English Internships

Deadlines for Internship Applications:

November 1 for Spring
April 1 for Summer and Fall
August 1 for Fall

Dr. Tracy Bridgeford
English Internship Director

Office Hours

Regular

Mondays 3:00-5:00 and Wednesdays 10:00-1:00
and by appointment

Additional Office Hours for October & March

Wednesdays 10:00-3:00
Tuesdays and Thursdays 1:00-3:00
and by appointment

Previous Placements

ACl Worldwide (payment software systems)

Avenue Scholars

Bison Books

Council for Programs in Technical and
Scientific Communication

Con Agra

Douglas County (Domestic Violence)

Educational Opportunity Programs

Kids Can!

Legal Aid

Medical Solutions

Nebraska AIDS Project

NebraskalLand

Omaha Children's Art Museum

Omaha Publications

Pixan Ixim (Mayan Community Group)

Programmatic Perspectives

Scorr Marketing

Silent City (magazine)

Social Settlement

Texas Tech

The Reader

Time, Inc (Business 2.0 magazine)

Transatlantic (UP)

Women's Centennial Archive Project

UNO Writing Center

UNO Athletics

UNO Fine Arts Press

UNO Registrar’s Office

University of Nebraska Press
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Welcome

The Department of English is pleased to offer internship opportunities for fall, spring, and summer
semesters for undergraduate and graduate students. An internship is an important step in your career.
Whether you plan to go into the workplace or continue your studies in graduate school, an internship
offers insight into the workplace and industry contexts. If you are planning to get a job after
graduation, an internship can provide valuable networking opportunities for the job search or, in
some cases, an actual job. If you are planning to go on to graduate school to eventually teach in a
college setting, an internship can provide insight that will help you understand the workplace
contexts where students in your classes aspire. Either way, an internship is important for your growth
as a student.

An internship is a work-to-learn experience that not only adds to your academic repertoire but also
provides you with a perspective of learning on the job. When we think of the workplace, we often see
the traditional model of learning that emphasizes a perspective of knowledge as fixed, and getting the
job as the end point of our learning careers. But completion of a degree no longer means that learning
has (or should be) stopped. Today’s creative workplace emphasizes a more socially constructed
learning environment that encourages the continued development of competencies beyond which
you thought you were capable. So, you've taken the first step toward becoming a life-long learner.

This packet contains information you will need to apply, secure, and complete an internship. It
includes examples of the various assignments associated with the academic portion of the internship
and describes some internship opportunities that recur each semester as well as suggested internship
opportunities.

I will work with you to figure out the most appropriate internship experience given your interests.
When possible, | will seek internships that meet your interests, but you are encouraged to seek out
your own internships, especially if you have very specific interests.

If you have any questions, feel free to contact me or stop by to chat about internship opportunities
any time.

Dr. Tracy Bridgeford
English Internship Director
ASH 192 D

402.554.3312
tbridgeford@unomaha.edu
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Part 1: General Information

An internship is both a workplace and an academic experience. It provides hands-on experience in a
workplace environment, creates opportunities for networking with potential employers, increases
your marketability, and broadens the possibilities for using your degree. Employers often value
applicants with internships over those without.

An internship is an invaluable opportunity for acquiring hands-on, documented work experience—an
asset for your resume—while making contacts and getting course credit. Students can practice the
skills and knowledge learned in the classroom, and hopefully, learning new skills. Internships can
emphasize all or some of the skills with which you are already competent—research, critical thinking,
writing, revising, and editing, but, depending on your experience, can also provide opportunities for
desktop.

Academically, an internship offers you an opportunity to reflect on the value of an English degree and
the value you bring to an employer or graduate program. This value—sometimes called knowledge
work—is a highly desired skill for today’s workplace. The more that the writing conducted in the
workplace moves online, the more important your skills become. The ability to write and speak well
with understanding and from critical perspectives becomes even more important online because
context is more difficult to determine in digital environments. Whether you embrace the digital
environments of today’s workplace, your English degree will pave the way to working with language
in interesting ways.

Writing occurs in every single discipline; the more you know about the industry and context about
and within which you want to work, the better able you are to find, or the better | am positioned to
help you find, your desired internship experience. So, instead of letting a job position define your
experience, take some time to think about where you'd like to work and why that industry interests
you. Think about, then, what you have to offer an employer, not just what an employer can offer you.

| will make every effort to place you in a paid internship, but the reality is that most (and generally the
best) internships do not include compensation. Keep in mind that internships do not have to be
located in Omaha.

Although the Department of English offers the internship course for variable credits, | highly
recommend that you complete a two-credit internship or its equivalent (see Part 4: Number of Credits
later in this packet) if at all possible. Depending on your career interests, a one-credit internship may
not be taken as seriously by an employer. However, sometimes a one-credit internship may be used to
complete a single writing-intensive project, for example. Talk with the director to determine the best
course of action for your situation.

Language Studies students are required to complete an internship for graduation.

Part 2: How to Find an Internship

Internship opportunities can be found through various sources. The director has a few recurring
internships with area businesses that request an intern almost every semester. You may also find your
own internship with approval, but be sure to check with the director before accepting the position to
make sure it meets the requirements of the internship course. Finding your own internship
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opportunity is advised, especially if you have a specific kind of internship in mind. Whatever you
decide, | will help guide you in your search.

UNO offers at least three services to aid you in finding an internship:

UNO’s Career Center
http.//www.unomaha.edu/ceo/index.php

The Career Center provides multiple services for students, including preparation of resume and cover
letters, job searches, interviewing and salary information, networking and apparel, and graduate
school.

Maverick HireWire
http://unoceo.unomaha.edu/hirewire.php

You can monitor internships and job postings on HireWire, which allows businesses to post jobs of
interest to UNO students. This resource requires you to establish an online account.

Career Coach
http://www.unomaha.edu/careercoach/

New to UNOQ, this resource provides a searchable database tool that provides information about
potential careers. This tool is designed by Economic Modeling Specialists Inc. (EMSI) to help jobseekers
understand local jobs and training. This database is designed to encourage early career planning with
information about pay levels, education and training programs, job growth categories, and job
openings in the Omaha area, covering a 50-mile radius that includes the Dodge-Fremont area. This
database shows students an array of educational opportunities, listing academic programs available
for a particular career.

The Career Coach tool draws content from O*NET, the federal occupational database of occupations
(www.onetonline.org/), a source with which advisors are typically already familiar. But what makes
Career Coach an especially inviting tool for UNO advisors and students is its focus on careers and jobs
in the Omaha metropolitan area. The search results provide a definition of the occupation as well as its
expected educational level. This tool might be especially helpful for students who have not yet
identified a career, but have many interests.

Career Coach offers advisors a straightforward, web-based tool for directing potential and current
students as well as graduating students to information about specific careers and job opportunities in
the Omaha metropolitan area. These jobs include part- and full-time positions and internships.
Advisors should be aware that Career Coach can be especially encouraging for pre- and early career
planning because it provides up-to-date content about careers and jobs and pay and employment
trends for the previous three years. Advisors will likely be most interested in the Career Preparation
section that links to educational programs in the Omaha area for a specific occupation.

The Career Coach tool also offers a resume-building tool to aid students in the development of their
resumes that works similarly to how online tax forms work: automatically filling out portions of the
resume to get users started. Based on user input, the tool prompts for information about their work
experience, education, skills, and references. This tool is extremely user-friendly, allowing users to be
self-directed for the most part. Unlike resume templates found in software programs such as Microsoft
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Word, this tool is useful for its vast content about the tasks and skills typical of a particular occupation,
which can help users shape the resume’s content and language. Resume Builder also provides users
with space for adding specific tasks. Users can then preview the data in resume format and export it to
their desktop or email. The document arrives in Microsoft Word format. Although the resume’s design
is generic, users can reformat it as desired. Career Coach provides video tutorials for this web-based
tool.

Part 3: Internship Application Procedure
Step 1: Complete an Application

Whether you plan to find your own internship or find one with the director’s help, you should
begin by completing an internship application right away and placing it in Dr. Bridgeford'’s
mailbox in the English Department main office (ASH 192). This application may also be typed
(preferred) and emailed to Dr. Tracy Bridgeford (tbridgeford@unomaha.edu). If you do
complete it by hand, make sure that your handwriting is legible. Also, be sure to list the phone
number and email address you check most
often. Unanswered emails could result in a
missed internship opportunity.

ExampleApplication Received Email

Dear Intern Applicant:
Although much of the communication
between the director and a potential intern
will likely take place through email, feel free
to stop by the director’s office during office
hours. If you can’t make it during office
hours, feel free to make an appointment.

Your application for an internship for the [summer, spring, ¢
fall] semester has been received. | am reviewing it for poss
internship opportunities.

Please stofy my office during office hours (see below in m
signature) or make an appointment with me for an initial
internship meeting to discuss your application. Internship
Step 2: Interview with Internship Director applications will be put on hold until this initial meeting.
The purpose of this interview is to clarify
your internship needs and to discuss

possible internship opportunities.

Please read th&nglish Intenships Informatiorpacketbefore
YSSGAYy3 YSd LQY t221Ay3 T2

Dr. Tracy Bridgeford
When the director receives your application, y g

she will send you a confirmation email that
your application was received. At that time,
she will ask you to meet with her for an
initial meeting and to answer any questions
you may have. It'd be a good idea to read
through this packet before meeting with the
director. If you are waiting to hear from the
director about an opportunity, be sure to
check your email often. If the director does
not receive a response to an emailed

Office Hours

Regular

Mondays 3-5:00
Wednesdays 10:00-1:00
and by appointment

Additional Office Hours for October & March
Wednesdays 10:00-3:00

Tuesdays and Thursdays 1:00-3:00

and by appointment

opportunity within three business days, it will be offered to the next intern on the list. Do keep
in mind that requesting a specific internship position does not guarantee placement.

Although you will certainly want to obtain a position that coincides exactly with your interests,
not all internship opportunities will match perfectly. You need to be prepared to accept an
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internship that allows you to apply your skills whether or not the environment is your first
choice. If your interests are too specific, you may want to identify your own position.

Step 3: Identification of an Internship Opportunity

Generally, the director will contact you with an internship opportunity through email. Some
recurring internship positions are described in Appendix A. If the opportunity interests you,
she will then send you the supervisor’s contact information. It is your responsibility to secure
an interview with the supervisor.

Although | understand that not all opportunities may interest you, refusing too many
opportunities can result in a delayed internship experience. Keep in mind that an internship
experience is valuable whether or not it is exactly what you'd like to do. Remember, too, that
finding your own internship will be encouraged.

Step 4: Interview with Prospective Employer
Once an internship opportunity has been offered and you have indicated your interest in a
position, the director will send you contact information for the internship supervisor with an
internship contract (see Appendix C). You should then contact the employer and arrange for
an interview. If you and the employer agree to the internship, you should complete and sign
the contract together.

Be sure to have a resume ready to send by email to the supervisor and/or to bring with you to
the interview. For advice about resumes, | recommend the following book: How to Say It on
Your Resume by Brad Karsh. | have seen many used copies on Amazon for as little as $2.18. Be
sure to use a professional style and tone in all communication with the employer and to act
professionally at all times. For interviewing tips, see Appendix G.

Step 5: Meet Again with the Director
Once you and the employer have a signed the contract, make an appointment with the
director to discuss the academic requirements associated with an internship (explained more
fully in Part 4) and to set up a permission for registration.

Step 6: Register for 4800/8806 English Internship
Once you have met with the director about the academic requirements, she will provide you
with a permission number to register. Mavlink will not allow you to register without this
number. This course is offered for variable credit. It is the student’s responsibility to register for
the desired number of credits.

Students may complete two internships for credit that count toward graduation. The second
internship will not include the academic requirements. Interns will be required to take a copyediting
test during the initial meeting with the director.

Part 4: Internship Requirements

There are four academic requirements involved in an internship: 1) prerequisites, 2) number of hours
work on-the-job, 3) participation in four monthly meetings, 4) submission of weekly activity logs, and
5) an end-of-internship reflection paper.
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Number of Credits

The internship consists of three credits total: the one-credit English Career Preparation course
(explained more fully in Prerequisites), and the two-credit ENGL 4800/8806 English Internship course,
which requires a certain number of hours worked in the workplace setting (see Work Hours on-the-
Job).

Prerequisites

For undergraduates planning to apply for an internship, junior standing is required and, beginning
spring 2012, the one-credit English Career Preparation (ECP) course. Although internship applicants
will be given priority, this course is open to all undergraduate and graduate students. Although not
required for graduate students, the ECP is highly recommended. Because this course is not yet official
with a unique number, for fall 2011, it will be offered as a second section of the 4800/8806 English
Internship course. This course will cover topics such as finding and applying for internships,
researching workplace contexts and industry characteristics, writing resumes and letters of
application, preparing for interviews, and writing a statement of goals. It may also include guest
speakers.

Work Hours on-the-Job

Depending on your program level and the number of credits desired, students are required to work on
the job for a specific number of hours. To earn credit for an internship, students are required to
complete a specific number of hours on the job. The number of hours depends on the student’s career
program (undergraduate or graduate) and the number of credits for which a student registers (see
chart below). One credit internships are available with approval.

Undergraduate Graduate
1 credit (minimum of 45 + 8 hours) 1 credits (minimum of 45 + 8 hours)
2 credits (minimum of 90 + 8 hours) 2 credits (minimum of 60 + 8 hours)

3 credits (minimum of 105 + 8 hours)

Monthly Meetings

Both undergraduate and graduate student interns are required to attend monthly meetings (for a
total of 8 hours) with the director and other internship students. These meetings are typically held on
Saturday morning from 9:00-11:00 in ASH 145. You will receive an email from the director with the
dates for these meetings a week or two before a semester begins. Days and times for fall 2011 and
spring 2012 are summarized in the chart below:

Fall 2011 Spring 2012
September 17 February 4
October 15 March 10
November 12 April 14
December 10 TBA
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Activity Logs

You are required to submit weekly activity logs (available on the English Department website)
describing your activities on the job. See Appendix E for an example form and several examples of
completed activity logs. The Activity Log Form is available on the Department of English website
(www.unomaha.edu/internships). Even if you didn't work any hours during a particular week, you are
still required to submit an activity log.

These logs will ask you to list the activity and provide a rationale or description of that activity. These
rationales and descriptions should be rich, full descriptions of the rhetorical aspects of the activity,
that is, trace your thinking and actions involved in the activity. These descriptions are good practice
for talking with future employers about your experience.

Here are some questions to get you thinking about how to write your descriptions:

What was your train of thought when completing the activity?
How did you figure out what to do?

Where did you find the information you needed?

How did you negotiate the task?

What do you think of your solution to the task?

End-of-Internship Reflection Paper

This paper is a narrative-based reflection of your experience as a whole and should be about 10
double-spaced pages. Focus on some aspect of the experience that enlightened you about yourself,
your degree, and your career plans. What connections did you make between the classroom and the
workplace? What do you know about the workplace now that you didn’t know before? The reflection
paper should not repeat word-for-word what is already in your activity logs, although you will likely
refer to the activities at times.

Supervisor Evaluation

About a couple of weeks before the internship is completed, | will ask your supervisor to complete an
Internship Evaluation Form (see Appendix D).

Final Comment about Internship Grades

Please keep in mind that your performance and number of hours on the job are only one part of the
requirements on which your grade depends. Your performance includes how you performed
academically.
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APPENDIXA
Potential Recurring Internship Opportunities

NOTE that recurring positions means that the participating employer is likely to have an opening every
semester, but it is not guaranteed.

University of Nebraska Press

NOTE that this position is filled by recommendation, that it will require traveling to Lincoln at least a couple of times a
week (although the days/times are negotiated), and that the editor generally asks for one intern for two semesters
when possible.

This entry-level position provides an introduction to manuscript editorial work in a scholarly publishing house.
The variety of tasks include but are not limited to: preparing packages for mailing and shipping; photocopying;
proofreading, including how to correctly insert proofer's marks, do cold reads, and learn which elements to
assess; manuscript file preparation for copyediting (disk prep); perform various manuscript and proof checklists:
review pre-proof; alphabetize and format indexes; review bluelines; and become familiar with basic-level
copyediting, including how to use the Chicago Manual of Style.

| would prefer a schedule that involves shifts of at least four hours, perhaps 12 or 16 hours per week, but I'm sure
we can figure something out. If necessary, | think we could probably add more hours as the summer progresses
when less actual training is required, just to be sure the full 90 hours are completed. Also, a laptop won't be of
any help because the student's duties (electronic file preparation for copyediting) will be done by logging into
our network.

NebraskalLand

This internship involves assisting Jeff Kurus, former MA graduate student, with research, photography, writing,
and editing. You may be required to go to Lincoln for periodic meetings. Applicant should be prepared to
communicate clearly and effectively through email and periodically participate in excursions related to the
magazine. You should also be a self-starter, taking initiative with article ideas, research, and generation of
content.

Kids Can!

The Communications/Marketing Intern reports directly to the Assistant Executive Director of Social Settlement
and supports in the promotion and outreach of the agency. The position hours are flexible and the position is
unpaid. Duties may include:

9 Assist with marketing plan and re-branding efforts

9 Distribute news releases to print, radio, and television media

9 Update and revise website

9 Prepare new story pitches and press releases

9 Assist in creation of new PSAs

9 Support with special events as needed

1 Ability to prioritize tasks and follow up on projects to completion.

Legal Aid

A writer for their internal magazine, this intern writes stories about the various cases with which they are
involved. The intern will interview attorneys involved with the case and provide research as necessary.
Prospective interns should be able to contend with situations that involve high levels of confidentiality.
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