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Internship Search Planner - Build Your 
Interviews & Networking Skills  
 

Internships are a bridge between academic learning and professional success. They 
provide invaluable hands-on experience, expand your network, and help you explore 
career paths. This planner will guide you step-by-step through the process of finding, 
applying for, and securing internships tailored to your career goals.   

 



 

 3 

 

 
Table of Contents 

 

1. Identifying Your Internship Goals ··································································· 4 

How to Define Your Internship Goals ······································································ 4 

Activity: Goal Worksheet ························································································ 8 

2. Researching Internship Opportunities ···························································· 9 

Step-by-Step Guide to Researching Internships ······················································ 9 

Activity: Internship Search Tracker ······································································· 12 

3. Perfecting Your Resume and Cover Letter ···················································· 15 

4. Preparing for Interviews··············································································· 16 

Step-by-Step Guide to Ace Your Internship Interview ··········································· 16 

5. Networking and Following Up ······································································ 20 

 

 
 

  



 

 4 

 

1. Identifying Your Internship Goals 

This section helps students clarify their objectives and expectations for internships. By 
defining your goals early, you can focus your search on opportunities that align with your 

interests, skill development needs, and long-term career aspirations.  

Not sure which career path aligns with your skills and interests? Visit www.eduvixor.com 
to get your personalized career planning report in the AI age. Get detailed insights into 

future-proof careers tailored to you. 

 

How to Define Your Internship Goals 

1. Understand Your Interests  

Ask yourself: 

What excites me most about a specific industry or career path? 

 

 

What problems in the world do I want to solve? 

 

 

Are there specific professions I’ve always been curious about? 

 

 

For example:  

➢ If you're interested in technology, your goal could be to explore roles in software 
development or data analysis.  

➢ If you’re passionate about social impact, you might focus on internships with non-
profits or public policy organizations. 

 

http://www.eduvixor.com/
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2. Identify the Skills You Want to Develop  

Think about the skills that will make you more employable or enhance your academic 
knowledge. 

Do you want to improve technical skills, such as coding, data visualization, or research methods?  

 

 

 

Do you want to develop soft skills, such as communication, teamwork, or leadership? 

 

 

 

 

For example:  

➢ If you’re studying marketing, your goal might be to learn more about digital 
marketing tools like Google Analytics or Canva.  

➢ If you’re in engineering, you might want to learn specific software like AutoCAD or 
SolidWorks. 
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3. Consider the Type of Organization 

Different types of organizations offer unique experiences:  

⚫ Start-ups: Provide hands-on, fast-paced environments where you may take on 
multiple responsibilities.  

⚫ Corporations: Offer structured training programs and exposure to large-scale 
operations.  

⚫ Non-Profits: Allow you to work on impactful projects that make a difference in the 
community. 

 

Example Goals:  

⚫ “I want to intern at a start-up to understand how small businesses innovate and 
grow.”  

⚫ “I prefer a large corporation to learn about structured processes and gain exposure 
to various departments.” 
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4. Decide on Work Environment Preferences  

Are you more comfortable working in person, remotely, or in a hybrid setup? 

 

 

 

Think about how your learning style and productivity align with these options. 

 

 

 

 

For example:  

➢ A hybrid internship may allow you to collaborate with colleagues in person while 
still having the flexibility to work from home.  

➢ A remote internship could suit students who prefer working independently or have 
transportation constraints.  
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Activity: Goal Worksheet 

To summarize Session One, please use the following template to clearly define your 
internship goals: 

Question Your Answer 
What industry do you want to explore? (E.g., Technology, Education, Healthcare) 

 
 
 

What skills do you want to develop? (E.g., Public speaking, data analysis) 
 
 
 

What type of organization excites you? (E.g., Start-up, Non-Profit, Corporation) 
 
 
 

What work environment suits you best? (E.g., In-person, Hybrid, Remote) 
 
 
 

What are 2–3 key takeaways you hope to 
gain from this internship? 

(E.g., Practical skills, industry exposure) 
 
 
 

 

 

Not sure which career path or industry is right for you in the AI age?  

EduviXor’s career planning report provides personalized insights tailored to your 
interests, skills, and future job trends.  

Visit www.eduvixor.com to learn how our reports can guide your internship and 
career planning journey! 

 

http://www.eduvixor.com/
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2. Researching Internship Opportunities 

The goal of this section is to provide you with practical tools and techniques to find 
internships that align with your personal interests, academic strengths, and career 

aspirations. Researching internships effectively will help you uncover opportunities you 
might not have considered and target roles that will benefit you the most. 

 

Step-by-Step Guide to Researching Internships 
 

Step 1: Use Online Job Platforms 

⚫ Online platforms are a goldmine for internship opportunities. Here are some of the 
most effective websites:  

◆ LinkedIn: Search for internships by filtering for location, industry, and 
experience level. Leverage the “Easy Apply” feature for faster applications.  

◆ Indeed: Offers a user-friendly interface with thousands of internship postings. 
Use keywords like "internship," your desired field (e.g., “Marketing Internship”), 
and location.  

◆ Glassdoor: Not only provides listings but also includes company reviews and 
salary estimates.  

◆ AngelList: Great for finding internships at start-ups, which often provide more 
hands-on experience. 
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Step 2: Utilize Your College Resources 

⚫ Your college career center is one of the most accessible and reliable places to 
start your internship search. 

◆ Job Portals: Many colleges have exclusive portals where companies post 
internships specifically for students.  

◆ Career Fairs: Attend on-campus or virtual career fairs to meet recruiters and 
learn about available positions.  

◆ Alumni Network: Reach out to alumni in your desired field through LinkedIn or 
your college’s network. Alumni are often happy to help current students by 
providing guidance or referrals. 

 

Step 3: Leverage Personal Connections 

⚫ Sometimes, opportunities come from the people you already know. 

◆ Professors and Mentors: Professors often have connections in the industry 
and can recommend you for internships or share job postings they receive.  

◆ Friends and Family: Let them know you’re looking for an internship. They 
might know someone who can help.  

◆ Peers and Classmates: Collaborate with classmates who might already have 
experience or are searching for internships in similar fields. 
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Step 4: Explore Industry-Specific Programs 

⚫ Some industries have dedicated internship programs or organizations that 
frequently hire interns. For example: 

◆ Google STEP (Student Training in Engineering Program): For students in tech 
and engineering.  

◆ Smithsonian Internships: For students interested in history, culture, and 
museum studies in the USA.  

◆ United Nations Internship Program: For students aiming for roles in 
international relations or development. 

 

Step 5: Join Professional Groups and Forums 

⚫ Joining professional organizations or forums related to your desired industry can 
expose you to hidden opportunities. For example: 

◆ Student Chapters of Professional Associations: Such as the IEEE 
(engineering), AMA (marketing), or ACM (computing) in North America.  

◆ Slack Communities and Subreddits: Many industries have online 
communities where professionals and students share opportunities. 
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Activity: Internship Search Tracker 

Use the following template to organize your internship search. This will help you keep all 
opportunities in one place and ensure no deadlines are missed. 

 

Field Details 
Company Name  

 
 

Internship Title  
 
 

Application Deadline  
 
 

Contact Person  
 
 

Notes/Follow-Up Steps  
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Pro Tips for Maximizing Your Research Efforts 

1. Set Alerts on Job Platforms  

➢ Use platforms like LinkedIn and Glassdoor to set alerts for internship keywords. 
This ensures you receive notifications for new postings as soon as they go live.  

2. Tailor Your Search  

➢ Use specific keywords to find roles that align with your goals. For example:  

◆ “Remote Marketing Internship”  

◆ “Summer Data Science Internship 2025”  

3. Research the Company  

➢ Before applying, visit the company’s website to learn about their mission, values, 
and recent projects. This helps you tailor your application and prepare for 
interviews.  

4. Stay Organized  

➢ Use the provided Internship Search Tracker to manage deadlines, application 
statuses, and follow-up dates.  
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Example Case Study: A Successful Internship Search 

Meet Sarah: An EduviXor user and college student studying graphic design. Using her 
EduviXor Career Report, “Essential Insights,” she organized opportunities she found 
through LinkedIn and her college career center. By networking with alumni and tailoring her 
resume for each role, Sarah secured a summer internship with a top design agency. After 
completing her internship, Sarah gained valuable skills and received a full-time job offer 
post-graduation.  

 

Takeaway: A structured search process and leveraging multiple resources can lead to 
successful internship outcomes. 

 

 

 

Struggling to find internships in a high-growth industry? 

EduviXor’s education planning report highlights the most in-demand skills and career 
paths, helping you stand out in competitive job markets. 

Explore more at www.eduvixor.com. 

  

http://www.eduvixor.com/
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3. Perfecting Your Resume and Cover Letter 

Create standout application materials that showcase your skills and achievements. 

 

⚫ Resume Tips:  

◆ Highlight relevant coursework, projects, and extracurricular activities.  

◆ Use action verbs (e.g., “managed,” “developed,” “analyzed”).  

◆ Keep it concise (1 page for most college students).  

 

⚫ Cover Letter Tips:  

◆ Personalize it for each application.  

◆ Use the STAR method (Situation, Task, Action, Result) to showcase experiences.  

◆ Explain why you’re passionate about the company and the role. 

 

 

 

Please refer to our Resume & Cover Letter Checklist on our website to ensure your 
materials are polished.  

Wondering what skills to highlight on your resume?  

EduviXor’s career planning report provides personalized insights into the skills and 
qualifications that employers value most.  

Visit www.eduvixor.com to get started. 

 

  

http://www.eduvixor.com/
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4. Preparing for Interviews 

The internship interview is your opportunity to showcase your skills, enthusiasm, and 
understanding of the role. This section aims to prepare students for their interviews by 
teaching them how to research, practice, and present themselves professionally. With 
proper preparation, you can approach interviews with confidence and stand out among 

other candidates. 

Step-by-Step Guide to Ace Your Internship Interview 

Step 1: Research the Company and Role 

Knowing the company and the role you’re applying for demonstrates your genuine interest 
and preparation. 

What to Research: 

1. Company Overview:  
⚫ Understand the company’s mission, vision, and values.  
⚫ Visit their website, especially the “About Us” and “Careers” sections.  
⚫ Look for recent news articles or press releases about the company.  

2. Role Expectations:  
⚫ Carefully review the job description to understand the responsibilities and skills 

required.  
⚫ Look for keywords in the job posting, such as “teamwork,” “analytical skills,” or 

“creativity,” and prepare examples that showcase these attributes.  

3. Industry Trends:  
⚫ Familiarize yourself with current trends or challenges in the company’s industry.  
⚫ For example, if it’s a tech company, you might discuss emerging AI tools or 

innovations.  

4. LinkedIn Check:  
⚫ Review the profiles of employees who hold similar positions or are part of the 

team you’re applying to.  
⚫ This helps you understand what the company values in its employees. 
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Step 2: Practice Common Interview Questions 

Most internship interviews will include both general and behavioral questions. Consider 
using an AI job interviewer to practice and perfect your interviewing skills.  

General Questions to Practice: 

1. "Tell me about yourself."  

⚫ Start with your academic background, mention relevant skills or experiences, and 
explain why you’re excited about this role.  

2. "Why do you want this internship?"  

⚫ Relate your career goals to the opportunity and highlight your enthusiasm for the 
company’s mission.  

3. "What are your strengths and weaknesses?"  

⚫ Choose strengths that align with the role, and frame weaknesses as areas of 
improvement you’re actively working on. 

Behavioral Questions to Practice: 

Behavioral questions assess how you’ve handled situations in the past and predict your 
future performance. Use the STAR method to structure your answers: 

⚫ Situation: Briefly describe the context.  

⚫ Task: Explain the challenge or responsibility.  

⚫ Action: Discuss the steps you took.  

⚫ Result: Highlight the positive outcome or lesson learned. 

Examples:  

1. "Tell me about a time you worked on a team to solve a problem."  

2. "Describe a situation where you had to meet a tight deadline."  

3. "How do you handle constructive criticism?" 
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Step 3: Prepare Questions to Ask the Interviewer 

At the end of the interview, the interviewer will likely ask, "Do you have any questions for 
us?" Always prepare a few thoughtful questions to demonstrate your engagement and 
interest. 

 

Examples: 

1. "What does a typical day look like for an intern in this role?"  

2. "What skills do successful interns in this position usually possess?"  

3. "How does the company support the professional growth of interns?" 

 

Step 4: Dress Professionally 

Your appearance sets the tone for the interview. 

⚫ In-Person Interview:  

◆ Wear business casual or formal attire, depending on the company culture.  

◆ Avoid flashy accessories or casual clothing like jeans or sneakers.  

⚫ Virtual Interview:  

◆ Dress as you would for an in-person interview.  

◆ Ensure your background is clean, quiet, and distraction-free. 
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Step 5: Handle Virtual Interview Logistics 

⚫ Test your internet connection, camera, and microphone in advance.  

⚫ Ensure proper lighting, preferably with your face lit from the front.  

⚫ Use headphones to reduce background noise. 

 

Pro Tips for Interview Success 

1. Practice Active Listening:  

➢ Pay attention to the interviewer’s questions and respond thoughtfully.  

2. Stay Positive:  

➢ Even when discussing challenges, frame your responses positively and focus on 
lessons learned.  

3. Body Language Matters:  

➢ Maintain good posture, make eye contact (look at the camera for virtual 
interviews), and smile. 
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5. Networking and Following Up 

Building a strong professional network and maintaining good communication with contacts 
is critical to securing internships and career opportunities. This section focuses on 

strategies for effective networking and professional follow-up to create lasting impressions 
and uncover hidden opportunities. 

 

Struggling to figure out how to stand out in your network?  

EduviXor’s career planning report highlights key industry insights and actionable 
advice tailored to your goals.  

Visit www.eduvixor.com today! 

 

Step 1: Attend Networking Events 

Networking events, both virtual and in-person, are excellent opportunities to meet 
professionals, recruiters, and peers in your field of interest. 

What to Do:  

⚫ Before the Event:  

◆ Research the attendees or speakers, and prepare questions related to your 
industry or desired role.  

◆ Practice a short elevator pitch that highlights who you are, your background, 
and what you’re looking for. For example:  
➢ “Hi, I’m Alex, a second-year computer science student interested in AI and 

data science. I’m looking for an internship to develop hands-on skills in 
machine learning projects.” 

  

http://www.eduvixor.com/
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⚫ During the Event:  

◆ Introduce yourself confidently and engage in meaningful conversations.  
◆ Be an active listener—focus on understanding the other person’s role and 

experience.  
◆ Collect business cards or ask for LinkedIn profiles for future connections.  

⚫ After the Event:  

◆ Send a follow-up email or LinkedIn message within 48 hours to thank them for 
their time and recap your conversation. 

 

Step 2: Leverage LinkedIn for Networking 

LinkedIn is a powerful tool for building your professional network. Tips for Effective 
LinkedIn Networking: 

1. Optimize Your LinkedIn Profile:  

⚫ Include a professional profile picture and an attention-grabbing headline.  
⚫ Write a clear and concise summary highlighting your skills, achievements, and 

career goals.  
⚫ Add relevant coursework, projects, and extracurricular activities under your 

experience section.  
2. Expand Your Network:  

⚫ Send connection requests to alumni, recruiters, or industry professionals with a 
personalized note.  

⚫ For example: “Hi [Name], I’m a college student studying [field] and came across 
your profile while researching [company/industry]. I admire your career journey and 
would love to connect and learn more about your experiences.”  

3. Engage with Content:  

⚫ Share insightful articles or write posts about your career interests to demonstrate 
thought leadership.  

⚫ Comment thoughtfully on posts by professionals in your network to build rapport. 
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Step 3: Join Professional Organizations 

Becoming a member of professional organizations or student chapters in your field of 
interest helps you gain access to resources, mentorship, and exclusive job postings.  

Examples by Field for North America. For other countries, please refer to associations in 
your home country. 

⚫ Technology: Join the Association for Computing Machinery (ACM) or IEEE.  

⚫ Business: Become a member of the American Marketing Association (AMA) or the 
National Society of Leadership and Success (NSLS).  

⚫ Healthcare: Explore student memberships with the American Medical Association 
(AMA). 

 

What You Gain:  

⚫ Access to job boards and internship postings.  

⚫ Opportunities to attend workshops, webinars, and conferences.  

⚫ Mentorship programs with seasoned professionals. 

 

  



 

 23 

 

 

Step 4: Follow-Up Best Practices 

Following up after applications, interviews, or networking events is crucial for maintaining 
relationships and demonstrating professionalism.  

 

Tips for Effective Follow-Ups: 

1. After an Application Submission:  

⚫ Wait 1–2 weeks before sending a polite email to inquire about your application 
status.  

⚫ Example Email:  

Subject: Follow-Up on Internship Application – [Your Name]  
 
Body:  
 
Dear [Recruiter’s Name],  
 
I hope this email finds you well. I recently submitted my application for the 
[position name] role at [company] on [date]. I wanted to kindly follow up to check 
on the status of my application. Please let me know if there is any additional 
information I can provide.  
 
Thank you for your time and consideration.  
 
Best regards,  
[Your Name] 
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2. After an Interview:  

⚫ Send a thank-you email within 24 hours of the interview.  

⚫ Example Email:  

Subject: Thank You for the Interview – [Your Name]  
 
Body:  
 
Dear [Interviewer’s Name],  
 
Thank you for taking the time to speak with me today about the [position name] 
internship at [company]. I enjoyed learning more about the team’s innovative 
projects and how I could contribute. Please don’t hesitate to reach out if you need 
additional information from me.  
 
I look forward to the possibility of joining your team.  
 
Best regards,  
[Your Name]  

 

3. After a Networking Event:  

⚫ Refer to your conversation to personalize your follow-up.  

⚫ Example Message on LinkedIn:  

Hi [Name], I enjoyed meeting you at the [event name] on [date]. It was inspiring to 
hear about your work in [field/role]. Thank you for sharing your insights on 
[specific topic discussed]. I’d love to stay connected and explore more 
opportunities to learn from you. 
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Pro Tips for Networking Success Be Genuine 

1. Be Genuine:  

➢ Build relationships based on shared interests and curiosity, not just 
professional gain.  

2. Stay Consistent: 

➢ Dedicate time weekly to networking, even if it’s just sending one email or 
LinkedIn request.  

3. Value the Connection: 

➢ Show appreciation for people’s time and advice; never make it solely about your 
needs.  

 

 

 

 

Not sure which professional organizations to join or how to align your skills with 
industry trends? 

 EduviXor’s personalized career insights report can guide you every step of the way.  

Explore more at www.eduvixor.com 

  

http://www.eduvixor.com/


 

 

 

YOU HAVE MADE 
YOU HAVE MADE IT!  
Take the Next Step! 

 

As Stephen Covey once said, "Begin with the end in 
mind." By planning intentionally and acting with 
purpose, you can pave the way for a fulfilling and 
successful career.  

 

Thank you for using this planner! We hope this toolkit 
serves as a powerful resource in helping you take the 
next step toward your dream career. Remember, 
internships are more than just a line on your 
resume—they’re an opportunity to build skills, make 
connections, and discover your true passions.  

 

Don’t stop here—visit www.eduvixor.com to access 
more valuable resources, toolkits, and our 
personalized educational and career planning 
questionnaires. Let EduviXor be your partner in 
navigating the ever-changing landscape of education 
and careers. Together, we can guide you toward a 
future-proof path in the age of AI! 

http://www.eduvixor.com/


 

 

Contact Our Consultants to Plan your Future NOW! 

 

Website: http://eduvixor.com 

Email: support@eduvixor.com 

 

Terms & Conditions for Usage 

 

Personal Use Only: 
This workbook is provided for personal, non-commercial use. Users may not distribute, modify, or 
reproduce its content without explicit permission from EduviXor. 

Educational Purpose: 
The activities and results are for informational purposes only and do not constitute professional 
advice. 

No Guarantees: 
EduviXor makes no guarantee regarding specific outcomes from completing this workbook. 

Privacy Assurance: 
Any personal information shared through our website or additional tools will be handled in compliance 
with our Privacy Policy. 

Intellectual Property: 
All content in this workbook is the intellectual property of EduviXor and may not be reproduced 
without permission. 

   

http://eduvixor.com/
mailto:support@eduvixor.com


 

 

 


	1. Identifying Your Internship Goals
	How to Define Your Internship Goals
	Activity: Goal Worksheet

	2. Researching Internship Opportunities
	Step-by-Step Guide to Researching Internships
	Activity: Internship Search Tracker

	3. Perfecting Your Resume and Cover Letter
	4. Preparing for Interviews
	Step-by-Step Guide to Ace Your Internship Interview

	5. Networking and Following Up

