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2
What is an internship?
An internship is a professional experience designed to provide
practical experience to students outside of the classroom setting. In
the ever-changing
communication industries,
having professional
experience is essential to
future career success.
Communication majors in
every concentration can
benefit greatly from the
experience and contacts
internships can bring.
Internships provide
students with the
opportunity to become a
vital part of a company,
and leverage a strong
possibility for future
hiring. Internships offer
students an expanded
professional network
combined with
experience that makes
them more valuable as
they enter the job market.
Close to 100 off-campus internships are completed each year by
students at William Paterson.
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Getting Started
The department has many resources in place to help students best
prepare for an internship. These resources are outlined in this
handbook and should be carefully reviewed before you meet with
your advisor, professor and/or the internship coordinator. Students
should take the following steps as they begin to explore the
internship process:
1.

Review department internship eligibility requirements and the
information in this handbook.
2. Attend a free career workshop at the Career Development
center. The center offers resume writing assistance, interview
training and more: www.wpunj.edu/career-advisement.
3. Review the University http://www.wpunj.edu/careeradvisement/wpjobconnect and the Department of
Communication Internship Resources site on Blackboard
(available for COMM majors/minors only).
4. Meet with your area’s internship coordinator. Bring your
resume, cover letter and target internship sites to the meeting.
5. Apply for internships via each organization’s application
procedure.
6. Complete the internship application form and email it to your
area’s internship coordinator:
http://www.wpunj.edu/coac/departments/communication/under
graduate/internships.dot
7. You will be contacted when an internship permit is issued.
Register by typing in the CRN number for the internship. You
may add / drop the class per the registration semester calendar.
8. Once you secure an internship, determine expectations, hours,
and clear start/end dates.
9. The area internship coordinator sends credit verification letters
to site supervisors the first week of the semester.
10. Submit internship journals, time sheets and reflection paper to
the internship coordinator per the syllabus.
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Eligibility
For internal internships, all Communication students are eligible.
External internships are open to juniors and seniors only (58 or more
credits completed). Both internal and external internships require a
GPA of 2.5 or higher. It is strongly recommended that students
complete some of the core major coursework prior to an internship
experience.
There are two types of internships offered by the Department of
Communication: Internal and External.
Earning Credit
Both internal and external internships are worth 3 credits. To earn
credit, students must be officially registered for the course and meet
the requirements for the course.
Most larger companies require that students earn college credit for
their internships so the company will not be violating labor laws or
union contracts.
However, some sites do not require credit, in which case a student
can choose whether to enroll in the internship course. It is important
to discuss credit options with both the company and the internship
coordinator.
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Internal Internships: COMM 3301: Communication Practicum
(Internal)

The Internal Internship offers students credit for working on
campus-based media, organizations or departments, such as radio
and television, theatre productions and public relations. Permission
from the instructor in charge of the specific area and the internship
coordinator is needed for students to enroll.
Internal internship sites on campus have been: WPSC-FM 88.7
Brave New Radio, WPBN, The Pioneer Times, Admissions office,
the Career Development & Advisement Center, Sports Information
office and the WPU Marketing and Public Relations Department.
To explore opportunities contact:








88.7FM – Dr. Robert Quicke quiker@wpunj.edu
WPTV-6 – Dr. Jamsheed Akrami akramij@wpunj.edu
Pioneer Times – Dr. Tina Lesher leshert@wpunj.edu
Admissions Office – Michelle DiMartino
demartinom1@wpunj.edu
WPU Marketing & Public Relations – Phillip Sprayberry
sprayberryp@wpunj.edu
Career Development & Advisement Center – Sharon Rosengart
rosengarts@wpunj.edu
Sports Information Office – Heather Brocious
brocioush@wpunj.edu

Internal Internship Coordinator: Barry Morganstern - 103 Hobart
Hall morgansternb@wpunj.edu

6
External Internships: COMM 3300: Communication Internship
(External)
Students receive credit for interning at any of a large number of
media outlets, including the major news networks and talk shows, as
well as public relations agencies, newspapers, magazines, theatre
and film production companies, non-profits and Fortune 500
corporations. Recent internship sites include:
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Registration Process
To enroll in an external internship, see the following instructions:
This course will be open to all qualified students during registration.
Once approved for the course, students are required to:
1.
2.
3.
4.

Confirm that you agree to the terms of the syllabus.
Complete a minimum of 120 hours on the site or more as
arranged in advance.
Submit a weekly online journal entry and complete a paper
as described in the syllabus.
Receive a satisfactory evaluation from the internship site
supervisor.

How to register for an external (off-campus) internship if you know
where your internship will be:
You must:
1.
2.
3.

Be a communication major (any communication major
is acceptable).
Have at least 58 credits completed by the start of the
internship course.
Have a cumulative GPA of 2.5 at the start of the
semester in which you are taking the course.

To register:
Fill out the internship application by clicking the links at the bottom
of the following web page:
http://www.wpunj.edu/coac/departments/communication/undergrad
uate/internships.dot.
You will be contacted if your permit to register is approved.
The course remains open to qualified students through all
registration periods, but you must be registered by the time the
registration process for the semester ends.
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How to register if you don't know where you will be doing your
internship:
You may register before you have a confirmed site following the
procedures above. If you do not have a confirmed site by the start of
the semester but expect to find one, be sure to register before
registration ends. Once registration ends, you cannot add the
internship course.
If you are not able to find an internship site but you have registered
for the course, to avoid failing the course you must withdraw from
the internship course by the deadline for withdrawing from a course,
usually about six weeks into the semester.
Compensation
Due to revised Federal Compliance Standards, internships are
increasingly paid. However, many students may still secure unpaid
internships where they receive training for their own educational
benefit or for his/her own interest.
The employers provide aid and instruction. Interns are not
employees of a business. They are “students,” there to learn and gain
experience, not replace employees.
Review Unpaid vs. Paid standards to see if your internship site is in
compliance:
http://www.dol.gov/whd/regs/compliance/whdfs71.htm
Some companies offer students compensation for their work. We
encourage students to explore paid internship opportunities.
Students may receive pay as interns and still earn credit. Some sites
provide a small stipend or travel expense reimbursement, which also
doesn’t affect earning credit. The course only gives credit for
internships—it doesn’t give credit for regular work experiences.
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Do students still need to pay tuition for an internship?
Yes. In order to receive credit for an internship, students must pay
the associated tuition, like any other course. Some companies offer
tuition reimbursement, so be sure to discuss this with your site
supervisor.
Will students receive a grade for their internship?
Internships are designed as Pass/Fail courses. If a student meets all
the requirements outlined above, they will pass the course and
receive credit. If they do not, they will fail and receive none.
Can students take other courses concurrently with an
internship?
Yes. The internship program is designed to have students work parttime, leaving time for students to take other courses. Schedules vary
based on a student’s ability and motivation.
Finding an Internship
Finding an internship can be challenging. Students often think they
are guaranteed placement in an internship; however this is not the
case. Students must seek out and earn placement at their internship.
Professors and faculty can help students, but cannot guarantee a
position.
There are several resources available to WPU students to help in
their search for an internship.
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Career Development and Gloria S. Williams Advisement Center
Students should visit the Career Development and Gloria S.
Williams Advisement Center (3rd Floor Student Center) for resume,
cover letter and interview assistance. This office provides academic
advising, resource information, training, career counseling, job
search tools and employment connections.
Students may schedule an appointment for personalized career
guidance, resume writing, interview skills and strategies to penetrate
the job market. Along with appointments, students may attend dropin service any weekday during the semester between 11:00 a.m. and
3:00 p.m., Monday-Thursday. Drop-in service will provide
immediate feedback or information on short-term advisement and
career-related needs, concerns, last minute interview advice, resume
critique, etc.
Take advantage of WP
Job Connect, sponsored
by Experience. It is an
online computerized job
matching service offered
at no charge to WPU
students through the
career development
center. This online
service enables students
to create a professional,
quality resume and
register with the Career
Center for computerized
job referral.
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Blackboard Internship Resources Site
For Communication students, a Blackboard organization has been
created to provide internship and job listings and leads. It is a
compilation of hundreds of possible internship sites, current
internship postings, search tips, industry specific resume/cover letter
samples and more.

The site is designed to provide a competitive advantage to
Communication students, along with leads, sample cover letters and
resumes, internship sites from past semesters and all necessary WPU
forms and applications.
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Career and Internship Fairs
William Paterson University holds career and internship fairs each
semester on campus, bringing companies from throughout the North
Jersey and Greater New York City area. Students can meet key
hiring officers and learn more about potential internship
opportunities. They may also leave resumes and cover letters,
provide writing samples and showcase their portfolio.

Job Boards and Websites
Students are encouraged to search for internships on their own, via
various job listings sites and advertisements. Most internships are
posted alongside full- and part-time employment opportunities. Sites
like Internships.com, Monster, Indeed and LinkedIn are good paces
to start searching for an internship.
Resume
Resumes are brief, written accounts of professional, educational and
personal qualifications a person has for a particular job.
A resume is a critical tool to acquire any job, including an
internship. Along with a cover letter, resumes are the initial means
in which employers learn about a candidate. It is crucial students
take advantage of the above listed resources for help in crafting an
effective resume.
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Resumes should be:





Concise. One page is the preference, especially for entry
level or internship candidates.
Use simple fonts. Times New Roman, Arial, Calibri or
similar are best, sized between 10 and 12 points.
Organized. Sections should be uniform.
Accurate.

For industry specific resume and cover letter resources, please see
the materials tab on the Communication Internship Resources site.
See page 19 for resume samples.
Cover Letter
Cover letters accompany resumes and supporting documents when
applying for jobs and internships.
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Students should learn the appropriate format for cover letters, but
avoid using templates and general letters when applying for
internships. Each cover letter should:




Be tailored to the position for which they are applying;
never use a template.
Describe who you are and why you are qualified for the
position.
Discuss relevant experiences.

A cover letter is the first example of writing skills and style an
employer will see.
For industry specific cover letter resources, please see the materials
tab on the Communication Internship Resources site.
See page18 for cover letter samples.
Cover Letter/Resume Links
Are you preparing for a job or internship search? Be sure to read
these short and ESSENTIAL guidelines to ensure your materials get
noticed (for the right reasons):
http://lorrambrown.wordpress.com/2012/08/27/my-favorite-prcover-letter-resume-links/
Check out the Career Development Center’s Resume Writing Guide
here:
http://www.wpunj.edu/career-advisement/career-development/jobsearch-tools/resume-writing/
And the Resume Writing Outline, here:
http://www.wpunj.edu/career-advisement/career-development/jobsearch-tools/resume-writing/

16
Interview
Most, if not all internships will require a student to go through the
interview process. Internship interviews should be treated like an
entry-level job interview. Candidates should put together a portfolio
of writing samples, references and bring extra copies of their resume
in a neat folder.
A firm

handshake and eye contact with the
interviewer are crucial tactics for a
candidate.

Proper attire is essential for an interview;
business casual is acceptable. For guys, slacks
and a dress shirt, tucked in with a belt and nice shoes is appropriate;
a tie and jacket are optional. For girls, dress pants or a conservative
skirt with a blouse, a conservative dress or pants suit are
appropriate. Clothes should fit appropriately, not revealing
skin; tattoos should be covered as much as
possible; and loud colors or accessories should be
avoided. Do not experiment with fashion, or dress
for a night out with friends or the gym when going
on an interview.
Professional Portfolio
A portfolio is a compilation of supplementary materials to bring on
an interview, showcasing your talents and best work. Portfolios
should include:







Writing samples
PR/Marketing plans
Research
Social Media evidence
Graphic design, production or editing work
Reference letters, certificates of appreciation and kudos letters
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See Professor Lorra Brown’s “10 things every PR portfolio must
have” on Ragan’s PR Daily at
http://www.prdaily.com/Main/Articles/10_things_every_PR_portfol
io_must_have_14103.aspx
Best Practices
Successful completion of an internship is not a difficult feat. Proper
preparation, attitude and motivation are all essential skills to
meeting and exceeding requirements.
Students should show up eager to learn and participate at their
internship site. The more involved students are, the more they will
get out of the experience. Showing up on time is important, and
early is even better. Following dress code rules and adopting proper
office etiquette is necessary. Etiquette may include: not using your
cell phone, staying professional in emails, following the dress code,
keeping noise levels down, and maintaining personal workspace.
Internships are opportunities to show employers how capable,
resourceful and valuable you are. Networking during internships is a
good idea; you will come in contact with many key hiring decision
makers and create connections with many industry professionals.
These connections can help you in your future search for
employment.
Check out Professor Lorra Brown’s “12 tips from employers for
acing PR internships” on PR Daily at
http://www.prdaily.com/Main/Articles/12_tips_from_employers_for
_acing_PR_internships_11720.aspx
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Interpersonal:




American Society of Administration Professionals:
www.aspaorg.com
Social Work Today :www.socialworktoday.com
Society for Interpersonal Theory and Research:
www.sitarsociety.weebly.com

Journalism:








Poynter.: www.poynter.org
Society of Professional Journalists: www.spj.org
MediaBistro: www.mediabistro.com
NY Press Association: www.newyorkpressassociation.com
NJ Collegiate Press Association: www.njpa.org/collegepress
NJ Newspaper Network: www.njpa.org/njnn

Media Production/Film/Theater:












RTDNA: www.rtdna.org
Alliance for Women In Media: www.allwomeninmedia.org
MediaAction: www.mediactionproject.org
Backstage.com: www.backstage.com
College Broadcasters Inc.: www.askcbi.org
National Association of Broadcasters: www.nab.org
National Academy of Television Arts and Sciences:
www.emmys.tv
National Cable Television Association: www.ncta.com
International Radio and Television Society:
www.irtsfoundation.org
American Federation of Television and Radio Artists:
www.sagaftra.org
Broadcast Education Association: www.beaweb.org
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Maslow Media Group: www.maslowmedia.org
Shooting People: www.shootingpeople.org
NYC Mayor’s Office of Film, Theatre and Broadcasting:
www.nyc.gov/film
FCC: www.fcc.gov
NJ Motion Picture & Television Association: www.njfilm.org
Theatre Communications Group: www.tcg.org
Association for Theatre in Higher Education: www.athe.org
Directors Guild of America: www.dga.org
Dramatists Guild of America: www.dramatistsguild.com
New York Women in Communications, Inc:
www.nywici.org
American Theatre Wing:
www.americantheatrewing.org
National Alliance of Musical Theatre: www.namt.org
National Association of Comedians: www.nacomedy.com
Audio Engineering Society: www.aes.org/about

Public Relations/Social Media:









The Firm Voice: www.prfirms.org
PR Week: www.prweekus.com
PR News: www.prnewsonline.com
PR Daily: www.prdaily.com
PRSA: www.prsa.org
O’Dwyer’s: www.odwyerpr.com
Institute for Public Relations: www.instituteforpr.org
Mashable: www.mashable.com
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