Position Title
Name of Company
Company/Individual contact information (mailing address, phone, email)
· Semester of Internship (Fall, Spring, or Summer)
· Weekly Hours: 20 hours per week – office open Monday- Friday 8:00 AM -5:00 PM
· Flexible schedule (will work with class schedule, exam preparation, and university holidays)
· Paid or Unpaid position – (enter hourly wage if paid)
Duties and Responsibilities:

List key duties and responsibilities of position. Be as specific as possible so student has a clear understanding of the position and what is expected of him/her.
· Example - Conduct independent research on [topic] to better understand [what are you trying to learn through the research]

Requirements:

Be as specific as possible so student has a clear understanding of the position requirements. Examples include:

· Sophomore, Junior, Senior or Graduate student in good academic standing 

· GPA Requirement (if applicable) 

· Preferred Majors/Minors (if applicable)

· Ability to work alone and with a team to reach desired outcomes 
· Ability to complete tasks in a timely fashion
· Mature, responsible individual with reliable, personal transportation

 Special Certifications/Training Required:
· Name

Additional Information:

· Intern will report directly to [Name] for mentorship and assigned tasks

· Additional compensation or benefits (example – attendance at conferences, opportunity to network with colleagues at other offices, opportunity to shadow upper level positions, etc)
Application Process:
Submit resume to [Name] at Name@email.com 
· Any additional details about application process. For example – will you take phone calls, what is the timeline of the process, how will students hear from you, etc
Company Information:
Link to company web site

