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   WHY SHOULD I ENGAGE IN AN INTERNSHIP? 

 
An internship is a large part of a studentõs formula for job search success.  Graduates who have internship experience can be 

hired faster and earn more than students who do not.   More  and more employers are seeking graduates who have 

relevant experience and are familiar with the work environment.  After a student completes an internship, there is greater 

potential for the employer to hire him or her for a full -time position,  the advantage here is that these students are already 

familiar with the organizationõs culture and work style.  However, many students are not sure what an internship is or how 

to get involved with the internship program.  The Career Development Center will give you  the guidance you need to 

prepare for and execute a successful internship search plan. 

 

What is an Internship? 

J A temporary, hands-on work experience in an organization or company for w hich students can earn academic credit 

J The opportunity to add practical,  relevant experience to your field of study  

 

Internship Facts 

J Internships are available with or without pay, full -time or part -time, summer, spring or fall 

J The hours and locations of the internship vary 

J Internships can be for credit or non-credit 

J The student and site supervisor determine the hours of work  

 

Why an Internship? 

òTest driveó the path you are choosing and confirm your interest - An internship is a good way to check out your interest in 

a possible career field.  Not only will you have the opportu nity to build your knowledge base and test your skills by doing 

your job, but you will have the opportunity to be exposed to the work of others within the organization and find out 

about additional job possibilities. 

Grow personally- The value of an internship often extends beyond career exploration; a good experience can have a 

significant impact on your personal growth by developing your intellectual, interpersonal, and leadership qualities.   
Get experience and skills and enhance your resume with career-related experience - Employersõ number one criteria when 

interviewing potential candidates for employment is related work experience.  

Develop future employment opportunities - The high demand for skilled employees have convinced employers of the 

prudence of sponsoring internship programs to identify, test, groom and recruit candidates. 

Gain valuable contacts and references- Networking is an essential part of the job search process and who better to ask for a 

reference or contact than someone who knows your work style and habits. Getting to know people working in the career 

field youõre interested in is easier when youõre working side-by-side with them. 

 

 

           
òEducation must be active and involved. Knowledge must be linked to experience 
not set apart d ivorced from life -J. Dewey 
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òTUFFYõSó WORLD vs. REAL WORLD 

Participating in an internship experience allows you to gain real world experience while remaining in a 

supportive college environment.  

A Look at the differences between the college world and the working world:  

òTuffyõsó World Real World 

Frequent, quick and concrete feedback 

(grades etc...) 

Infrequent and less precise feedback 

Highly structured curriculum with lots of 

direction 

Highly structured environment and tasks 

with few directions  

Few significant changes Frequent and unexpected change 

Flexible schedule Structured schedule 

Frequent breaks and time off Limited time off  

Personal control over time, classes Responding to others 

Intellectual challenge Organizational/People Challenge 

Choose your performance level ôAõ work required all the time 

Focus is on personal development Focus is on getting results 

 

 

 

For Credit Internship    Non-Credit Internship 

Meet with your Academic Advisor to 

discuss the possibilities and objectives. Meet 

with a ppropriate CDC advisor to develop 

and internship search plan and to discuss 

what best fits your goals. 

Visit the Career Development Center to 

learn about opportunities available and 

what is best for you 

 Create a cover letter, resume and list of 

references.  Customize each resume and 

cover letter to the position/employer you 

are targeting. 

Identify internship opportunities and/or 

employers to target. 

Search CDCõs resources and identify 

internship opportunities and/or employers 

to target. Continue internship research. 

Create a cover letter, resume and list of 

references.  Customize each resume and 

cover letter to the position/employer you 

are targeting. 

After your research, send out the proper 

documents.  Secure interviews and an 

internship position. 

After your research, send out the proper 

documents.  Secure interviews and an 

internship position. 

Complete the òInternship learning contract: 

(located in the CDC), with your internship 

advisor and on-site supervisor. 

Let the Career Development Center know 

about your internship 

opportunity/experience.  

Have Learning Contract signed by the 

appropriate CDC advisor, department 

chair, faculty advisor and site supervisor. 

 

Hand in the completed Learning Contract 

with all the needed signatures to the 

Registrarõs Office before or during the 

internship. 
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Dauch College of Business and Economics 

Internship Requirements 

 

What is a Business Internship? 

At Ashland University a business internship is defined as a project-oriented work experience to a studentõs major 

or minor field of study which can be either exploratory (designed to help students investigate a career field) or 

professional (designed to provide students with entry-level skills development) in nature.  A business internship 

experience may be paid or unpaid, and may be initiated through the Career Development Center, faculty 

advisement or personal networking. 

 

Who is eligible for a business internship? 

Any full -time Ashland University student having declared a major or minor offered through the Dauch College 

of Business and Economics who has sophomore status (completed 30 hours) and is in good academic standing 

with a minimum GPA of 2.5 (4.0 scale) may be eligible to participate in the business internship program. 

 

How do I earn academic credit for my business internship experience? 

 Business internship experience runs one (1) semester (Fall, Spring, or Summer) 

 Requires a minimum of 225 work hours for three (3) academic credit hours 

 During degree program, a student may complete three (3) business internship experiences (no more than 

two (2) separate business internship experiences with the same employer) for a total of nine (9) credit 

hours of elective towards students major or minor 

 To receive academic credit for participation in a business internship experience, a student must submit a 

completed and approved Business Internship Student Learning Contract to the faculty internship advisor 

 

 

The College of Arts and Sciences 

 

The College of Arts and Sciences currently provides internship opportunities to students.  To learn more 

information regarding guidelines and requirements please contact your faculty advisor or a member of the 

Career Development Center to assist in the process. 
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STRATEGIES FOR AN EFFECTIVE INTERNSHIP 

 

STEP ONE:     LOOK AT YOURSELF-FIELDS OF INTEREST 

 Analyze your personal, academic and career goals.  Assess your skills and interests.  Match your skills and 

qualifications with the requirements of the internship you seek. 

 Develop a questionnaire; ask yourself the following questions: 

What am I doing this internship for? 

How will it help me in the long run?  

What career fields would I like to explore? 

What kind of organizations am I looking for?  

What kind of work environment would I like?  

What kind of experience (specific skills to acquire or improve) do I want?  

  Do I want/need academic credit for my internship? 

 Define your limits: 

How far can I travel? Do I need to get paid?  Full time/part time?   

During the academic year or summer?Duration and timing? My personal values? 

 

STEP TWO:     SEEK AND FIND-RESOURCES TO HELP YOU! 

 Visit the Career Development Centerõs web site; www.ashland.edu/career. 

 Meet with the appropriate Career Development Advisor  to develop a search campaign and search strategies. 

 Visit the Career Development Center to assist you with developing a resume and cover letter. Participate in 

mock interviews to enhance your skills.  Learn how to research an organization. 

 Use the Career Development Centerõs Resource Room (directories and guides to internships). 

 Open an account with Clevelandintern.net and eRecruiting, our online resume referral and job posting 

board. 

 Utilize Vault and Reference USA to research potential opportunities and company profiles. 

 Attend the Job/Internship Fair to network with employers and develop potent ial internship opportunities.  

 Attend information sessions and workshops sponsored by the Career Development Center. 

 Network! Let everyone know you are searching for an internship.  Talk with family members, faculty, past 

employers and friends for possible internship leads. 

 

STEP THREE:  MAKE CONTACT-INTERNSHIP OPPORTUNITIES 

 Schedule informational interviews with organizations that interest you. 

 Contact employers directly for internships. 

 Contact the organizations you discovered through the networking you conducted. 

 Locate new/additional sources of internship information and/or job openings.  

 Contact each organization you have researched and make a list of information you will need.   

      Information to consider should include the following:  

 Detailed information on the internship and organization 

 Application procedures and requirements 

 Financial and residency requirements 

 Deadlines for application 

Making Contact 

When you have identified organizations you want to pursue (15 to 25 is a reasonable number), contact them to gather 

information about their internship programs, admission requirements and procedures, and deadlines for applications.  

These inquiries can be made by letter or telephone.  If a particular organization does not have an official internship 

program but you still have serious reasons for wanting to intern with that organization, contact the personnel office and/or 

the individual who works in the area of interest to you.  Ask if you could meet to discuss the possibility.  A reference letter 

from a faculty member or/and employer often helps your inquiry receive the proper attention.  
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Recommended internship time-line 

 

Searching for an internship takes time and effort.  Competitive internships may have application deadlines 

several months (even a year) before the starting date.  Use this timeline as a guide to begin your internship 

search.   

 

7-8 MONTHS BEFORE PREFERRED STARTING DATE: 

 

 Analyze your interests; identify goals and priorities for the internship  

 Identify potential internship sites, research organizations 

 Find out the following information:  

   Name of person to send your resume 
Company address  

What opportunities are available for interns?  

Will the position meet your priorities?  

Can the companyõs internship meet your learning objectives?  

What is the company time-line for applications?  

 Develop a rough draft of your resume and cover letter and begin preparing for interviews 

 If you want academic credit for your internship, begin talking with your advisor  

 

5-6 MONTHS BEFORE PREFERRED STARTING DATE: 

 

 Finalize your resume, cover letter and list of references (visit the Career Development Center) 

 Review interviewing techniques and participate in a mock interview at the Career Development Center  

 Start filling out applications (this process might be lengthy) 

 

4-5 MONTHS BEFORE PREFERRED STARTING DATE: 

 

 Begin sending your resume, cover letter, and application materials to potential sites or visit potential sites if 

they are local 

 Begin interviewing with companies  

 Follow up with sites two weeks afte r information is sent  

 Continue to send out resumes to potential sites  

 Update advisor if you want credit for your internship  

 Once position is secured, complete a Learning Contract with advisor and site supervisor and enroll in the 

course to receive academic credit  
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GUIDELINES FOR UNPAID INTERNSHIP 

 

 

When a site uses unpaid interns, certain guidelines must be followed to conform to the Fair Labor 

Standards Act.  This act applies to all employers, government, non-profit, and for -profit.  Pl ease consult 

your legal adviser if you have more detailed questions on these issues. 

 

1. Work performed by an intern must be directly related to his/her coursework.  At AU, the course is 

evaluated as part of the student's degree plan. 

 

2. The intern receives course credits or is required to complete the work to graduate.  At AU, the 

student must register for 1 to 9 credit hours if the work is not part of another course.  

 

3. The intern prepares and submits forms of evaluation methods depending on the faculty supervisor. 

 

4. The organization has written documentation that the internship is educationally relevant.  The 

student will give registrar a copy of the Internship Contract with  all participant signatures. 

 

5. Learning objectives are clearly defined.  The student must write objectives on the Internship 

Contract. 

 

6. The company teaches the intern a skill, a process, how to use equipment, or about the business. 

 

7. The intern is supervised by one of the company's staff members.  We must have a designated site 

supervisor who wil l complete student evaluations. 

 

8. The intern is not guaranteed a job upon completion of the internship.  This ensures a company can 

not require a person to work for free in order to get a job.  

 

9. The intern cannot displace existing workers or directly take on the duties of a fired or laid -off 

employee.  This ensures a regular worker will not be removed and the duties assigned to an unpaid 

intern. 

 

10. The law wishes to ensure that the internship is a learning experience for the student and not merely 

a way to get unpaid labor. 
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STUDENT RESPONSIBILITIES FOR THE JOB SEARCH 

The National Association of Colleges and Employers (NACE) has outlined the ethical responsibilities of a student during the 

job search. They are as follows:  

1. Provide accurate information about your academic work and records, including courses taken, grades, positions held, and 

duties performed.  

You can, however, refuse to provide an employer with specific information about any job offers you may have received 

from other employers. You do not have to name the organizations that have made you offers, nor do you have to provide 

specific information about what salaries you've discussed with those organizations. Instead, you can give broad responses to 

such questions, naming types of employers--"I've interviewed with employers in the retail industry" --and offering salary 

ranges rather than specific dollar amounts--"The salary offers I've received have been in the $25,000 to $30,000 range." 

Incidentally, it's in you best interest to research salaries and to let employers know that you have done so.  

2. Interview genuinely.  

That means interviewing only with employers you are sincerely interested in working for and whose eligibility requirements 

you meet. "Practice" interviewing is misleading to employers--wasting both their time and money --and prevents sincerely 

interested candidates from using those interview slots.  

3. Adhere to schedules.  

Appear for all interviews, on campus and elsewhere, unless unforeseeable events prevent you from doing so. And, if you 

can't make the interview because of an unforeseeable event, notify your career center and/or the employer at the earliest 

possible moment. 

4. Don't keep employers hanging.  

Communicate your acceptance or refusal of a job offer to employers as promptly as possible, so they can notify other 

candidates that they are still being considered or that the position has already been filled.  

5. Accept a job offer in good faith.  

When you accept an offer, you should have every intention of honoring t hat commitment. Accepting an offer only as a 

precautionary measure is misleading to the employer and may restrict opportunities for others who are genuinely interested 

in that employer.  

6. Withdraw from recruiting when your job search is completed.  

If you accept an offer or decide that full-time graduate or professional studies are for you, notify your career center and 

withdraw from the on -campus recruiting process immediately. And, let employers that are actively considering you for a 

job know that you ar e now out of the running. By informing everyone that you've got a job or are headed to graduate 

school, you not only get the chance to brag but also to help your friends who are trying to get on interview schedules or 

who are being considered for positions.  

7. Claim fair reimbursement. 

If an employer has agreed to reimburse you for expenses you incur in its recruitment process, your request should be only 

for reasonable and legitimate expenses.  

8. Obtain the career information you need to make an informed  choice about your future.  

It's up to you to acquire the information about career opportunities, organizations, and any other information that might 

influence your decisions about an employing organization. 
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INTERNSHIP SEARCHING RESOURCES   
 

Internship Directories 

-Located in the Career Development Centerõs Resource Room.   Local, national and international internship 

directories listing internship opportunities in every field of interest. 

 

Chamber of Commerce  

- A great way to learn about organi zations in a specific geographic area, the CDC carries industrial directories for 

most Ohio counties. 

 

Ohio Job Bank Books  

- Geographic listing of companies arranged by industry  

 

Yahoo Yellow Pages  

- Internet web site - great for looking up organizations in specific areas  

 

Career Advisory Network (CAN)  

- A group of alumni volunteers available to speak to students about specific career paths and    

   geographic information. 

 

Career Related Books  

- A plethora of resources geared to specific career topics.  Located in the Career Development Centerõs Resource 

Room.  

 

Major In. . . . Sheets 

-Located in the Career Development Centerõs Resource Room you will fi nd a list of transferable skills, career 

options, experimental educational opportunities, and places where AU graduates are/have been employed.  

Major In sheets are specialized for every major.   

 

Personal Contacts  

- Personal network of individuals who h ave career related information.  First place to start your search is with 

those you have contact with- family, friends, faculty, staff, alumni, other students,   

associations and past employers. 

 

eRecruiting and Clevelandintern.net 

- The AU eRecruiting System and Clevelandintern.net are great tools to use in your internship search.   

Å   eRecruiting and Clevelandintern.net are on-line resume referral and internship posting systems. 

Å   Allows students to establish an account and upload their resume (as a Microsoft Word document) so it      

     can be referred to employers seeking qualified candidates for internships. 

 

 

ReferenceUSA 

 

-Conduct market research with this extensive database which offers the information you need in a fast, 

convenient format.  

 

 

Explore the Career Development Centerõs website including calendar of events, job fairs, workshops and 

employer interview days. 

 

http://yp.yahoo.com/
http://www.ashland.edu/cardev/majorin.html
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eRecruiting 
http://ashland.erecruiting.com 

 

What Is It? 

The AU eRecruiting System is a great tool to use in your job/internship search 

 eRecruiting is an on-line resume referral system 

 Allows you to establish an account and upload your resume (as a Microsoft Word document) 

 It can be referred to employers seeking qualified candidates for positions 

 

How Will It Benefit Me?  

 By being active in the system, you will have the ability to view all job postings in your area of     

   interest (full-time and internships) that are received by the Career Development Center and you    

   will be ab le to directly apply to the position on -line 

 The Career Development Center will use eRecruiting as their exclusive resume database as well,    

   which means if your resume is in eRecruiting, it will be referred to employers who call the Career          

   Development Center seeking candidates with your qualifications 

 Students can access and modify their accounts at any time from any computer with internet access 

 Students can conduct specific searches for employers  

 

How Long Will It Take Me?  

Å Before requesting activation, students need to develop a professional resume using Microsoft   

   Word . 

Å Once your resume is completed, you will need to go through a two step process which includes  

   making an activation request via email and, once approved, follow ing the procedure to manage  

   your account.   

Å The total time for these two steps is typically less than 20 minutes. 

 

HHooww   DDoo  II  SSttaarrtt??  

 

Å Candidates must send an email to careers@ashland.edu and request activation in the system.  

   Type òactivation requestó in the subject heading; include your first and last name and preferred   

   password in the e-mail body .  

Å Attach a copy of your resume as a Microsoft Word document to this email. 

Å Once your request is processed and your resume is approved, you will receive an email with   

   an Information Release Form attached.  Once a signed Information Release Form is received by  

   postal mail, fax or hand delivery, you will receive access to the eRecruiting system. 

Å You then need to go to the eRecruiting website to complete your profile, upload your resume,  

   and publish it to one or more resume books. 

 

TIPS TO CONSIDER: 

1) Only use documents created in Microsoft Word 

2) Resumes should be of professional quality 

3) Do not p assword protect your documents or they will not be accessible for referral 

 

 

 

 

***For more information, please contact the Career Development Center at (419) 289-5064. 

 

 

http://ashland.erecruiting.com/
mailto:careers@ashland.edu
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Ashland Universityõs eRecruiting System 

http://ashland.erecruiting.com 

 

The AU eRecruiting System is a great tool to use in your job/internship search.  By being active in the system, you will have 

the ability to view all job postings (by interest area) that are received by the Career Development 

Center and you will be able to directly appl y to positions on -line.  The Career Development Center is 

using eRecruiting as our exclusive resume database as well, which means if your resume is in 

eRecruiting, it will be referred to employers who call the Career Development Center seeking 

candidates with your qualifications.  To take advantage of this free service, please complete the 

following steps: 

1. Send an e-mail to:  careers@ashland.edu to request to be active in the system 

2. On the Subject line of the e-mail, list òactivation requestó 

3. On the first line of the body of the e -mail, list your first and last name 

4. On the second line of the body of the e -mail, list your preferred password (please limit password to 

10 characters) 

5. Attach a copy of your resume in Micro soft Word only  to the e-mail.  Follow the guidelines listed 

below to ensure your document will be able to be uploaded into the system without any problems.  

6. Once your request is processed and your resume is approved*, you will receive an email with an 

Information Release Form attached.  Once a signed Information Release Form is received by postal 

mail, fax or hand delivery, you will receive access to the eRecruiting system. Forms are located on 

CDC webpage www.ashland.edu/career as well as the manual. 

 

Once the above steps are completed, you will receive an e-mail to indicate that you have been made 

active in the system with your username and your chosen password. You will also receive directions to 

assist you in completing your profile, uploading your resume, and publishing your resume so it is 

available for referral to employers.   

 

If you have any questions about the AU eRecruiting System, please contact the Career Development 

Center by e-mail at careers@ashland.edu or by phone at 419-289-5064. 

 

Guidelines for creating a resume in Microsoft Word to be uploaded into the AU eRecruiting System: 

 Only use documents originally created in Microsoft Word.   

 Microsoft Word does p rovide resume templates, however, we do not believe templates market 

resume information in the best possible way and the Career Development Center does not 

recommend their use. 

 Do not use the space bar to indent information.  Instead, use the tab key and paragraph indents. 

 When sentences span multiple lines, use hanging indents or automatic bullets/numbers to align 

them. 

 When saving documents, do not use special characters in the document name (ex: */&%][ ). 

 Ensure that your margin settings are at least .5ó on each side and .5ó on the top and bottom. 

 Try to avoid using special text boxes, customized borders, or multiple columns. 

 Do not password-protect your document because your resume will not be accessible for referral. 

 Do not create a document that contains merge fields. 

 

 

 

 

 

mailto:careers@ashland.edu
http://www.ashland.edu/career
mailto:careers@ashland.edu
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ClevelandIntern.net 

http://www.ecampusrecruiter.com/ashland  

For students, ClevelandIntern.net is:  

 A centralized online database that allows you to view and apply for internships listed by multiple universities.  

 A job exploration tool that allows you to explore careers for individuals with your interests, educational 

background and skill set. 

 An opportunity to explore the careers and industries available to you in Northeastern Ohio  and possibly beyond.  

How will Clevelandintern.net bene fit me?  

 By being active in the system, you will have the ability to view internship postings in your area of interest that are 

received by multiple universities in Northeast Ohio and will be able to apply directly to the position (s) on-line.    
 Students can access and modify account at any time from any computer with internet access  

 Students can conduct specific searches for opportunities  

 You can set up your personal Job Agent and receive automatic emails when jobs are posted that meet 

your criteria! 

 You can select your job parameters 

 You can search your results 

 You can receive emails when new jobs come in! 

 

ASHLAND UNIVERSITY  

CLEVELANDINTERN.NET ACTIVATION PROCESS 

 

The Clevelandintern.net system is a great tool to use in your internship search.  By being active in Clevelandintern.net, you 

will have the ability to view all internships listed and you will be able to directly apply for positions on-line.  To take 

advantage of this free service, please complete the following steps: 

 

7. Go to http://www.ecampusrecruiter.com/ashland  

8. Register by clicking on the Students & Recent Grads icon 

9. Fill-out the on-line registration form  and click submit 

10. Fill-out the Information Release Form below 

11. The Career Development Center will then send more detailed instructions  

 

If you have any questions about Clevelandintern.net, please contact the Career Development Center by e-mail at 

careers@ashland.edu or by phone at 419-289-5064.  

 

 

Information Release Form 

 

Ashland Universityõs Career Development Center Information Release Form for 

eRecruiting and ClevelandIntern.net is also located on the CDC website 

www.ashland.edu/career 

 

**The release form must be received by the office in order to activate your accounts 

 

 

http://www.ecampusrecruiter.com/ashland
http://www.ecampusrecruiter.com/ashland/index.php?script=student-register
mailto:careers@ashland.edu
http://www.ashland.edu/career
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Ashland Universityõs Career Development Center Information Release Form for 

eRecruiting and Clevelandintern.net 

 

 eRecruiting and clevelanintern.net are web-based resume referral systems that allow candidates to 

establish an account and upload their resume so it can be referred to and viewed by employers seeking 

qualified candidates for employment positions.  Employers will have the ability to view and print 

candidate resumes on-line anytime and contact candidates directly concerning full-time (eRecruiting 

only) and internship opportunities (clevelandintern.net will list undergraduate intern posi tions only).  

 

Waiver for eRecruiting 

By signing this form, I am aware that opening an account with eRecruiting, the Career Development 

Centerõs resume referral software, authorizes Ashland Universityõs Career Development Center to 

release my resume to employers.  If at any time I wish to remove my resume from AUõs eRecruiting 

system, I must unpublish it from the appropriate resume book(s).  In addition, if at any time my 

resume contains inaccurate or unprofessional information, it will be made inactive by the Career 

Development Center and I will be contacted via e-mail. I am aware that uploading my resume to the 

eRecruiting system will give employers access to my resume. I hereby authorize Ashland Universityõs 

Career Development Center to release my resume to employers who are seeking resumes of qualified 

candidates.   Please sign and send this formed to the address below. 

 

Waiver for Clevelandintern.net  

By signing this form, I am aware that opening an account with Clevelandintern.net, the Career 

Development Centerõs resume referral software for internship opportunities only.  If at any time I wish 

to remove my resume from Clevelandintern.net, I must unpublish it from the appropriate resume 

book(s).  In addition, if at any time my resume contains inaccurate or unprofessional information, it 

my/might be made inactive by the Career Development Center and I will be contacted via e-mail. I am 

aware that uploading my resume to the Clevelandintern.net will give employers access to my resume. 

 

Please check one or both: 

÷ For eRecruiting: I agree with the terms above 

÷ For clevelandintern.net: I agree with terms above 

 

Please sign______________________________________  

 

Print Name___________________________________ 

 

Date_________________________ 

 

Please deliver this form to the address below: 

Ashland University · Career Development Center · 401 College Ave. · Ashland, OH 44805  

Tel: 419-289-5862 · Fax: 419-289-5071 · careers@ashland.edu 

 

 

 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

CUT HERE  

 

 

mailto:careers@ashland.edu
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ReferenceUSA 

Brought to you by Ashlandõs Career Development Center 

A directory of 14 million U.S. businesses and 835,000 Physicians and Dentist are available on-line to Ashland University.  

ReferenceUSA is an Internet-based research tool from InfoUSA.  ReferenceUSA offers the most comprehensive databases in 

the industry, including virtually every business in the United States as well as government agencies and non-profit 

organizations.  The ReferenceUSA database contains detailed information on more than 14 million U.S. businesses.  

ReferenceUSA is the tool that makes it easy to create search criteria to look for a job, to research a company or group of 

companies, to do competitive analysis and to find businesses within a certain industry to name a few.  

 

The business database contains the following information: 

Company Name   Telephone Number           Fortune 1000 Ranking      

Address   Fax Number     Number of Employees ð Company 

City    Estimated Sales Volume    Number of Employees ð Location     

State   Credit Rating Code   Headquarters/Branch/Subsidiary 

ZIP Code + 4  ABI Number     Stock Exchange   

Contact Name & Title Ticker Symbol     Yellow Page Ad Size & Year Appeared   

County   Toll -Free Number    Name, Title & Gender of Key Executives 

MSA    Web Site   Lines of Business     

Primary SIC   

 

 

Search by any or all of the following criteria on the business database: 

Company Name  Major Industries   Yellow Page Heading(s) 

Primary SIC Code(s)  Title of Executive  Executive Name or Partial Name   

Corporate Affiliation(s)    State(s)    County(ies)   

SIC Code(s)   Metro Area(s)     Area Code(s) 

City(ies)   ZIP Code(s)   Estimated Sales Volume Range   

Address    Branches   Number of Employees Range 

Business Type  Headquarters    Yellow Page Advertising Size   

Subsidiaries   Ticker Symbol   Years in Database    

 

 

Stock Exchanges searches include: 

NASDAQ    New York Stock Exchange All Publicly Traded Companies  

American Stock Exchange 

 

 

This database contains the following features: 

Full Corporate Linkage Family Tree Information   Advanced Reports & Graphs  

      Fax & 800 Numbers  Single Point Mapping  Mailing Lists & Labels Creation 

      Multiple Contacts 

 

 

 

 

 

 

 

 

 

 

 

 

Visit today at http://www.ashland.edu/career/job -searching.html 

   

  All services listed above are free of charge to Ashland University 

students and    

  are accessible at any time.   

  Password:  student full name and student ID# 
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The following adaptation from Richard Bolleõs òWhat Color is Your Parachuteó demonstrates what has 

changed-and what hasnõt changed- in the art and science of looking for a job that suits your interests 

and skills 

 

The Five Best Ways to Find a Job 

 

1. Ask for job leads from family members, friends, people in the community, and staff at career centers. Ask 

them this one simple question: Do you know of any jobs in my field? That method has a 33% success 

rate. 

 

2. Knock on the doors of any employers, factories, or offices that interest you, whether or not they have 

vacancies. That method has a 47% success rate. 

 

3. Use the Yellow Pages to identify areas that interest you in or near the town or city where you live and 

then call the employers in that field to find out whet her they are hiring for the position that you can do 

ð and do well. That method has a 69% success rate. 

 

4. In a group with other job hunters, implement method # 3 (above). That method has an 84% success 

rate.  

 

5. Do thorough homework on yourself. Know your bes t skills, in order of priority. Know the fields in 

which you want to use those skills. Talk to people who have those kinds of jobs. Find out whether 

theyõre happy, and how they found their jobs. Then choose the places where you want to work, rather 

than just those places that have advertised job openings. Thoroughly research these organizations before 

approaching them. Seek out the person who actually has the power to hire you for the job that you 

want. Demonstrate to that person how you can help the compan y with its problems. Cut no corners; 

take no shortcuts. That method has an 86% success rate. 

 

The Five Worst Ways to Find a Job 

 

1. Randomly mail out resumes to employers. That method has a 7% success rate. (One study revealed that 

there is one job offer for every 1,470 resumes floating around out there. Another study puts the figure 

even higher ð one job offer for every 1.700 resumes.) 

 

2. Answer ads in professional or trade journals appropriate to your field. That method also has only a 7% 

success rate. 

 

3. Answer ads in newspapers in other parts of the state or country. That has a 10% success rate. 

 

4. Answer ads in local newspapers. That method has a 5% to 24% success rate. (The higher the salary the 

smaller the chance of finding a job using that method.) 

 

5. Go to pri vate employment agencies for help. This method also has a 5% to 24% success rate, again, 

depending on the salary you want. (In a recent study, 27.8% of female job hunters found jobs within 

two  months by going to private employment agencies.) 
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CONTACTING POTENTIAL SITES 

 

You should be well prepared for your discussion with potential internship sites.  Know your priorities and what 

you want to learn from the internship.  Express these during the phone conversation to ensure a good fit 

between you and the site.  Begin to narrow your list of potential sites (an initial list of 10-15 sites) to pursue 

during this process.  During the conversation take notes after asking the following questions: 

 

J Name and title of person to send your resume (be sure to get correct spelling) to 

J Company address 

J What opportunities are available for interns? 

J Will the position meet your priorities?  

J Can the company meet your learning objectives? 

J What are the application procedures and time-line? 

After initial phone contact, follow appropriate application procedures, which you learned during the phone 

conversation.  This usually means sending your resume and cover letter. 

 

Phone script: 

 

 Hello, my name is____________.  May I please speak to the person who is responsible for or oversees 

internships for your organization? 

WHEN CONNECTED TO INTERNSHIP COORDINATOR: 

 

 Hello, my name is _______________.  Do you have a few moments to speak with me? 

I am currently a student at Ashland University and am interested in interning with your company during the 

fall/spring/summer.  I am a _________major looking to gain experience in _________.  Are there opportunities at 

your company for an intern? 

 How would I secure an internship with your organization?  What is the application process? 

 To wh om should I address my information? 

 Could I receive some information about your organization and/or the intern position available?  

 Thank you for taking the time to speak with me.  

 

 

A tip for phone interviews  

 

Phone interviews can be a bit tricky.  Without seeing the recruiter, you canõt pick up on factors like body 

language, the vibe the recruiters gives plus the other ways of communication that make up a the interview.   

Remember for many employers, phone interviews are a big part of the interview process.  Here are some tips 

on conducting phone interviews: 

J Follow the criteria used when engaged in a face-to-face interview 

J Be professional and polite,  sound enthusiastic and interested 

J Pay attention to what is be said and asked 

J Dress appropriately 
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**SAMPLE COVER LETTER** 

 

NAME  
 

STREET ADDRESS  ~  CITY , STATE , ZIP 

PHONE EMAIL  
 

 

 

           Date 

 

 

Employer Name 

Title 

Organization 

Address 

City, State, Zip Code 

 

Dear Employer: 

 

 

Allow me to take this opportunity to state my interest in joining your company in the position of Job Title.  My 

education and work history all point to a successful career as Career Target Here.  I have recently completed 

my ____________degree from Ashland University and have worked as an Internship (s) Title Here 

experienced in ____________, _____________, team work, and motivating others. 

 

Additional highlights of my qualifications that may be of particular interest to you include: 

 

 Analytical problem solver with a strong figure aptitude and ability to quickly grasp complex concepts. 

 Exceed goals in unsupervised and in team environments, meeting requirements and commitment to 

organizationôs goals and objectives. 

 Ability to ñget the job doneò no matter the circumstance.  This was critical throughout my internship and 

class projects, often working in environments with stringent deadlines and high expectations. 

 Disciplined with a strong character developed from athletic training and team commitment. 

 Highly experienced handling rapidly shifting priorities; work very well in fast-paced environments and 

under pressure.  Very energetic and proactive. 

 

I believe my academic background and future goals are tailored for the position of job title and I am enthusiastic 

about working at COMPANY NAME.  In an effort to discuss this matter further, I will be contacting your 

office within the next few days to see if we might set up a time to meet.  Thank you for your consideration and I 

look forward to speaking with you. 

 

Sincerely, 

 

 

 

NAME HERE 

 

Enclosure  

 

 




