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1-Plan
· Start the process at least a semester before you plan to do an internship.

2-Evaluate
·  What Do You Want To Do?
· Understand what types of positions you want to pursue and what skills you have to offer and what skills you need to gain. Career Services offers appointments, self-assessment tools, and resources to help with this process. 
· For Credit or Not For Credit
· If you would like to earn credit, contact the Faculty Internship Advisor for your concentration to find out about the academic requirements and procedures.
· Paid or Unpaid Internship
· Keep in mind some industries do not offer paid internships.

3-Explore 
· IDENTIFY Internship Opportunities.
· SSU Career Services has our own database of jobs and internships 
**CSO (Career Services Online)** and in addition provides links to a number of other databases. Got to http://www.salemstate.edu/3087.php and scroll down to additional internship links.
· RESEARCH organizations that employ individuals doing the work you want to do. They may have internships listed on the organization’s website or you can contact the organization to inquire about the possibility of doing an internship.
· NETWORK 
· Build your networking community by attending industry related events (these can be on-campus, through professional organizations, or career fairs).
· Be visible to personal and professional contacts by maintaining contact; stay in touch with internship supervisors, faculty members and other friends/family members who have been invested in your career development.
4-Write 
· SSU Career Service can help you create or update your resume and cover letter. We’ll review your resume and help you match it to your internship interests.  
 
5-Contact
· Set up Interviews. It’s helpful to go out on at least three interviews at three different potential sites.  Practice interview or participate in a videotaped mock interview. Send thank you letters after your interviews.

6-Decide 
· Make a follow-up appointment to talk about the final internship decision.
· Contact your future supervisor to formally accept. Write to and/or telephone potential employers who interviewed you to decline the internship (if in fact it was offered to you) OR to thank the interviewer for his/her time. Protect your contacts and ours!
· Take a look at SSU Career Services’ handout Internship Survival to help make your experience a success and reflect on your experience. 
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