your greeting eg. “Nice to meet you,

Sandra.”, “Hi Bill", etc. It personalises the meeting and repeating the name will help you remember it
later.

Look people in the eye as you greet them.

If you're introducing yourself, outline what you're there for i.e. “Hi, 'm Katie. I'm a student from
Deakin working with HR for the next few weeks.”

Grab a business card if they have one on their desk — you can refresh before you next go into their
office. Try drawing a basic office site map and writing the names of people you meet as you go.
Check if there is a unit organisational chart and if you can get a copy. Make some brief notes on it
about who you have met.

Asking a question gets a conversation going and that's how you get to know people. Make it an open
question though! (see page 22)

Name

/The people | work with: \

contact details role in the section

Policies and systems:

Lunch — when, how long and where

Tea breaks — when and how long

What if I'm sick? (contact details)

Alternative contact

IT/email/phone access and usage

Location of shared facilities eg printers, photocopiers

How to use the phone system for internal and external calls

O O O 0O o o o O

Is there a procedures or policy manual you can refer to in either hard copy or on the web?
Where is it located?
O Other notes:




Asking questions

Better a dumb question than a dumb mistake, but better still to ask a clever question. A clever question is
an informed one (this is known as active learning). Find out a little information on your own before asking
for assistance. Not only will this help you to frame your question (and may lead to you not having to ask it
at all), but also you will be more likely to understand and be able to act on the answer because you have
an understanding of the context. Bear in mind that it is natural to make mistakes — the key is to minimise
them through learning and to learn form the mistakes that you do make so that you don’t repeat them.
You only stop making mistakes when you stop trying out new things — when you stop learning!

Asking questions to clarify doesn't make you look 'dumb'. It helps you to avoid making mistakes, and it will
also help you get a better and clearer understanding of the task, role, etc. Try each of these:

Closed questions >/Reﬂective questions \

These simply require a yes/no answer (or
a choice of limited options). They should Framed from information provided by the listener

be restricted to confirmation or approval. (or your own investigation), reflective questions are
used to seek clarification and to test your
understanding. They usually elicit a closed
response.

“Does the laser printer print in colour?”; “Is
it OK if | grab what | need from the
stationery cupboard?”

“You said you would like five copies of my report
/ - and in colour. Would you like all five in colour, or
Open questions an original in colour and the rest in black and

white?”
who, what, why, how, when

These questions should be used when you want an
explanation or information to be given, and the options for the
answer are either numerous or unknown.

“How would you like me to present my report?”, rather than “Do
kyou want a written report?’

Taking notice
Active Listening is an important technique in demonstrating your interest and understanding. It involves:
¢ Nodding or expressions which demonstrate your comprehension of what's being said.
e Verbalising your understanding - uh-huh, OK, | see, that's good, etc
e Making eye contact
e Asking questions/making comment

Make sure that you actively demonstrate that you are listening to the advice and guidance of your
supervisor, buddy and peers.

Dealing with work place issues
Be aware that it is possible for difficulties to arise during your internship for one of the following reasons:
e You and your workplace supervisor have different expectations of your work & learning role.
¢ You cannot cope with some of the tasks
e  Poor communication between you and your workplace supervisor
e The work allocated to you is inadequate or insufficient
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e Your workplace supervisor changes during your internship
¢ You are unhappy with their feedback on your work

Most of these issues can be resolved through negotiation, and it is a good opportunity to practice your
negotiation skills. Similar problems arise in many work environments, and the ability to work through them
can mean the difference between a satisfying workplace and a difficult one.

Occasionally an issue may be resistant to negotiation — if your internship is for university credit, speak to
your program co-ordinator for advice. If it is not for credit, approach the next level of supervision or the
organisation’s Human Resources section for advice.

Dealing with interpersonal issues

We will always find some people easier to work with than others (and they feel the same about us). An
internship is an opportunity to develop good working relationships with colleagues who may have different
ideas about work styles, client relationships or even social issues. Different cultural backgrounds or a
‘personality clash’ can lead to misunderstandings in any workplace. Where possible, sort out your
difficulties directly with the person concerned - many workplace conflicts can be resolved by clear tactful
communication with that individual, and a little humour. Where your efforts fail to resolve the situation,
seek advice from an appropriate person, such as your or their supervisor, or your program co-ordinator.

Time management

Managing your time effectively is primarily about planning and organising.

Clarify expectations

The first thing to do is to define the tasks that have to be completed. In order to do this effectively you
need to know exactly what is required of you. Your job description and performance indicators will help
you to do this, but it is a good idea to draw up a list of specific activities you plan to undertake and then run
these by a supervisor to make sure you're on the right track. Also ask if there is a particular high priority
item(s) that the supervisor thinks you should manage first. It's a bit like the tortoise and the hare, take a
bit of time up front so that you don’t waste a lot on the wrong things.

Break it down

Break bigger tasks into manageable activities and list these in order of priority. A big job can be really
daunting and the temptation can be to put it off as a result. By breaking it down you can see a way
through it and you also give yourself the opportunity to feel the satisfaction of ‘ticking’ things off your list.
For this reason, always include a couple of quickly completed activities even if you don’t allocate them a
high priority — at least you know that’s one thing you'll be able to finish by the end of the day!

Set your priorities
You should prioritise before you start preparing a To Do list. Either highlight or asterisk the things that

need to be done first because others are relying on you, you have specific deadlines or simply because
you can't continue with other activities until these are done.

Create a ‘To Do’ list

Write the activities into a ‘To Do’ list for a given period. At first you should prepare a daily list, but as you
improve your time management skills, you may find that a weekly list will suffice. Obviously put your
highest priorities at the top, and is a good idea to note an anticipated time frame. This will stop you from
being totally unrealistic about what you could reasonably achieve and will help you determine if you have
space for additional things thrown at you. Be sure to allow time for the daily tasks such as responding to
emails, answering queries, seeking advice, etc
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Once you have listed the priority items for today, prioritise them again by giving them an A (do straight
away), B (aim to finish by the end of the period), C (hope to do, but can be carried over if necessary).
Anything you don’t get done, transfer to tomorrow’s list at the end of the day.

Competing priorities

In a busy team environment or on multi faceted projects, its not unusual to have unplanned activities
suddenly arise, often requiring some urgency. This can create dilemmas with the priorities you have
already set. In this instance you will have to make choices about the comparative priority between these
and what you are already planning to do i.e. what takes precedent? Allocating C level priorities can help
you work out where you can fit the unexpected by creating opportunity from postponed ‘to do’s’.

If someone else in your team or a supervisor asks you to undertake an additional task, don’t assume that it
is an A level priority. Try one of the following approaches:

“When do you need that done by?”/"How urgent is it?”
“| have some time later in the afternoon when | can do that. Is that okay with you?”

“ have something that | have to take care of fairly urgently, but can get the details from you now
and work on it in the morning/later today.”

e “I'm happy to do that, but | had prioritised a couple of other things for today in relation to the task
you want me to complete. Can you give me some guidance on which of these activities should
be done first and what you're happy to wait a little longer for?” (This way you share the
responsibility for a delayed task while taking the advice of your supervisor.)

Learn as much as you can during your internship. Even when things may seem dull, don't be afraid to ask
questions about things you're interested in, or even get to know your employer better. You're there to learn
and any employer would be willing to help you out.

mrnship Dos & Don'’ts \

DO treat every task seriously. Interns that show attention to detail and a good work
ethic are the ones who will be kept in mind if a position arises.

DON'T roll your eyes. Ever! This is a sure way to lose the respect of your new
colleagues.

DO ask questions. You are there to learn and work, so everyone expects you to
have questions. Make the most of it.

DON'T be afraid of senior staff. Many senior staff love to mentor but are time-
deprived. Being proactive in approaching them can be positive.

DO show initiative and enthusiasm. Treat your internship as a job and you will gain
the respect of your supervisor.

DO treat every member of staff with respect - whatever their level within the

&rganisation. /
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Internship outcomes

By the end of your internship, you should know whether you like the people in the industry you're working
in. Do you want to be them in five years? And you should know whether or not you like the day-to-day
work. Do the hours suit you? Does the work focus interest you?

Every day make notes on the areas you enjoyed and those that frustrated you. At the end of the next week
reflect back on these — were the frustrations simply a lack of knowledge? Was the enjoyment only
because it was new, or was there something about the process you enjoyed?




7. What to take away from an internship

An effectively documented internship will provide useful stepping stones into your future career. Ensure
you take advantage of them all!

Career insight

You will learn about yourself and your work style through your internship experience. Pay attention to what
you liked and disliked, as this can help you understand your work place preferences, the style of
management you work best under and the kinds of colleagues with whom you enjoy working. Use this
insight when looking for further internships or jobs and when making future career decisions.

The reflective practice component of an internship completed for credit helps you develop insight into how
theory translates into real world practice. If your internship is not for credit, it is worthwhile keeping a daily
log book and writing a report on the process. A clear understanding of what you have learnt and how your
skills have developed can translate into more money and/or a more desirable position upon graduation
due to the experience gained at that internship.

Referees, networks and referrals

It really is all about networking.

Any internship can provide great contacts for the future. Even if your internship host cannot offer you a job
when the internship ends, they can offer useful advice. If you have demonstrated a good work ethic, built a
good rapport with your colleagues and stay in touch after the internship ends, the return can be more than
just industry experience.

Recommendations can help you land other jobs within the industry. Even unpaid internships can pay off in
the future!

Good referees are just as essential as a strong resume. In the final week of your placement, follow up with
your direct supervisor in the internship to ask if they would be willing to be a referee for future job
applications. Send them a thank you note after the internship and a copy of any report you write. Stay in
touch! Don't be over bearing, but do send them an occasional brief email to let them know how things are
progressing in your degree and your career plans. (Always maintain a positive tone.) If they hear of
suitable opportunities, they will still have you in mind and will have some idea of whether you may be
interested.

-~

.

N

-~

\

Referee Referee
Name: Name:
Email: Email:
Phone: Phone:
Other contact: Other contact:
Last contacted: Last contacted:

N
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Resume
A well documented internship experience will provide strong content for your resume. You will be able to

demonstrate how you have used your skills and may have quantifiable examples, which is the essence of

a solid resume. Consider adding the following components to your resume.

Industry knowledge

If this is the area you decide to make a career in, the academic knowledge you apply during your
internship can create a strong foundation for the next steps.

Make notes on industry specific knowledge you discovered during your internship
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Portfolio of work

Check with your internship supervisor if you can keep a copy of any project reports, plans, presentations, publications
or other concrete evidence of your work that you produce throughout your internship. Store them together as a tangible
portfolio of your work to show future employers. If you are unable to keep a copy keep a detailed record of what you
contributed and how you did so.

Record some notes so you can put together a one page snap shot that provides an overview of what you
achieved in your internship.




Relevant skills

You can learn a good work ethic and, if you end up turning the internship into a career, you can learn a lot about what
to do on a daily basis and practice and improve those skills and knowledge areas. Make notes on how you used your
communication, teamwork and organisational skills.

Use S.T.A.R. (Situation - Task - Action — Result) to ensure you've noted all the key information.

Communication (Written and/or verbal. How did you communicate your ideas? Did you have to
explain specialist information? Did you adapt your approach for different audiences?)

Customer Service How did you interact with internal and external clients? Did you persuade,
negotiate, or mediate?

Teamwork What was your role as part of the team? Did you have to handle conflict? Did you
take on different roles?

Planning & organisation Did you plan or organise events, set time lines, co-ordinate tasks for yourself or
others? Did you adapt plans to cope with unexpected changes? Did you collect, analyse or organise
information?

Time management Did you work to deadlines, balance competing priorities, organise your work and
prioritise tasks?




Problem solving How did you identify and critique problems, create strategies and develop
solutions? What approach did you use to solve problems?

Self management How did you identify your weaknesses and address them? How did you articulate
your ideas and visions? Did you take responsibility for your development?

Technical What technical knowledge of tools for your profession did you use? What IT
systems, programs or tools were you exposed to? Did you apply OH&S knowledge?

Initiative How did you identify opportunities not obvious to others? Did you bring ideas into
action?
Interpersonal How did you build and maintain effective professional relationships? Did you mix

with a broad range of individuals and groups?
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