
JOB AND
INTERNSHIP
SEARCH
5 Tips for a Successful Job or Internship
Search During the Pandemic



You have the skills and experiences that will get you
to the next step. Make the time to step back and
inventory how you can add value to an employer.

Identifying the relevant skills and experiences you
bring to the job/internship market should help you
launch your search with more confidence and a
better sense of your value. 

This inventory should include hard skills (like
database management), soft skills (like
collaboration), and technology skills (like Adobe
Photoshop).

Inventory Your Skills1.



Corporate
Websites

www.webdesigner.com
S.E.O Management



The economy and workforce has changed overnight and
some industries are experiencing a decline while others
are growing exponentially. It's important to track the
skills and functions that the market needs right now!

Be Prepared to UpSkill+ 

Upskilling might be as simple as
investing an hour to "try out" a new
digital tool - like Canva - or check out
a LinkedIn Learning course. 

You DON'T have to be an expert to
add a skill to your resume. You just
have to be ready to learn!



Network into the Fields   
that Interest You

2.

It's never been more important to build your network. Making
the time to connect with professionals in the fields and roles
you are targeting will be essential for a successful job search.

Keep in mind that we're all going through this disruption
together. When you message someone on LinkedIn or via the
Alumni Sharing Knowledge (ASK) platform, start with
empathy and concern for where they might be at this
moment. 

Also, have a specific goal for any connection - an informational interview, seeking a mentor,
learning more about trends, etc.



Informational Interview Tips
Informational interviews can be an incredibly
productive, no-pressure way to learn about a
field, explore career paths, and build your
network of contacts. 

They offer the opportunity for you to talk with
professionals about their career path,
profession, organization, and industry. These
conversations can take place in-person, via
phone, Zoom, or Google Hangout.

LinkedIn
Alumni Sharing Knowledge (ASK)
Family/Friends
Professional Orgs

Places to LookSee our "Informational
Interviews" handout!



Customize Your Resume
and Cover Letter

Your resume is an advertisement for yourself—a well-
crafted summary of your education, experience and
skills—designed to convince the reader to contact you
for an interview.

According to a study released by online job-matching
service TheLadders, recruiters spend an average of six
seconds reviewing an individual resume. This makes it
critical to use an information architecture that provides
an easy, efficient and productive reader experience.

3.



The Importance of Skills
and Keywords

Hiring managers often rely on software to
select the best candidates by scanning for
keywords in resumes, cover letters and even
LinkedIn profiles.

If your materials lack the keywords they’re
looking for, you may get overlooked.

Why should I focus on skills-based keywords?



The Importance of
Immediacy 
The design of your resume is a big factor in the reader’s
experience and comprehension.

You can labor over word choice and accomplishments
to include, but unless you have considered the design
of your resume, you risk the reader skipping over the
most important content.



Your goal for the resume is to
make it easy for the reader to
scan VERY quickly for the most
relevant and important
experience and skills. 

Use formatting— boldface,
type scale, strategic use of
white space—to make key
information easy to find.



Featuring Projects 
(or Assignments) on Your
Resume
Research projects demonstrate your skills in data analysis,
problem-solving, and attention-to-detail.

Volunteer projects are a great way to showcase skills and
the social or community issues that are meaningful to you.

Creative projects demonstrate your ability to create design
and content relevant to a wide variety of careers.

Technology and design projects showcase your knowledge
of software and other tools.



EXAMPLES OF PROJECTS

"Otters and Their Habitats" | 90 second animation | Shedd Aquarium                                         October 2019
Animated educational video that introduces aquarium visitors to the native habitat of Pacific Sea Otters as well as the
dangers climate change poses to their survival.
Designed script-driven storyboards and edited audio track to align with motion graphics. 

"Staycation" | social media campaign                                                                                                         March 2020

Created Instagram and TikTok campaign promoting safe social distancing practices for GenZ college students in Chicago.
Wrote copy and produced video content focused on inspiring followers to post their own shelter-in-place workouts and
playlists under the hashtag "staychicago."
Cultivated 300 followers on Instagram in one month and had 700 retweets of a single post. 

“Alternatives to Incarceration" | policy paper                                                                                        January 2020
Collected data regarding recidivism rates for incarcerated males and females in European and US state prisons, with a special 
focus on Belgium.
Analyzed and compared average prison time - as it related to the rates of repeat offenders. 
Surveyed legal statutes regarding mandatory minimum sentencing.
Profiled several new initiatives in the US focused on Prisoner Education and drafted summary.



4. Build a Community and
Fuel Your Search

Launching a job or internship  search in a time of economic
instability can be intimidating and exhausting! Remember
that this is part of a career journey and your resilience is a
transferable skill you bring to any role.

Connect with peers who are in the same boat as you. They
can help you stay accountable and energized in your search.
Post and follow on LinkedIn, listen to industry podcasts,
watch TedX videos of thought-leaders in your space. Taking
small steps like these can make this process more active -
less reactive.Also, don't forget to take naps!



5. Map Your Resources
and Get Organized
Much of our daily life has drastically changed as a result of the
coronavirus pandemic. These changes in daily routines
combined with searching for work opportunities can make for
an overwhelming experience.

Because it can be hard to keep track of what skills you want to
work on, what that one webinar was called, or who you wanted
to connect with. Doing an advanced Google search (limiting
results to those posted in the last 30 days) will keep your
information current!



Using a Search
Spreadsheet 

Creating a spreadsheet (with the tabs below) can help
you organize your resources, connections, and jobs.

Jobs
Skill Training 
Webinars
Networking Targets
Professional Organizations
Articles
ResourcesAlso, don't forget to take naps!

See our "Organizing Your
Internship and Job
Search" handout for
more tips!





LABELING! 

You will save a LOT of time by labeling each
opportunity carefully in your search spreadsheet so
you can easily adapt a previous resume or cover
letter that matches the new role you're applying to. 

Remember, the "Type of Role" we referenced earlier?
policy research

community outreach

fundraising and events

data and policy research

community outreach

Pro-Tip #1:



USING A FUNCTIONAL
RESUME
Writing your resume is not a one-size-fits-all
proposition. There are several different types of
resumes to choose from to fit your story to the target
industry, position, and your specific circumstance.

Functional resumes organize different types of
experiences according to skill-based experience
sections, which provides you the ability to highlight
the most relevant experience at the top of the
resume.

Pro-Tip #2:

FILM PRODUCTION EXPERIENCE              

MARKETING EXPERIENCE              

B - Camera Operator  | Tiger Queen  | 3 minute
ProtokultureProduction Company: LegoTrend

Producer and Editor | Honeywell Media

Digital media file management (logging/ta
Create and edit digital storyboards from a 

Event and Marketing Intern  | Patina  | Minnea
ProtokultureAssisted the Event Manager with event pla

Collaborated with the Sales Team to increa

Gaffer (Instagram Ad) | DinoBarbie - Birthday    
Production Company: Manhattan Toy Associa



RESUME SUMMARY
A resume summary, usually
placed at the top of the
document, introduces your major
qualifications and alignment with
the role. 

While optional, the resume
summary can help establish an
immediate claim about your skills
and help the reader see your
experience in context.

Pro-Tip #3:

Cinematographer, videographer, storyboard artist, producer, and editor with
experience in feature film, documentary filmmaking, political media, and

commercial advertising.

Name Name
Email.gmail.com | 612-555-1212 | LinkedIn: namename

Summaries highlight the most relevant skills for the job, and often
feature a claim about your interests or passions.

Mental health professional passionate about impacting the lives of
culturally-diverse communities via compassion and a commitment to

high-impact professional development.

Emerging events and public relations professional with a passion for creating
community and engaging diverse audiences in meaningful experiences.



This tool mimics an applicant tracking system and will
identify both found skills and skill opportunities!

Test your resume by using EMSI's free "Resume
Optimizer" tool, a new skills-based prototype that will
help people improve their resumes as they apply for
new jobs.

EMSI RESUME OPTIMIZER

skills.emsidata.com/resume
!

Pro-Tip #4:

https://skills.emsidata.com/resume


SEND YOUR APPLICATION
MATERIALS DIRECTLY TO 
THE HIRING MANAGER

Pro-Tip #5:

Scan the job description to find out who the
position reports to
Look on the company website for a staff directory
or org chart
Browse the company's LinkedIn and search for their
employees with specific keywords in their title
Once you've identified a likely target, try to figure
out the employer's email naming convention 
Email your the presumed hiring manager a
message like this sample with your resume and
cover letter attached!

Dear Ms. Smith, 
I recently applied for the Marketing and
Social Media Assistant role, and I
wanted to share my application
materials directly with you. I am very
excited about this opportunity because
I have deep skills in analytics and I
enjoy crafting engaging digital stories.
Thanks for your time!



WHAT CAN THE CAREER
CENTER DO FOR YOU?

Drop-In Career Coaching (no appointment necessary!)

Virtual Appointments with Career Community Advisors

Email Resume Review

Access a Career Library of 50+ Handouts and Videos

Search for opportunities on Handshake, our careers platform 

Network with Alumni on (ASK) or Alumni Sharing Knowledge

careercenter.depaul.edu

https://resources.depaul.edu/career-center/Pages/default.aspx


CAREER LIBRARY
The DePaul Career Center recently created a library of 50+ handouts
and 14 two-minute videos focused on every career readiness topic,
ranging from resume basics to exploration to building your brand!

go.depaul.edu/careerlibraryCheck it out here:

http://go.depaul.edu/careerlibrary


CAREER WORKSHOPS
These 45-minute workshops offer tactical advice for every stage of your career
journey! Anyone who RSVPs on Handshake will get a recording of the session with
supplemental materials!

RSVP on Handshake!

http://depaul.joinhandshake.com/


SKILLS LABS!
Join us for our weekly 30 minute skills-based sessions. Anyone who RSVPs on
Handshake will get a recording of the session with supplemental materials!



INTERNSHIP PLUS
The Internship Plus program was established to support DePaul University students
participating in unpaid internships that demonstrate financial need. This program awards up to
$2500 in financial assistance to eligible undergraduate students working in a quarter-long
unpaid internship.

PRO TIP:
You can approach an employer
(especially a non-profit you're
passionate about) and tell them
you're applying for internship
funding, and ask them if they are
willing to host you - should you
receive funding. 

This is what we call a "create your
own internship" opportunity!

Find more information HERE!

January 25, 2021

February 28, 2021

APPLICATIONS OPEN

APPLICATIONS DUE

https://resources.depaul.edu/career-center/jobs-internships/internships/Pages/Internship-Plus.aspx


JOIN A CAREER
COMMUNITY!

Opt into a Career Community to receive exclusive
email alerts, targeted job & internship postings,
tailored industry resources, career advising, and
more. 

Regardless of your chosen major, you can explore
multiple Career Communities and attend events
across all industries – you’ll develop a great
network for future opportunities and learn about
a variety of career paths.

Exploring Careers & Interests
Business, Entrepreneurship & Consulting
Education, Nonprofit & Government
Health Care & Science
Media, Communication, Arts &
Entertainment
Technology & Design

JOIN 
NOW!

https://forms.gle/yjXDHHsVgGvWsR1J6
https://forms.gle/yjXDHHsVgGvWsR1J6
https://forms.gle/yjXDHHsVgGvWsR1J6


Thank You!



ARTS ADJACENT
CAREERS

Philanthropy/Foundations
Arts Education
Art Centers
Museums or Cultural Institutions
Arts Advocacy
Higher Education
Entertainment/Media
Journalism
Therapeutic or Clinical Settings


