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Defining Search Goals
= T

The stl.'\tF:ng:a:: you Setting aside time to
submitted to the search for an internship
program will help is an extremely

guide you through the important part of the
search process and .
process and will

ensure you set aside .
. determine your success
proper time to secure

an internship
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SMART Goal

Example: <

“I will search for internships every Sunday from 12:00pm-3:00pm,
applying for two internships per week. If | have not secured an
internship halfway into the quarter, | will increase my internship
search to 5 applications per week. | will work to have an

internship secured three weeks before we leave for DC.”




Do’s and Don'ts 7//

* Set aside time for your search
in the same way you would a
regular class

* Keep and regularly update a
search log

* Focus on skills you want to gain

for your future career goals

* Wait to start looking

* Search too narrowly or too
broadly

* Focus only on the “big names”
to put on a resume




Ask Key Questions:

03
What do you

want to add to

What career

What is field do you

your ideal want to enter
internship? after

your resume

to help you

achieve future
graduation?

goals?
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Reach

Internships

It is important to apply to some reach internships, however once

S

applied to those select few, move on and begin to apply to more
obtainable internships! Here are some examples of reach
internships:

* The White House

 Supreme Court

* Well-known Congress members




Ask Key Questions:

03
What do you

want to add to

What career

What is field do you
your resume

your ideal want to enter

internship? after

to help you

graduation? achieve future

goals?




Visit Our Website:

WASHINGTONPROGRAM.UCDAVIS.EDU

Hover over Click on Select your Scroll through
accepted “Internships  desired field possible
students by Major” of study internships




Unsure what to do 37
with your major?: !

WASHINGTONPROGRAM.UCDAVIS.EDU

@ © o0 o

Hover over Click on Click Click “What

accepted “Internships  “Major/Minor can | do with

e Students by Major” credit” this major?”




Ask Key Questions:

03
What do you

want to add to

What career
What is field do you

your ideal want to enter
internship? after

your resume

to help you
achieve future

graduation?
goals?




Examples of skills &
experience to add to
your resume:

* Research
* Analytical skills
* Event planning

* Attending advocacy
campaigns at the local and
federal level
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. Company Profile
I'he Solar Energy Industries Association (SEIA) is the national trade association for the sol
and represents more than 1,000 member companies and ,000 Americans work
SEIA is leading the transformation to a clean energy economy and is creating the framew

electricity generation by 2030. We work with our member companies and strategicr

Research Spring Internship

v Indust

Mmoo

Commonly, students who want to be a lawyer

want to get an internship in a law office, which [FHEE_—_G_

" " . ° o >ElA is looking for a fal tern to work on a variety of high-priority research projects focused on the U.S. solar

Is Very dlfflCUIt A mOre I"eahStIC apprOaCh ndustry. The intern will work as a member of the Research Department, which supports SEIA’'s advocacy mission by
°

oroviding other departments with accurate data and analysis C '@ major opportu es and challenc >

3 olar ingustr VY nao ng ING past rese C ac = ale = A's Major Projects Lis O I< Vieans Business

o~k
)y

12 r

would be pursuing an internship that provides

research (a common skill utilized by legal DS —

ce and cleaning

y Aa¥iem ¢
LZAtIOnNs

professionals).
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Marketing and Business Development Intern

nantul 'r-]"{j”."‘ nent C re A

At Momentum Health

we strive for greatness while supporting change in our communit

v. As an emerging nonprofit, our impactfu

. change leverages dynamic resources addressing Hunger, Homelessness; and Hi\.
We are looking to grow and invest in a talented candidate willing to change the world while leading the
momentum. An ideal candidate would show experience through their resume and ambition to grow in the
Healthcare Technology field. The 1 of

year internship is a paid opportunity with solid potential tor permanent hire and

benefitsattheenaorthetr

,with an expected 20-25 hoursaweek ata

) M Q

ved 90 Credit College Hours (Junior or

e development candidate with two or more

Q

auions are enco -1."3‘?.!:-’:1 10 appiv.

Students interested in medical school often look

for a research-based internship, which can be

Fexible schedule

difficult to find. Referring to the example, working

for a health organization doing advocacy and
marketing can also be extremely beneficial for a
potential medical student’s resume.
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Location
(D.C.)

Quick Search Tips:
@ © © O

Important Minimum
time frames  qualifications

Position
legitimacy
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Internship
Listing Ex.

First things to look for:
* Location
* Important Time Frames (Deadline & internship
timeline)
 Minimum Qualifications (i.e. undergrad, special
skills, etc.)

* Legitimacy of the position

Internship
Control Point Group - Washington, DC 20003 (Capitol Hill area)
$15 an hour - Internship

D ©

Control Point Group is a minority-owned, Democratic political consulting firm that works
with candidates, caucuses, and progressive causes with digital, direct mail, and paid
phones. More info can be found at controlpointgroup.com

CPG is seeking a self-starter undergraduate or graduate student intern to support the
mission and advance its initiatives for a period of six months, approximately 25
hours/month. Potential college credit opportunity depending upon requirements

Duties include but are not limited to:

Social media strategy collaboration and implementation

Content creation

Eblast copywriting

Event assistance

Data updates

Potential candidate outreach

Potential supporter outreach

Specific start & end dates of employment: February 2018 — May 2018
Address of the work place: 458 New Jersey Avenue, SE, Washington, DC 20003
Number of hours per week: 25-35

Name of your training supervisor: Cartney McCracken

Compensation (also state if not paid): Paid

Job Type: Internship
Salary: $15.00 /hour
Experience:

» Politics: 1 year (Preferred)
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LEGAL INTERN SPRING SEMESTER (PAID)

The Law Offices of Manuel Rivera Esq. & Associates - Arlington, VA
Part-time, Internship

Internship D o

Our firm is seeking Fall Interns to assist our office with an in-house legal representation of

our clients. Duties may include

Casework: Assist in the preparation of cases for our clients represented by our

associate attorneys, including but not imited to: Asylum, Special Immigrant Juvenile
Status petitions, DACA; assist in preparation for hearings and interviews as well as
. taking notes at court hearings and informal adjudicator meetings

Legal Screening: Assist with the initial screening of our clients, conduct
communication with clients, adult sponsors, and other agencies
Legal Research: Research country conditions and psycho-social services to support
casework
Case Management: Update case summanes, track important court dates and
o o deadlines, process referrals and communicate with clients

Fl rSt th | ngs to IOOk fo r. (If applicable) Assist attorneys in interpretation at client meetings as well as USCIS

interviews, perform translation assignments for a variety of documents related to
= client work
* Locatlon Office Administration: Assist with various ad-hoc assignments related to managing

and organizing a law firm

* Important Time Frames (Deadline & internship

Qualifications and Skills

ti meline) Enrolled or graduated from an accredited Law School program
Strong Academic Performance (3.2 GPA or above)
o < . oo . . " QOutstanding, oral, written, and active listening communication skills
 Minimum Qualifications (i.e. undergrad, special Fluency in Spanish a major plus
Strong Administrative problem-solving and time management skills
Highly organized and excellent attention to detail

skills, etc.)

Job Types: Part-time, Intermship

* Legitimacy of the position
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Legislative Intern
Education Trust--West - Sacramento, CA 95814 (Mansion Flats area)

. $18 - $25 an hour - Part-time
n e r n s I p Apply On Company Site @

Qualifications

We are most interested in finding the best candidate for the job, and that candidate may be

one who comes from a less traditional background. We would encourage you to apply,
even Iif you don’t believe you meet every one of our qualifications described

Excellent written communications skills
Excellent organizational and follow-through skills and attention to detail
Passion for improving the educational opportunities and outcomes for low-income
students and students of color coupled with a strong knowledge of social justice and
equity-related issues
° ° o " 2 ~ p
FI rst th i ngs to IOOk for: Strong computer skills, including proficiency in MS Office applications (Word, Excel

PowerPoint, Outlook)
Prior experience on working with legislative text or in a legislative body such as

[
® LOcatIOI"I Capitol Hill or a state legislature preferred

Personal Characteristics

* Important Time Frames (Deadline & internship

Analytic mindset and the desire to continually assess the education policy and
timeline) legislative landscape

Results-oriented, achievement-driven approach to projects and tasks, with a clear

understanding and focus on goals

° M i n i m u m Qua I ifications (i°e° u nderg rad 9 speCia I Desire to learn from experienced team members for personal growth

Ski"s, etc.) Compensation

Interns will be paid $18-$25/hour depending on experience

* Legitimacy of the position
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Department of Public Works Internship Fall 19
City of Falls Church - Falls Church, VA 22046
$15 - $16 an hour - Part-time

Internship Do

Duties include:

Preparing spreadsheets and graphs for engineers
Assisting with site inspections and observations

Performing AutoCAD work, and researching materials and manufacturer equipment
Will also assist with report preparation and routine office tasks such as
. photocopying and collating drawing. May possibly include some fieldwork assisting

with data gathering for various projects

Perform related tasks as required

Requirements: The intern must have excellent writing, research and communication
skills. The intern should also have expenence with document layout and design utilizing
computer programs. [hey must be comfortable working with the public and organizing

Fi rst th i ngs to Iook fo r: work to meet specific deadlines. This intemship is ideal for students pursuing a bachelor's

or master’s degree in engineering or related degree. The student must be fluent in English

° i - iy N fi S Sen
] Locatlon Hours: Flexible, 10-20 hours per week for a minimum of 12 weeks between September
and December 2019

[ Im po rta nt Time Fra mes (Deadline & internShip Salary: This is a paid internship in the range of $15 to $16 an hour, temporary position, no

benefits. Training opportunities will be made available. See www fallschurchva.gov for
additional information

timeline)

To Apply: Submit a cover letter and resume to the City of Falls Church, Human Resources
Department, 300 Park Avenue, Falls Church, VA 22046, or via e-mail to HR

 Minimum Qualifications (i.e. undergrad, special

Reasonable Accommodation: During the selection process, applicants with disabilities
ski I Is etc ) nay request reasonable accommaodation with the agreement of the Human Resources
? * Division. Requests should be directed to the Human Resources Division. The City of Falls

* Legitimacy of the position




Can you name
some common

internship search
databases?




Let’s cover databases together,
then break into groups to find

internships

Indeed LinkedIn GoinGlobal




Internship
Search
Step-By-Step:
Indeed ff
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?ndeed Findjobs ~ Company reviews  Find salaries

What Where
oD title. keywords. or company City. state or zip coge

policy internship Q Washington, DC

* Industry: Policy
* Position: Internship
* Where: Washington, D.C.




Sort by:

relevance - date

Include

within 10 miles

Salary Estimate
. ‘ $25,000+ (765
l $30,000+ (612
O $40,000+ (412
$50,000+ (282
$65,000+ (14¢

Job Type
Refine your internship search: Full-time (454

Internship (311

e Relevance

Part-time (228

» Distance Temporsiy, (78

Contract (1C

JOb Type Commission (1

Location Location
Washington, DC (639

Experience Level o Gl

Alexandria, VA (31
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External Site

First things to look for:

* On many internship/job listings you will be
navigated to an external site to apply.

* Please ensure the organization and the listing is
legitimate before navigating to the external site to
apply.

* If possible, navigate to the organization's website

itself and see if you can apply there

2024 Summer Internship -
Accounting (undergraduate or
graduate student)

National Women's Law Center - Washington, DC 1 week ago - 5 applicants
M8 ¢17/hr - On-site - Internship
51-200 employees - Non-profit Organizations

:Q< See how you compare to 5 applicants. Try Premium for $0

i Skills: Account Reconciliation, Journal Entries (Accounting), +8 more

[N ( Save )

About the job

The Position

The National Women's Law Center (NWLC) seeks an undergraduate/graduate Accounting
ntern for summer 2024 who is ready for an immersive, real-world experience. Under the
supervision of our staff, the accounting intern can expect to participate in the processing
of financial transactions, analyze actual financial data, learn more about accounting
software, and assist with other accounting activities. You should be a motivated team
player who can maintain efficiency and accuracy when multitasking.

To be a strong candidate for an Accounting internship, you should possess an
understanding of accounting and financial principles and a positive attitude. You should

e collaborative, trustworthy, receptive to feedback, and eager to learn.

This is a full-time, non-exempt paid position of 37.5 hours per week to start June 3, 2024

and end August 9, 2024. This work may be done hybrid or in-person,




Work with your group to
find an internship on

Indeed!
1 @ © & o
Policy Nonprofit Education STEM

Internship Internship Internship Internship




Internship
Search
Step-By-Step:
LinkedIn [{}}
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Q nonprofi internship § Washington DC-Baltimore .. ':‘ Search "' ﬁ ::

e e ey

@ Date posted v || Experience level v | Salary v /| Company v || Remote ¥

* Industry: Nonprofit
* Position: Internship
* Where: Washington, D.C.




LinkedIn Do’s & Don'ts

* Use it! * Just copy your resume
* Update it! * Include anything that

* Be creativel! might preclude you from
earning a coveted position

* Limit yourself to
resume/cover letter
conventions




Work with your group to
find an internship on
LinkedIn!

Q © © O

STEM Policy Nonprofit Education
ternship Internship Internship Internship




Internship
Search
Step-By-Step:
~ GoinGlobal 7




Navigating GoinGlobal

Search for
“GoinGlobal
UC Davis” on

the web
browser

You will be
redirected to

Global Learning

Hub where you
can click “Log
Into GoinGlobal”

Then you will be
directed to login
through your
UC Davis
Kerberos
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I n te r n s h I p For more internship opportunities by country, check out the Internship Programs section under the Finding

a Job topic area within each of our Country Career Guides (for example, click here to see this section within
the Australian Country Career guide)

sea rc h @ All Internships ) Remote Internships

Keywords

For more results, try searching for both English and native language terms. Ex: “Architect Architek!”

First things to look for:

* Navigate to “Internships” on the main page country”
Jnited States
* Ensure you select the keyword for the area of

interest followed by “internship” Location *

Washington DC

* Please also specify your location, “Washington,
DC”




Work with your group to
find an internship on
GoinGlobal!

_| @ © © o

Education STEM Policy Nonprofit

ternship Internship Internship Internship




Additional Search
Methods

Symplicity Glassdoor Congressional

Bulletin




Symplicity

02

If this has not
Symplicity has

You will have a happened yet,

Symplicity please review
account setup your inbox for
through UCDC an email from

internships

curated for
UCDC students

UCDC in the specifically
coming weeks
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2% ucdc-csm.symplicity.com/students/app/home

UNIVERSITY OF CALIFORNIA
WASHINGTON PROGRAM

U C D C Q Jobs

Employers Resources

@ (&

Internship Program Pathways Job Search Public Profile Add a Resume
Ga experie - f Fol step- {e - Sea i 3 jet St NCase your academi A0 aresume et
nier D B e re B ( fe ( 3 e 14 L e

placemer mmend evement
People in your major are interested in
University of California O.. Office of Congresswoma Keith Watters & Associat Council on Foreign Relati
. ebdassn . [t . P @

ashington, District of C

Winter/Spring 2024 Fall 2023: Press Intern Spring Semester 2024: Intern Winter/Spring 2024: Intern
Legislative Intern ‘ ,

5 internshir (multiple positions)
Interns 30d+ rolling d+ rolling Internshij

d+ rolling ling
LA w oA w o3 w oF

Because you viewed Winter/Spring 2024: Housing Policy Intern at DC Fiscal Po

icy Institute (DCFPI)

Oceana National Disability Right... Council for a Strong Ame...
B8l Washington, District of C G Gl

Squire Patton Boggs (US...
Washington, District of C Washington, District of C E] N

L washington, Districtof C

Winter/Spring 2024: Policy

Winter/Spring 2024: Policy
Intern

Winter/ Spring 2023: Federal

Winter/ Spring 2023: Public
Intern Policy Intern Policy Intern
Internship internship In nip | nip

KK
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2 ucdc-csm.symplicity.com/students/app/jobs/search?perPage=20&page=18sort=!postda

UMNIVERSITY OF CALFORMNIA
WASHINGTON PROGRAM

l lCDC Jobs Employers Resources
K

gard the application deadline Indicat

nave any question, cor

-

Preferred Interest Area Remote/On-Site More Filters Create Job Alert

1-20 of 527 Internships ate Posted Winter/Spring 2024: Business Development Fellow
United States Hispanic Chamber of Commerce (USHCC)

Winter/Spring 2024: Business Development
Fellow

United States Hispanic Chamber of Commerce (USHCC)
Washington, DC, District of Columbia

Winter/Spring 2024: Development Intern M e United States Hispanic Chamber of (
The Education Trust - Washington, District of Columbia e, GEveIopn . rests of

-

Winter/Spring 2024: Housing Policy Intern
DC Fiscal Policy Institute (DCFPI) - Washington, District of

Columbla
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2% ucdc-csm.symplicity.com/students/app/jobs/search?perPage=208page=18sort=kwmatch&keywords=policy%2520internship&location_keywords=Washington%%252C%2520DC%252C%2520USA&location_keywords_value=discovery?:253...

UNIVERRITY OF CALIFORNIA
WASHINGTYON PROGRAM

l 'CDC Q Jobs Employers Resources KK
—

© I!mportant note: Many of UCDC's internship leads are available on a rolling basis. Therefore, disregard the application deadline indicated on the right side bar

As you prepare to apply, please follow all of the instructions included in the description. if you have any question, contact us at internship@ucdc.edu

Search Saved My Job Applications

policy internship X Washington, DC, USA 25mi ~

A ot stings Preferred Interest Area Remote/On-Site More Filters Create Job Alert

1-20 of 523 Internships I= Relevance = Winter/Spring 2024: Housing Policy Intern
DC Fiscal Policy Institute (DCFPI)
Wash ngton [
Winter/Spring 2024: Housing Policy Intern e Internshi
DC Fiscal Policy Institute (DCFPI) - Washington, District of
Columbia e
Job Description

ntemship 7

Summer 2023: Policy and Legislation Intern

EarthJustice, Policy and Legislation - Washington,

District of Columbia longstanding economic ant ( Q Ir t e opportunity for a ]
varmehin - econon uture. With a p en tra ecord of successiully advocating for the fundamentals that
; veryone in our city deserve ) i f dine lep nt rce of informat nthe |
) 3N ( city [ e Spe whether itst ying [ the DI yuncil
: > e bringing diverse advocac ups together, o . tir | ih, independent resea -
Winter/ Spring 2023: S&T Policy Intern =16 SN PR oy f e e e
} y y
Potomac Institute for Policy Studies, International Center
for Terrorism Studies (ICTS) - Arlington, Virginia Internships:
ntemship 30d+ The DC Fiscal Policy Institute (DCFPI) seeks a Housing Policy intern 1o support the organizatic
research and ady acy on affordable housing licies in the District of Columbia, with a f

ending displacement in improving support for the Tenant Opportunity to Purchase Act (




25 ucdc-csm.symplicity.com/students/app/jobs/search?perPage=20&page=1&sort=!kwmatch&keywords=policy?2520internship&location_keywords=Washington%252C%2520DC%252C%2520USA&location_keywords_value=discovery®%253... X

How to Apply

Please submit a cover letter and resume to Eliana Golding at egolding@dcfpi.org.
Applications will be considered on a rolling basis.

In your cover letter, please tell us why you want to work at DCFPI and be specific about why
you're interested in the Housing Policy Internship. Applicants should tie any seemingly
unrelated work experience learnings that might support your success in this role. DCFP1 also
encourages applicants to draw from their lived or personal experience to explain why you
want to work on policies that intentionally lift up and protect DC’s Black and brown
communities

The email subject line should be "Housing Policy Intern” and application letter and resume file
names should be lastname.coverletter.intern and lasthame.resume.intern.




Glassdoor.)
@ © ©

Set up an Navigate to Input the You can
2 account the top bar location and search for
with your where it says field/ position interview

o 66 2 o o
email jobs you’re looking questions, too!
for




Congressional

01

Search “Senate

02

Subscribe to the

Employment House

Bulletin” in Employment

R

your search Bulletin for

engine internship

\
=

NN

Bulletin

Here you wili

find all relevant
House or Senate
job
opportunities,
updated weekly




Keep track of your

int hips!
internships ////

O
ATSNPM) O




Q6P

Use an Internship Log

Interview
Date Submitted & Information

Organization  Contact Name,

Name

Contact Title .

Phone

Number .

Contact Email
Address

Application

Deadline .

Required Application
Materials

How Submitted . (date & time) .

Follow-up
Date

Application
Status

Organization

. Mailing Addres: .

Organization
Website .

e.g. Resume (R), Cover
Letter (C). Writing Sample
(W), Letter of
Recommendation (L).
Transcript (T). Online
Prompts (P)




Submitting Applications

* Files MUST be in PDF format (Unless otherwise stated)
* Follow a consistent file-naming convention
O Doe, Jane - Resume and Doe, Jane - Cover Letter

* If you’re submitting via email:

©  Your subject line should include your name and internship position
© Keep the body of your email short

© Include a signature line:

= Jane Doe

= University of California, Davis
= B.A. Psychology

m (555) 555-5555




Where you can
find us:

The Grove Room 1350
washingtonprogram@ucdavis.edu

(530) - 752 - 9095

—\

’"‘"
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