
  



 

  2| Page 
 

 



 

 
 

 3| Page 
 

 

https://endicott-csm.symplicity.com/
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https://sites.google.com/endicott.edu/internshipandcareer/internship-and-career-resources?authuser=0


 

AI and the Internship and Job Search 
 

4 Ways AI Can Optimize Your Job and Internship Search 

1. Craft Your Resume​
 AI tools like ChatGPT can help you write clear, tailored bullet points for your resume. Share your 
experience and ask for feedback or edits. Then upload your resume to Quinncia for automated reviews 
that flag formatting or content issues. 

2. Customize Your Cover Letter​
 Create a first draft of your cover letter, paste the job description into ChatGPT and ask for 
improvements on your cover letter draft. Provide details about your background to improve accuracy. 
Always edit the draft to reflect your voice and enthusiasm. 

3. Elevate Your Communication​
 Use AI to proofread emails to recruiters, networking messages, or thank-you notes. Ask for 
suggestions on tone, clarity, and professionalism. This helps you present yourself confidently and 
clearly. 

4. Prepare for Interviews​
 Use Quinncia to generate sample interview questions based on a job description. Practice your 
answers and ask for feedback. Remember to personalize responses; AI can guide, but your authentic 
voice matters. 

For additional support, schedule a time with a Career Services advisor to discuss the job search 
process, review your professional documents, and practice your interview skills. 

Click the link below for best practices for using AI to prepare for a job interview and 35 prompts to 
prepare for your next job interview.  

 

​ ​ ​ ​ ​           
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https://endicott.okta.com/
https://endicott.okta.com/
https://sites.google.com/endicott.edu/internshipandcareer/students-and-alumni?authuser=0
https://docs.google.com/document/d/1Ck4GBzKxWJr63K1mBJBcG48V_MZPfmDS-LPqze9bTaI/edit
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https://www.careershift.com/?sc=Endicott


 

 
These competencies are based on surveys conducted of hundreds of employers on what they look for in 

candidates. 
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Networking + Career Conversations  
12X 

Applicants who got referrals are 12x more likely to get hired than those who only apply online  
 
What is Networking? 
Networking involves creating relationships to build a network, gaining the information you seek, and 
offering the information you have to share. Listen to Julie Brown and her Networking 911 reel, which 
effectively conveys this message and highlights the strengths you bring to the relationship-building 
process. 
 
Why Network? 
Approximately 80% of jobs are obtained via networking. Also, you can gain valuable information about: 

●​ Industry trends  
●​ Professional development organizations or events 
●​ Internship and job opportunities 

 

                                         
 
Career Conversation- What? Why? Who? 
A career conversation is designed to gather information about an industry, company, or specific career 
path. It allows you to gain information and advice from an experienced professional. It also allows you to 
make a positive impression and establish a relationship with someone who may be able to help you.   
Personal connections, as well as alumni, are a great place to start. You can find many warm connections on 
LinkedIn.  
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https://www.instagram.com/juliebrown_bd/reel/C7UATShu9Gw/
https://docs.google.com/document/d/1iDWHD_sxAOAFhg2Vx4qsYAvbTnea-ZtO/edit?usp=sharing&ouid=117683140751458998638&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1e1WbOHmdJ2MwAzxOf3knrbb4ajrbjmauWiLmwKWzUVQ/edit?usp=sharing
https://drive.google.com/file/d/1o633OFN_z46EV3T-rEPOv7bY3O1t5H2g/view?usp=drive_link
https://docs.google.com/document/d/1M-ryL8poUX7i3t69-5wpazpm12xusMj9TnUDxyDExCY/edit?usp=sharing
https://docs.google.com/document/d/1iDWHD_sxAOAFhg2Vx4qsYAvbTnea-ZtO/edit?usp=sharing&ouid=117683140751458998638&rtpof=true&sd=true
https://www.linkedin.com/
https://docs.google.com/document/d/1puh5bjep3caoGKIsKZJ7UyuuzDlx9jov/edit?usp=sharing&ouid=117683140751458998638&rtpof=true&sd=true_fYnwwS0c8L0nrILULe__etjIcYk27Fx5KrbHO-1c/edit?usp=sharing
https://docs.google.com/document/d/1GyQhXkhlQAQNvYSHGgOZkR2k4vyvCldLuIHFYrWTgfY/edit?usp=sharing
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                                                    Once you create your pitch, utilize AI to improve it! 
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Resume Checklist + Examples 
 

7.4 
(source: Ladders) 

The number of seconds recruiters review resumes. 
 

Creating a Resume 101 
 
1. Use Microsoft Word or Google Docs to create your resume 
Using one of these programs allows you to make edits as your education and experiences progress. You can 
use evolving versions of your resume to apply for different jobs. While it is easiest to edit in Microsoft Word 
or Google Docs, do NOT complete a job application with your resume in this format.  
 
2. Export your resume as a PDF 
That brings us to the second step: always send a PDF copy of your resume with your job applications. PDF is 
the best format to apply for jobs online and can’t be altered easily. 
 
3. Have two types of resumes 
The most efficient way to apply for jobs online is to use a simple resume that highlights your skills and work 
history. Exclude images, graphs, videos, columns, fields, headers, and footers. Applicant Tracking 
Systems (ATS) can’t read these items and will distort your application. Utilize Quinncia to create a resume 
that is ATS compatible. The student guide will help you get started.   
You can create a flashy resume to take with you to interviews or to include as an attachment to an email. 
Fancy resumes make you stand out, but they don't bode well against ATS. This step is particularly useful for 
people who are in creative industries.  
 
4. Avoid using different fonts or symbols 
Computers are very intelligent, but something as minor as using multiple fonts can mess with Applicant 
Tracking Systems. Your goal should be to get your resume through the ATS and to the hiring manager, and 
using different fonts and symbols can make this especially challenging for you. 
Consider using one of the following fonts:  

●​ Times New Roman 
●​ Garamond 
●​ Arial 
●​ Calibri 

 
5. Capitalization matters 
If you do not capitalize your name, employer, or job title, the ATS will think it’s a spelling mistake and instantly 
reject your resume.  
 
6. Include a proper heading 
Your resume should have a proper heading (yes, this is different than a header). Put your name in your 
heading with your email (one that is professional and clean!), phone number, and a link to your LinkedIn 
profile. DO NOT include your address! 
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https://www.theladders.com/static/images/basicSite/pdfs/TheLadders-EyeTracking-StudyC2.pdf
https://endicott.okta.com/
https://help.quinncia.io/article/272-introduction-to-quinncia-student-walkthrough


 

Resume Checklist + Examples cont. 
 
 
7. Use common titles 
Use common section titles that hiring managers and the ATS would be familiar with. We recommend 
using Work Experience, Education, Objective, and Summary. 
 
8. Follow the same format for Education and Work Experience 
Use this format or something similar to list your education:  
University Name                                     Anticipated Graduation Date (Month, Year) 
Degree & Major 
 
Use this format or something similar to list your experience/jobs:  
Company Name                                    Location 
Job title                                                 Start Date-End date 
 
List your collegiate history and work experience in reverse chronological order, starting with your most 
recent experience or degree. DO NOT include extra space between your dashes for your dates of 
employment and education. 
 
9. Do not skip an end date 
Always include an end date for your education and work experiences. If you are still in school or a work 
position, put Current.  
Example:  July 1776-Current 
 
You can find an easy-to-follow template here! 
 
Adapted from Quinncia 
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https://help.quinncia.io/article/142-resume-outline
https://endicott.okta.com/
https://drive.google.com/drive/folders/1EBnoZHe-AmoM8gKo1Z4KXdqK1qT2yPoZ


 

 
Motivation/Cover Letters and Examples 
 
Yes! Cover letters do get read. It is evidence of your ability to communicate in writing and your 
attention to detail. Many hiring managers think they are the most important part of the application. 
This is a chance to really show your personality and make a lasting impression. 
 
It should answer three fundamental questions: 
 

1.​ How do your experiences reflect the job requirements? 
​ Go beyond your resume and make sure you are telling unique stories from your  

experience that aligns with the position you are applying for.  
 

2.​ How do your skills meet the needs of the job requirements? 
Focus on explaining how your skills have led to positive results in the workplace, classroom, 
clubs or any extracurricular activities. 
 

3.​ Why do you want to work at this organization? 
​ Research the company and find something that resonates with you. Writing about  

something specific to the company is key in making sure  the cover letter is  
memorable.​
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https://drive.google.com/drive/folders/1a2F5iRw3yFj83d1OVHO66UiGXqqsv4-V?usp=sharing


 
 
 
 

Reference List  
 
These are the people who will give you the stamp of approval. Make sure that you ask if you can use 
them and give them a heads up when someone is going to be contacting them. Finally, make sure to 
thank them and let them know if you secured the position or not. Below is a sample format for your 
reference sheet. 
 

 
 

YOUR NAME 
City, State Zip Code • Cell Phone 

Email • LinkedIn  
 

 
PROFESSIONAL REFERENCES 

(List 3-5 Individuals) 
 

Name, Title/Affiliation to you 
Company/Organization 

Phone 
Email 

 
John Smith, Ph.D., Professor of Finance/Faculty Advisor 

Endicott College 
Beverly, MA 01915 

(555) 555.5555 
jsmith@endicott.edu 

 
 

Elise Lee, Analyst/Supervisor 
John Hancock 

Boston, MA 02110 
(555) 555.5555 

elee@johnhancock.com 
 
 

Keep this as a separate document and only share when asked to provide references.
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Successful Interviewing 
 
 
1.​ Do the research   
The #1 thing your interviewer will be looking for will be your knowledge of the company and position. 
You will want to: 
●​ Read the company's website as well as websites such as LinkedIn and Glassdoor   
●​ Review the job posting and connect it to your experience and skills 
●​ Research your interviewer and their background 

 

2.​ Decide what to wear   
The Golden Rule of Interview Attire: 
When in doubt, err on the side of formal. You always want to be one notch above the people  
you are interviewing with. Learn about these golden rules and so much more in  
What to Wear to An Interview and Gender Neutral Interview Attire and Business Clothing. 
 
 
3.​ Practice , Practice, Practice 
Make an appointment with the Internship and Career Center to do a mock interview.  Use Quinncia, 
our AI resource, that takes you through a personalized virtual interview. 
 
 
4.​ Match your skills   
Think about why you are a good match for the position and the company. For every skill or personal 
quality that the employer is seeking, think of a specific example from your work, school, or 
extracurricular experience that demonstrates this skill. Utilize the STAR (Situation, Task, Action, 
Result) formula to describe your examples and paint a picture for the interviewer.  
 
 
5.​ Thank you note tips: 
●​ Email a professional thank you note out within 24 hours to each person who interviewed you - 

the earlier the better. 
●​ Make sure to check spelling and grammar. 
●​ Add specifics about the position and how you will make an impact. 
●​ Reference unique conversations you had with interviewers so they can recall who you are. 
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https://cultivatedculture.com/what-to-wear-to-an-interview/
https://www.liveabout.com/gender-neutral-interview-and-business-clothing-2061166?utm_campaign=shareurlbuttons_nip&utm_medium=social&utm_source=pinterest
https://sites.google.com/endicott.edu/internshipandcareer/students-and-alumni?authuser=0
https://endicott.okta.com/


 

Successful Interviewing (cont) 
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https://docs.google.com/document/d/1nuhwRmSCL2Itae9mk8BP5-GpN7laF5GvJ94eE9IW4P4/edit?usp=sharing
https://docs.google.com/document/d/1DTmWQtUpCFGOsm6O1BwA1YYnf0rxGMqcIDl0wCyOVYc/edit
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https://endicott.biginterview.com/login


 

Evaluating and Negotiating Offers 
 

During the interview process, you will evaluate the company just as the company is evaluating 
whether you are the best candidate for the position. 
 
Things to consider before accepting an offer: 

●​ The company's location, standing in its industry, and its financial standing 
●​ Work environment, workspace,  resources available, and company culture 
●​ Fit with your supervisor and co-workers 
●​ Opportunities for growth and professional development 
●​ Typical work hours, travel requirements, and work-life balance 
●​ Compensation package (salary and all benefits). For benefits, consider what percentage of 

health and dental insurance is paid by the employer; how much and how soon the employer will 
contribute to your 401K/retirement plan, opportunities for bonuses and raises (timing of 
performance reviews); opportunities for flexible work hours; tuition remission and 
travel/parking/commuting allowance. 
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https://docs.google.com/document/d/1TiUtNfgAe5T5qtdSv3zCI8gWCzI0UO9bCbvvm3YjlMo/edit?usp=sharing
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