6 STEPS TO SECURING AN INTERNSHIP

1) Identify your goals
· What you want to achieve (gaps you want to fill)
· With whom/where/in what environment you want to explore and learn

2) Find or create an internship
· Search HIRED at www.gse.harvard.edu  Current Students  MyGSE  Campus Life  Career Services  EdM Resource Center  HIRED
· Choose an existing internship* (Jobs  CSM jobs  Internships (local or non-local)  Search term  Search)
· Create your own (Jobs  CSM jobs  Job Leads  Search term  Search)
· Search previous internship locations lists (EdM Resource Center  Internships  Internships Center  Find a good-fit internship  Previous internship locations)
· Or talk to faculty or professional connections on LinkedIn or elsewhere
[bookmark: _GoBack]*TIP: it’s also worth checking the part-time jobs. They are often great for internships—and they’re all paid! Just make sure you have the learning and mentoring to the extent you want it.

3) Think about how you want to structure your internship. Consider: 
· Type of relationship: Mentored; Non-mentored
· Hours: ~8-10 hours/week for 10-11 weeks (recommended) = a useful approximation of a 4-credit course
· Location: Where you are now? Where you want to end up?
· Compensation: Paid and Unpaid internships (hourly, stipend, work-study)
· Yes, if you are enrolled in S-997, you can still be paid for your mentored internship 

4) Contact the employer, as early as you can (ask questions; find out if it’s a good fit). Consider providing this information:
· Who you are and where you found out about the organization.
· What inspires you about their org/project/mission.
· What skills you have to use to further this org/project/mission. (think: what can you take off their plate?)
· What experience you want to have to further your own professional growth.
· Do they have 20 minutes to talk with you about the possibility and what it might look like?
· If you intend to enroll in S-997, share The Mentor Role document and deadlines with any potential employer

5) Apply according to employer’s instructions in How To Apply section of HIRED posting or other instructions.

6) (If you are enrolled in S-997) Submit your Offer Confirmation Form on HIRED by Friday, Jan. 29th (HGSE – S-997: Field Experience Program  + Add New  SUBMIT) 

INTERNSHIP RESOURCES

· iSites Career Resource Center (GSE website  Current Students  MyGSE  Campus Life  Career Services  EdM CRC) 
· Credit Options (EdM CRC  Internships  Internship Center  Credit Options)
· Distant internships (EdM CRC Internships  Internship Center  Credit Options  S-997  DIP)
· Find a good-fit internship (EdM Resource Center  Internships  Internships Center  Find a good-fit internship  Previous internship locations)
· Resumes (EdM CRC  Resumes, Profiles and Cover Letters)
· Cover letters (EdM CRC  Resumes, Profiles and Cover Letters  Cover Letters)
· Lynda.com (EdM CRC  Resumes, Profiles and Cover Letters  free access to Lynda.com videos)
· GAP analysis (EdM CRC  Career Decision-Making  GAP analysis)
· Student Employment Office at seo.harvard.edu for any work-study-fund-related questions
· Harvard International Office at hio.harvard.edu for rules for doing internships as an international student. It’s a good idea to confirm plans with Joseph Chen at joseph_chen@harvard.edu.
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Have questions about finding or confirming your internship? 
Please contact me at rachel_gakenheimer@gse.harvard.edu or come in for Office Hours. Schedule at HIRED  HGSE – Office Hours
