
FIND A JOB OR INTERNSHIP 
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PLANNING YOUR SEARCH 

MULT I -PART  APPROACH TO JOB/ INTERNSHIP  

SEARCH
▪ PLUS  SUPPLEMENTAL  APPRO ACHE S  

OPT IONS  TO FORMAL IZE  AN INTERNSHIP  

JOB/ INTERNSHIP  SEARCH T IPS

WORKSHOP OVERVIEW



PLANNING YOUR SEARCH

SELF -AWARENESS
( K N O W L E D G E  O F Y O U R  

I N T E R E S T S ,  V A L U E S ,  S K I L L S ,  

P E R S O N A L I T Y )  

INFORMED CAREER

DECIS ION -MAKING
=OCCUPAT IONAL  

AWARENESS

+

M e e t  w i t h  a n  I C C  a d v i s o r  t o  d i s c u s s  c a r e e r  e x p l o r a t i o n



ONE PAGE 

INCREASE OCCUPATIONAL AWARENESS –

RESEARCH CAREERS

OCCUPATIONAL OUTLOOK HANDBOOK 
(BLS.GOV/OOH)

O*NET ONLINE 

(ONETONLINE.ORG) 

CALIFORNIA CAREER ZONE 
(CACAREERZONE.ORG) 

GOOGLE “JOBS FOR ___________ MAJORS”



ONE PAGE 

GAIN EXPERIENCE 
I T ’S  IMPORTANT TO GAIN EXPERIENCE OUTS IDE OF 
ACADEMICS TO BE  COMPET IT IVE  FOR A CAREER 
POSIT ION!

WHAT ARE SOME WAYS YOU CAN GAIN EXPERIENCE? 
▪ I n t e rn sh i p s  

▪ S t udent  jobs  

▪ Vo lun t ee r i ng  

▪ Leader sh i p

▪ Campus  o rgan i za t ions  

- Cent e r  fo r  S t udent  Inv o lv ement :  c s i .ucdav i s .edu



INTERNSHIP AT UC DAVIS DEFINED
▪ Work ing- learn ing exper ience that  suppor t s :  

- Career  exp lo rat ion

- Academic/career  goa l s  

- Sk i l l s  deve lopment  

- Bu i ld ing a  network  

▪ Superv i sed & eva luated by  p ro fes s iona l

▪ Vary  f rom 4  to  40  hour s  per  week

▪ May range f rom 10  weeks  to  12  months

▪ Voluntary  o r  pa id



TYPICAL TIMEFRAME 
FOR THE JOB/INTERNSHIP SEARCH 

HOW LONG DOES I T  REALLY TAKE 

TO F IND & SECURE…

A N  I N T E R N S H I P ?
TYP ICALLY  3  MONTHS 

(BUT  SOME EMPLOYERS RECRUIT  A 

YEAR IN ADVANCE) 

A  C A R E E R  P O S I T I O N ?  
3-9  MONTHS 



J O B  B O A R D S N E T W O R K I N GT A R G E T  

C O M P A N Y  

W E B P A G E S

MULTI-PART APPROACH 

S E L F - D E V E L O P
( I N T E R N S H I P S )



PART 1:  

JOB BOARDS
PATH OF LEAST  RES ISTANCE

▪ But more compet i t ion 

NOT ALL  COMPANIES  USE  THEM 

▪ Somet imes  cost  assoc iated wi th  
them 

▪ May not  post  ent ry - level  jobs  



A SAMPLING OF 

JOB/INTERNSHIP BOARDS
▪ H AND S H AK E

▪ L I N K E D I N

▪ C O L L E G E G R AD .C O M

▪ I N D E E D

▪ I D E AL I S T .O R G

▪ C R AI G S L I S T  (US E  WI T H  C AUT I O N )  

▪ G O O G L E  “ J O B S / I N T E R N S H I P S  I N  
_ _ _ _ _ _ ”  

▪ I ND US T R Y - S P E C I F I C  J O B  BO AR D S  
- E X A M P L E S :  E C O J O B S . C O M ,  

A G C A R E E R S . C O M

▪ G O VE R N M E N T
- U S A J O B S . G O V ,  J O B S . C A . G O V



PAID STUDENT JOB BOARDS

▪ HANDSHAKE 

- Use the search term  “STDT ”

▪ ASUCD: 
https ://asucd.ucdav i s .edu/

▪ UNIVERS ITY  ENTERPRISES ,  INC. 
(UE I ) :  www.uei jobs .com 

- Open to UC Dav i s  s tudents  



HANDSHAKE FEATURES  PAID AND UNPAID,  ON-

AND OFF-CAMPUS OPPORTUNIT IES
( In t e rn sh i p s ,  s t udent  jobs ,  work  

s t udy  pos i t ions ,  ca ree r - lev e l  jobs )

PERSONALIZE  YOUR JOB SEARCH 
Handshake  uses  dat a  i n t e l l igence 

t o  recommend jobs/ i n t e rn sh ip s  j u s t  

fo r  you

NETWORKING TOOL 
Net work  w i t h  peer s  and connect  

w i t h  emp loye r s



PART 2:  

TARGET COMPANY WEBPAGES 

SOME COMPANIES ONLY POST 
JOBS/  INTERNSHIPS ON THEIR  OWN 

WEBSITES

TO F IND JOBS/ INTERNSHIPS  ON 
COMPANY WEBS ITES :   

1. F ind employers  for  ind iv idual s  
in  your  f ie ld 

2 . Locate opportun i t ies  on 
employers ’  company webs i tes   



TARGETING COMPANY WEBPAGES-

STEP 1
F IND EMPLOYERS FOR INDIVIDUALS IN YOUR F IELD:  

▪ Search  by  geograph ica l  reg ion  

- e .g . ,  G o o g l e  “ M a r k e t i n g  f i r m s  S a c r a m e n t o ”  

- R e f e r  t o  C h a m b e r  o f  C o m m e r c e  d i r e c t o r i e s  

- Y e l p  

▪ Google  “_____ profes s iona l  as soc iat ion”  

▪ L inked In  

▪ Rever se  job  search 

M a k e  a  s p r e a d s h e e t  w i t h  l i s t  o f  t a r g e t  c o m p a n i e s  &  c h e c k  w e e k l y !



REVERSE JOB SEARCH 
1 . SEARCH FOR  JOB  T I T LE  (e .g . ,  G oog le  

“ed i t o r  jobs  i n  Sacrament o”  o r  sea rch  
fo r  job  t i t l e  i n  job  board)

2 . IDENT I FY  WHAT  COMPANIES  H IRE  FOR  
TH IS  POS I T ION.  I f  you  qua l i t y  fo r  a  
cur ren t  pos t i ng ,  app ly !  I f  no t ,  mov e 
on  t o  s t ep  3 .  

3 . GO TO COMPANY WEBS I TE  TO  SEE  I F  
THEY  HAVE  RELATED  ENTRY-LEVEL  
POS I T IONS  OR  INTERNSHIPS



TARGETING COMPANY WEBPAGES-

STEP 2
LOCATE OPPORTUNIT IES  ON EMPLOYERS’  COMPANY 

WEBS ITES

Look fo r  these keywords  on company webs i tes :  

▪ Careers

▪ Human Resources  

▪ Employment  Opportun i t ies  

▪ About  us  

▪ Contact  us



TARGETING COMPANY WEBPAGES-

STEP 2

Aim for  ent ry -

leve l  pos i t ions  to  

he lp  you develop 

your  sk i l l s  fo r  the  

management  

pos i t ion  la ter   



PART 3:  

NETWORKING 

80% 
OF JOBS ARE NOT ADVERTISED!

NETWORKING IS  A CRUCIAL PART OF 
THE JOB SEARCH PROCESS 

C h e c k  o u t  t h e  I C C ’ s  H a c k  t h e  H i d d e n  J o b  M a r k e t  W o r k s h o p  



WAYS TO NETWORK

▪ C O N N E C T  WI T H  C U R R E N T  N E T WO R K

- f a m i l y ,  f r i e n d s ,  a d v i s o r s ,  e t c .   

▪ I N F O R M A T I O N A L  I N T E R V I E WS  

▪ P R O F E S S I O N A L  A S S O C I A T I O N S

▪ C A R E E R  F A I R S  

▪ E M P L O Y E R  I N F O R M A T I O N  S E S S I O N S  

▪ E VE N T S  O R  M I X E R S  

- C a r e e r  C h a t s ,  “ C a r e e r s  i n ”  p a n e l s ,  e t c .  

▪ O N L I N E  

- M e e t u p . c o m ,  L i n k e d I n ,  H a n d s h a k e



CAREER FAIRS 

▪ Opportun i ty  to  network  & get  face 

t ime wi th  company representat i ves  

▪ Venue fo r  recru i te r s  to  cons ider  

s tudents  and a lumni  fo r  i n ternsh ips ,  

j obs  & career  pos i t ions

▪ Th roughout  academic year  

C h e c k  o u t  t h e  I C C ’ s  P r e p a r e  f o r  t h e  F a i r  W o r k s h o p  



PART 4:  

SELF-DEVELOP (INTERNSHIPS) 

REACH OUT TO SOMEONE WORKING 
IN THE AREA YOU ARE INTERESTED IN 
TO:

▪ Express  your  in teres t  in  the f ie ld

▪ Ask i f  th i s  employer/ ind iv idual  
would be wi l l ing to take on an 
in tern  



SELF-DEVELOP (INTERNSHIPS) 

“He l lo .  I ’m  nam e and I  am a  s t udent  a t  UC Dav i s  

ma jo r i ng  i n  m a jo r .  I  am v e ry  i n t e res t ed  i n  get t i ng  

i n t o  t he  f i e ld  o f  f i e ld .  I  found you  on  L i nked In ,  

company webs i t e ,  e t c . and I  admi re  you r  

background and what  you r  company i s  do i ng .  I  

wou ld  lov e  t o  be  i nv o lv ed and I  was  wonder i ng  i f  

you  m i ght  be  wi l l i ng t o  t ake  on  an  i n t e rn  fo r  t he  

quar t e r ,  year . ”  

This approach is useful for finding research opportunities on 

campus that are not posted. Change to “willing to take on 

a research assistant.” Make sure you know the faculty’s 

research well. Be politely persistent. 



BE PREPARED 
TO EXPLAIN THIS PROCESS 

I F  THEY  ASK  “WHAT  I S  INVOLVED/REQUIRED?”

▪ 4 hours a week for 10 weeks (40 hours minimum)

▪ Related to career/educational goals

▪ Supervised by a professional 

▪ 80/20 rule

▪ Optional: academic credit or transcript notation

I F  THEY  SAY  “NO”

▪ Thank them for their time 

▪ Ask if there is anyone they might refer you to that may be 

willing/able to take on an intern



FORMALIZE AN INTERNSHIP 
TRANSCRIPT  NOTAT ION (TN)  
▪ I n t e r n s h i p  t i t l e ,  o r g a n i z a t i o n  &  q u a r t e r  

n o t e d  o n  t r a n s c r i p t  

▪ M i n i m u m  o f  4 0  h o u r s  p e r  q u a r t e r

▪ C o m p l e t e  o n l i n e  p a p e r w o r k  ( t h r o u g h  

H a n d s h a k e )

ACADEMIC CREDIT  
▪ F a c u l t y  s p o n s o r  r e q u i r e d

PAY 
▪ U n l i k e l y  w h e n  s e l f - d e v e l o p i n g  a n  

i n t e r n s h i p  

Y o u  h a v e  t h e  f o l l o w i n g  

o p t i o n s  f o r  A N Y  

i n t e r n s h i p …

B u t  w h e n  s e l f -
d e v e l o p i n g  a n  

i n t e r n s h i p ,  t h e s e  

o p t i o n s  c a n  c r e a t e  a  

c o n n e c t i o n  b e t w e e n  

t h e  u n i v e r s i t y  &  

e m p l o y e r !



SUPPLEMENTAL APPROACHES
(OUTSIDE OF THE MULTI -PART APPROACH)

▪ J o i n  I C C  e m a i l  l i s t s e r v ( s )

▪ C o m m u n i t y  S e r v i c e  R e s o u r c e  R e n t e r  

( h t t p s : / / i c c -
a p p s . U c d a v i s . E d u / f i n d / v o l u n t e e r / l i s t . H t m )

▪ S p e c i a l  i n t e r n s h i p  p r o g r a m s  
( h t t p s : / / i c c . u c d a v i s . e d u / f i n d / i n t e r n s h i p s / f
i n d )  

▪ T e m p o r a r y  w o r k

- M a n p o w e r . c o m

- A d e c c o :  A d e c c o u s a . c o m

▪ S e l f  e m p l o y m e n t



JOB/INTERNSHIP SEARCH TIPS

▪ S E T  S . M . A . R . T  G O A L S  

▪ C A S T  A  W I D E  N E T  

▪ O R G A N I Z E  Y O U R  J O B / I N T E R N S H I P  
S E A R C H  

▪ P R E P A R E  Y O U R  J O B  S E A R C H  
T O O L K I T   

▪ I N C O R P O R A T E  S E L F - C A R E



SET GOALS THAT ARE…

S M A R T
S P E C I F I C  |  M E A S U R E A B L E  |  A T T A I N A B L E  |  R E L E V A N T  |  T I M E - B O U N D     

E X A M P L E S  O F  S . M . A . R . T .  G O A L S :
▪ A p p l y  f o r  4  m a r k e t i n g - r e l a t e d  j o b s  a  w e e k

▪ N e t w o r k  w i t h  2  c o n t a c t s  a  m o n t h  i n  p e r s o n  o r  v i a  p h o n e  



CAST A WIDE NET 
INCREASE THE ODDS OF A SUCCESSFUL  

JOB/INTERNSHIP SEARCH BY APPLYING TO MANY 

OPPORTUNIT IES

BUT  STR IKE  A BALANCE BETWEEN…

▪ ENOUGH &  TOO MUCH
- E x p e c t  1 5  r e j e c t i o n s  f o r  e v e r y  1  y e s

- M a i n t a i n  q u a l i t y  o f  a p p l i c a t i o n  

m a t e r i a l s  

▪ OVERLY  SELECT IVE  &  D IRECT IONLESS
- S t i l l  b e  i n t e n t i o n a l ,  w h i l e  k e e p i n g  

a n  o p e n  m i n d



GET ORGANIZED! 

CREATE  &  UT I L I ZE  

JOB/ INTERNSHIP  

SEARCH LOG 

TO STAY ORGANIZED  

THROUGHOUT  YOUR 

SEARCH
( T A I L O R  D O C U M E N T  

T O  F I T  Y O U R  N E E D S )



▪ R e s u m e

▪ C o v e r  l e t t e r  

▪ R e f e r e n c e s  l i s t

▪ C o p i e s  o f  j o b  p o s t i n g s  +  a n y  

c o r r e s p o n d i n g  a p p l i c a t i o n  

m a t e r i a l s  s u b m i t t e d
- R e f e r  t o  w h e n  p r e p a r i n g  f o r  

i n t e r v i e w   

- P r o v i d e  t h i s  t o  y o u r  r e f e r e n c e s  

▪ A n d  m o r e …

PREPARE YOUR TOOLKIT
FOR THE JOB/INTERNSHIP SEARCH 

C h e c k  o u t  t h e  I C C ’ s  R e s u m e  B a s i c s  a n d  C o v e r  L e t t e r s  &  

P r o f e s s i o n a l  C o r r e s p o n d e n c e W o r k s h o p s  



INCORPORATE SELF-CARE

TREAT  YOUR JOB SEARCH L IKE  

A JOB.  

Spend at  leas t  30  hours  a  

week,  but  g ive yourse l f  

l unches ,  b reaks  & weekends !  

YOU MAY EXPERIENCE 

REJECT ION.  

Th i s  i s  par t  o f  the process .  

Be k ind to  yourse l f ,  learn  & 

grow f rom i t !



Drop- In  Adv i s ing  (10 -15  minute  sess ions)  
Check webs i te  fo r  hour s

30  Minute  Appoin tments  
Schedu le  on l ine :  

ht tps : / /ucdav i s . jo inhandshake.com/ log in

C a l l  5 3 0 . 7 5 2 . 2 8 5 5
V i s i t  u s  o n  t h e  2 n d f l o o r  o f  S o u t h  H a l l  

i c c . u c d a v i s . e d u

THANK YOU

https://ucdavis.joinhandshake.com/login

