Student:




Date:  

Activity 3.5 
Internship – 10+ Hours

Your shadowing visit could turn into a non-paid, internship.  Make the most of this wonderful opportunity.

INSTRUCTIONS:

With your instructor’s assistance you can identify a career mentor to intern with. Follow these steps:

1. Prepare a resume.  Go to www.careerjumpstart.org and choose the RESUME button.

2. Identify potential intern sites.

a. Use the local telephone book.

b. Use the Internet.

i. Go to www.careerjumpstart.org and click the Career Strategy button.

ii. Go to the LI Works Coalition, www.liworks.org, and register in the internship section.

iii. Go to corporate home pages.

iv. Go to professional associations and look at membership pages.

3. Contact your mentor.

4. Be prepared to ask questions and sit and observe.  You can learn a great deal from just watching.

5. Maintain a diary of your interning activities.  Include tasks, machines, systems, and procedures.

6. Record the names and titles of all the individuals you meet.

7. Send a thank you letter to your career mentor when the internship is completed.

8. Summarize your experience.

	Name of individual
	

	Corporation
	

	Address
	

	Phone
	

	Fax
	

	Email
	

	Career Title
	

	Summary of experience
	


