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ABSTRACT

The general purpose of this study was to develop a manual that 

could be used in the Pre-Internship Seminar for majors of Clothing and 

Textiles, Fashion Merchandising, and Interior Design at The University 

of Arizona.

A mixed sample of 52 students was administered a pretest at the 

beginning of Spring Semester, 1980. The researcher presented material 

in the manual, arranged for all guest speakers, and evaluated all 

assignments. Three specific assignments were analyzed by the researcher 

both as rough and final drafts: a resume, a letter of inquiry, and an 

internship proposal. The posttest included the same subject content 

questions as the pretest plus attitudinal questions concerning the 

course and manual content.

Results of the study showed:

1. There was a significant difference between scores earned on the 

pretest and the posttest.

2. There were significant differences between scores earned on the 

rough and final drafts of all three assignments.

3. A comparison of group means revealed a more positive attitude 

toward the course and manual content by the Clothing and 

Textiles/Fashion Merchandising group than -by the Interior 

Design group.



CHAPTER 1

INTRODUCTION

In all phases of Home Economics education today9 the necessity 

of providing experience to prepare the student for the "real world of 

work" has become greater. The use of an internship program is con

sidered by many educators to be a vital part of preparing a student to 

enter the work force. Working in the field develops self-confidence 

and allows an outlet for education (Welsh, 1976). The student is 

introduced to the actual standards expected of paid employees in rela

tion to dress, conduct, punctuality, and work requirements. One of the 

greatest uses of an internship experience is to clarify career goals 

(Hamilton and Girard, 1976).

A pilot study conducted by this researcher showed that although 

internships in Home Economics were prevalent, few of them were based 

on current research (Mott, 1979). Only 18% of responding schools with 

programs including Home Economics Internships for Clothing and 

Textiles, Fashion Merchandising, and Interior Design had done research 

in this area. The greatest majority of the texts/manuals were un

published; therefore, there were few references available for 

establishing standards, instructional materials, or evaluation 

criteria. Continued research is required for upgrading present 

internship programs as well as for establishing new ones.

1



Problem Statement 

The Internship Program in the Division of Clothing9 Textiles9 

and Interior Design at The University of Arizona has been in existence 

for approximately five years. The main objective has been to prepare 

students for independently securing an internship in an actual 

employment setting, providing a real experience in their chosen field 

of specialization. It is a three-phase cycle:

1. Pre-Internship Seminar (1 semester unit required of all 

Clothing, Textiles, and Interior Design majors),

2. Internship (3-9 semester units; optional).

3. Post-Intern ship S eminar (1 semester unit during the semester 

following the internship; optional).

The required Pre-Internship Seminar during any one semester is usually 

composed of a varying number of students from each major.

In the past, no uniform course plan in the Pre-Internship 

Seminar had been followed. There had been no one source of information 

providing guidelines to help the student acquire job application skills 

essential to these careers, or to guide the student through the 

departmental procedures of the Internship. A manual designed to meet 

these needs in an individualized workbook form to aid the students in 

actually recording information required was desirable. The Spring, 

1980, Pre-Internship class was used for testing such a manual and for _ 

testing group differences between Interior Design students and Fashion 

Merchandising/Clothing and Textiles students.

The products of this study, as related to the research 

questions on page 5, included:



1. primary data collection, analysis and use of results for;

2. development of an individualized instructional manual and 

evaluation instruments for use in a Pre-Internship Seminar for 

Clothing and Textiles, Fashion Merchandising, and Interior 

Design majors at The University of Arizona;

3. an examination of the face validity of instructional materials 

and use of course evaluation for examining group differences 

between Interior Design and Fashion Merchandising/Clothing 

and Textiles majors.

Individualized instruction materials free the instructor to 

concentrate on interacting with learners when they need help on a one- 

to-one basis without delaying the entire class (Johnson and Johnson, 

1971). An added advantage of preparing the required material for the 

Pre-Internship Seminar in an individualized instruction format was that 

the manual could be used as a step-by-step workbook by the occasional 

student who, due to time conflicts and/or constraints, is unable to 

physically attend the seminar and therefore would have to do the one 

required academic unit as an independent study.

Assumptions

In developing an instructional manual and evaluation materials 

for the Pre-Internship class, it was necessary to make the following 

assumptions:

1. A Pre-Internship Seminar/class was desirable for preparing 

students to secure an internship.
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2. Internship materials presently being used at The University of 

Arizona and by other colleges and universities had face 

validity as a reliable source of information to aid in 

developing an individualized, pre-internship manual.

3. The Spring, 1980, class was representative of the "usual" mix 

of students found in EEC 393b/h (Clothing, Textiles, and 

Interior Design Pre-Internship Seminar).

Definition of Terms 

For the purpose of this research study, the following defini

tions were established:

1. Internship— a period of practicum, field experience, and/or work 

experience when a student works with or without pay in an 

actual employment setting.

2. CTHl— Clothing, Textiles, and Interior Design (includes Fashion 

Merchandising).

3. Individualized Instruction— a systematic organization of written 

material providing assignments and exercises, following the 

sequence of a course outline, supplemented by instructor input.

4. EEC 393 b/h— course number for the CTID internship series at

The University of Arizona.

5. Objective— a statement that specifies what has to be done to

show that the desired information has been learned.

-6. Eighty Per Cent Level— obtaining a score of 80% representing

the minimum acceptable level for a grade of B.



Research Questions 

The following questions were answered by this study:

What were the number and type of CTID and related programs 

across the nation which had an internship component?

Was there a significant difference between an individual’s 

scores earned on the.course evaluation pretest-posttest?

Were there significant group differences between test scores 

earned by the Fashion Merchandising/Clothing and Textiles' 

group and those of the Interior Design group?

Did the groups differ on the attitudinal portion of the 

posttest?

As a result of the manual, were the students able to formulate 

a resume at the 80% level or above on the first draft?

Was there a significant difference between an individual’s 

scores earned on the first and final draft of the resume?

As a result of the manual, were the students able to formulate 

a letter of inquiry at the 80% level or above on the first 

draft? .

Was there a significant difference between an individual’s 

scores earned on the first and final draft of the letter of 

inquiry?

As a result of the manual.., were the students able to formulate 

an internship proposal atr the 80% level or above on the first 

draft?

Was there a significant difference between an individual’s score 

earned on the first and final draft of the internship proposal?



CHAPTER 2

REVIEW OF LITERATURE

In reviewing literature that was pertinent to this study, the 

researcher attempted to survey all research referred by respondents to 

the pilot study questionnaire. However, in some cases there ̂ was 

insufficient information for tracing a reference, or it,was not' 

available through The University of Arizona library or bookstore 

sources. Also, in surveying literature appropriate for the manual 

content, the researcher did not attempt to rewrite all possible 

sources, but rather chose to select those references which were most 

appropriate for the manual. An attempt was also made to not be repeti

tive.

Survey of appropriate literature was categorized as:

1. CTID Internship Programs.

2. Content for the manual— writing resumes, writing letters of 

inquiry, interviewing, writing internship proposal/objectives.

3. Individualized instruction.

4. Evaluation.

CTID Internship Programs 

Little published information was -available on CTID related 

internships. Most of the internship information was directed to fields 

such as medicine, and public or university administration. The pilot 

study undertaken by this researcher proved to be an excellent guide to



manuals presently being used in CTID and related internships across the 

country. They usually centered around teaching retailing and/or fashion 

merchandising, or on teaching job application skills. One that was 

repeatedly referred to by respondents was A Retailing Internship 

Laboratory Manual by Miriam H. Cross (1973), It was directed to the 

student while interning, and defined exactly what the intern should 

expect and what was expected of him in return. Twenty brief assignments 

were included to help the intern analyze his own store or department. 

Also included were examples of forms used to evaluate the internship,

The manual was being prepared for a third publishing by the University 

of Oklahoma at Norman. ̂ y

Florida International University provided an out-of-print 

workbook. Retail Management in Action (Keys, n.d,). It guides an intern 

through examining store organization, store image, location and layout 

of merchandise area, personnel, merchandise assortment and pricing, 

inventory, advertising, and promotion. This workbook was an excellent 

reference for the manual’s chapter on doing company research as well as 

evaluation of a student’s internship experience. It could be adapted 

to anyone working in any area of retailing.

Glassboro State College in New Jersey used a Field Experience 

Internship Handbook (n.d.). It contained a lengthy unit on writing 

objectives as well as an explanation of the mechanics of the field 

experience, evaluation standards, and an assignment schedule to be 

followed during the field experience. Although the handbook was 

directed to the intern in the field, its content related more to this



researcherTs manual than any piece of literature shared as a result of 

the pilot studyo

A research study conducted at Oklahoma State University 

evaluated a student work experience manual used in fashion work 

experience classes (Simpson, 1973). The appropriateness of the manual’s 

content was evaluated by nineteen fashion merchandising students, who 

had completed their work experience, and their related sponsors. The 

recommended revisions to the manual were concerned with the omission of 

unrealistic assignments and the clarification of instructions.

Another research study conducted at Oklahoma State University 

involved the development of a competency-based learning package to be 

used in fashion work experience courses. The materials in the learning 

package were limited to computations of sales productivity records and 

comparison of such projected goals with actual achievement of students 

during the work experience. After evaluation of the effectiveness of 

the learning package, it was found that there was a significant 

improvement between the pretest and posttest scores of the students 

(Tate, 1976),

Among the published information available was an article 

describing the California State University field experience program that 

consists of observer, volunteer, and intern levels (Hamilton and Girard, 

1976). At all three levels, students are expected to adhere to the same 

standards as a regular employee such as: dress, conduct,- job and 

professional requirements, and punctuality, showing a sense of commit

ment and involvement. The three-phase program has resulted in side 

benefits also:



1. Modification of curricula to make the course of study more

realistic in terms of job availability.

2. Development of advisory groups representing the community,

resulting in increased availability of guest speakers and field 

trips.

3. Enhancement of the home economics image among professionals in 

the community.

The field experience program has helped the university as much as the 

university curriculum has helped the interns (Hamilton and Girard, 

.1976).

Content for Manual 

Review of literature in this section concentrated on:

1. Resume writing.

2. Letters of inquiry.

3. Interviewing.

4. Writing objectives.

Resume Writing

Book shelves in libraries and bookstores are full of references 

on this topic. However, just as there is no single correct way to 

write a resume, not all materials on the subject are applicable to new 

college graduates. Erdlen and Sweet (1979) designed their book to 

present the new graduate in an effective manner on paper, during the 

interview, and on the job. The lack of work experience, typical of 

most new college graduates, intensifies the need for great care to be
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taken in organizing a resume. Lewis (1977) gives a variety of styles 

illustrating good resumes for students from a variety of majors,

Bolles (1979) stresses the need to know why one is writing a 

resume and to whom the resume is directed. His approach to job hunting 

is quite complex and might be overpowering to the new job seeker.

Letters of Inquiry

Once a resume has been organized, it must be accompanied with 

an attention-getting cover letter. Most businesses receive scores of 

inquiries into possible internship and job opportunities.; therefore, 

the competition is heavy (Er(dlen and Sweet, 1979).

Such letters must identify how an internship with a specific 

employer can benefit the student, and what the student has to offer the 

employer. A 1979 Job Search Information Pamphlet available through The 

University of Arizona Placement Center recommends a three plus paragraph 

format that, if followed, would provide the employer with sufficient 

information to want an interview. The pamphlet also stresses the need 

for using correct letter form and good punctuation and spelling as well 

as portraying confidence. Lewis (1977) includes examples of letters of 

inquiry that could be easily adapted to requesting an internship.

Interviewing

General job requirements for retailing include (1) a strong 

sense of style, (2) the ability to work well with other people, (3) 

skill in selecting merchandise which appeals to many different types 

of people, (4) good business sense and sound judgment, and (5) the 

ability to plan and supervise people and budgets ("Retailing: Unlimited
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Opportunities for Home Economists5n 1978). Many of these characteris

tics can be examined by the prospective employer during an interview.

The interview, is vital in the internship-hunting process 

because the first impression with the interviewer is very often the 

last (Kelley et al., 1976). Emphasis must be placed on appropriate 

dress for interviews due to the casual dress typical of college students 

today. Nadell (1977) advises that to move up the socioeconomic ladder, 

it is necessary to acquire the values, manners, and tastes of the next 

level before ascending to it. "Clothes help us to get jobs and to 

hold them, to miss and to lose them" (Kelley et al., 1976, p. 32).

Factors other than dress that must be stressed are speech 

skills, self assurance, positive attitude, punctuality, personality, 

and dependability (Kelley et al., 1976). A September, 1979, article 

from Redbook explained the need for doing homework on the company 

conducting the interview (Moramarco, 1979). The article explained 

what interview questions, related to general areas such as hobbies 

and interests, tell an interviewer. The researcher received permission 

from Redbook to use this article verbatim in the manual because it was 

appropriate for Clothing, Textiles, Fashion Merchandising, and Interior 

Design majors (Appendix A).

Writing Objectives

Putting into words what is desired from a learning experience 

is very difficult. A basic knowledge of writing objectives is necessary 

for students to indicate what is to be learned from participating in 

an internship.
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Kemp’s (1971) three-step method of writing objectives is easily 

understood*

1. Start with an action verb that describes a specific behavior or 

activity.

2/o A content reference should follow the action verb describing 

the subject under consideration.

3. End with a performance standard that indicates the minimum 

level of competency acceptable.

Butte County Schools in northern California have produced A 

Programmed Course for the Writing of Performance Objectives (1972).

This programmed text also goes through objective writing step by step. 

However, this method is more complicated than Kemp1s (1971) basic 

three-step method which is preferred for the Pre-Internship Seminar.

Individualized Instruction 

Intense research in the 1950s and 1960s resulted in wide use 

of programmed and individualized instruction material (Armsey and Dahl, 

1973). Such material proved neither as effective nor ineffective as 

advocates and critics claimed. Like most learning aids, this type of 

material can be useful if well designed (Armsey and Dahl, 1973),

Many individualized programs are keyed to educational objectives 

which require only recall or recognition of learning. For some subject 

areas, however, the student has to be able to apply knowledge (Reich 

and Berman, 1971). This is true in relation to the subject areas to 

be covered in the Pre-Internship Seminar.
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Individualization of education implies designing the educational 

process so that the unique qualities and needs of each individual are 

taken into account (Weisgerber, 1972). Johnson and Johnson (1971) 

advocate that, if an individualized instruction unit is desired, course " 

activities be broken into small sections. Some type of evaluation 

should be made after each section is completed to determine the learning

success of the student. Revision of a particular section causing

difficulty for the learner is desirable until the minimum acceptable 

level of achievement has been attained. These sections can be grouped 

into a student manual, a desirable procedure for achieving success in 

a program or class that represents a break from traditional methods of 

teaching (Diamond, 1975). The basic functions of a student manual 

include:

1. To describe the goals and objectives of the course.

2. To describe the structure of the program and state clearly

what is expected of the student.

3. To instruct the student what happens when and where.

A carefully prepared manual will eliminate confusion and frustration 

as the course progresses (Diamond, 1975). The instructor can then 

become a consultant on a one-to-none basis when needed rather than a 

disseminator of information (Reich, 1975).

Evaluation

For the manual it was necessary to design some means of 

evaluation for the resume, letter of inquiry, and proposal. According 

to Lien (1976, p. 32), !,a good measuring instrument measures what it
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is supposed to measure to a high degree, consistently, and with a 

minimum expenditure of time, energy, and money," Rating scales were 

felt to meet these requirements for the assignments involved,

A rating scale is a checklist with point values assigned for 

several characteristics being, evaluated. It requires a qualitative 

evaluation of a total product by breaking down the product into 

elements (Adams, 1964). Points earned for each element can be summed 

for a score which indicates the quality of individual performance.

This total score can then be easily translated into a grade (Green, 

1970).

Rating scales assist an instructor in measuring the more 

intangible characteristics of skills that can only be evaluated in a 

limited way. If the student recognizes or becomes aware of the traits 

being evaluated, he tends to develop growth toward specific goals 

(Lien, 1976).

In designing a rating scale, it is necessary that each trait 

be clearly defined and easily observable. Then degrees of growth can 

- be stated by assigned point values (Lien, 1976). However, the evaluator 

must keep in mind that the points earned are subjectively assigned and 

are no better than the extent of care and judgment used when assigned. 

Not all evaluators will assign scores the same, and the same person 

can fluctuate in how he evaluates due to outside factors if care is not 

- taken (Green, 1970). .

In summary, a well designed rating scales (1) directs attention 

to clearly defined characteristics, (2) provides a framework for 

comparing all students on the same set of characteristics, and (3)



15
provides a convenient method for the instructor to record judgments of 

work produced (Gronlund, 1965)„

After reviewing available literature on internship programs 

for Clothing and Textiles, Fashion Merchandising, and Interior Design 

majors, it is evident that there are materials available to develop 

instructional materails once the area of emphasis has been determined 

Internship program objectives must first be established to determine 

if the desired instructional emphasis for these majors for pre- 

internship orientation will be geared toward retailing and 

merchandising, or toward job application skills. Once this has been 

established, other criteria can be established for the desired 

instructional materials to follow.



CHAPTER 3

METHODS AND PROCEDURES OF INVESTIGATION '

In an effort to determine the nature of existing CTID intern

ships across the nation, a pilot study was conducted in Fall, 1979« A 

three-page questionnaire (Appendix B) was sent to administrators of 250 

colleges and universities across the United States to survey existing 

CTID internship programs.

Questionnaire Development 

Assistance in narrowing down the sampling group was received 

from Dr. Marie Carver who had just completed, at The University of 

Arizona, a study of Home Economics programs across the country, A 

list of 379 four-year colleges and universities provided by AHEA was

reduced to 250 in the following manner:
S1. Those colleges and universities who no longer had a Home 

Economics program or had no CTID related majors according to 

Dr. CarverTs study were eliminated first.

2. A printout of the Association of Administrators of Home 

Economics covering the period 9/1/77-8/31/78 was used to further

eliminate those colleges and universities having no CTID related
,

majors. Programs awarding fewer than 100 undergraduate degrees 

to the whole school during this period were also eliminated on 

the assumption that programs of such small enrollment could not 

support an internship program,

16



3. At random the total number per state was reduced for states 

having nine or more colleges/universities according to:

(a) rank of administrator, (b) college versus university,

(c) community related college named after town/city.

The questionnaire included a request for materials to possibly 

be used as references for development of the manual. It was pretested 

by three University of Arizona educators involved in various field 

experience programs. The Human Subjects Review Board approved the 

questionnaire before it was mailed (Appendix C).

Manual Development 

The researcher chose to develop a manual to supplement a book 

entitled Job Hunting for the College Graduate (Erdlen and Sweet, 1979). 

This book addressed the desired subject matter of the Pre-Internship 

Seminar to the new, inexperienced college graduate, This eliminated 

reproducing, general information on resumes, letters, and interviewing, 

making it necessary to focus on only the special needs in these areas 

by Clothing and Textiles, Fashion Merchandising, and Interior Design 

majors.

The manual included a list of all assignments and readings to 

be completed (Appendix D). The six units of the manual include:

(1). Resume Writing, (2) Writing Letters of Inquiry, (3) Interviewing, 

(4) Researching a Prospective Company, (5) Proposal Writing, and (6)

How Your Internship Works.



Procedures

The Spring, 1980, Pre-Internship Seminar was used to test the 

manual and related evaluation instruments. Based upon previous 

semesters, a sample group of thirty students was anticipated. However, 

fifty-six officially enrolled and complete sets of data were collected 

on fifty-two students. Following Human Subjects Review Board guide

lines, all students in the sample signed a consent form giving permis

sion to use data collected during the duration of the course 

(Appendix C).

Because the Pre-Internship Seminar is a required course, the 

sample was a captive audience. Since the class was occasionally broken 

into two groups. Interior Design majors and Fashion Merchandising/ 

Clothing and Textiles majors, applicability of the manual to both 

groups was tested. It was not necessary to have a control group for 

this study because individualized instruction has been proven to be 

effective when well designed (Kemp, 1971). Also, having a control 

group would have reduced the size of the test group and made it 

necessary to arrange for an additional class period and instructor.

This researcher taught the Spring, 1980, Pre-Internship Seminar. 

Class presentations were given to reinforce the topics discussed in 

the manual (Appendix D). Guest speakers were used in discussing 

interviewing techniques. These presentations were followed by two 

class sessions of videotaped voluntary mock interviews involving 

students. Guest speakers were also used to familiarize students with 

career opportunities.



Evaluation

Students were pretested before use of the manual and tested 

again upon completion of the course to evaluate the effectiveness of 

the manual. The pretest determined the student’s existing knowledge 

of resume writings letter writing, interviewing, and writing of 

objectives (Appendix E). It was written in objective form using 

multiple choice questions. A computer answer sheet was used. The 

pretest was used for course evaluation with the Fall, 1979, Pre- 

Internship Seminar to test its validity. An item analysis was run to 

indicate which questions needed revision. The pretest was then revised 

before it was used with the Spring, 1980 test group (Appendix E).

The three class assignments being analyzed were evaluated using 

forms included in the manual (Appendix D), The same evaluation criteria 

were used to evaluate the rough and final drafts of each of the three 

assignments.

The posttest included the same subject matter questions used on 

the pretest. It also included a section of attitudinal questions to 

judge.the student’s opinion of the manual and its effectiveness 

(Appendix E). There were no questions related to the instructor 

(researcher) since it was the manual content that was being evaluated.

Analysis of Data

There were four sets of data analyzed in this study:

1. Pilot study questionnaire results.

2. Pretest/posttest group scores.
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3. Group means on the attitudinal portion of the posttest.

4. Scores earned on the resume, letter of inquiry, and proposal.

The results of the pilot study questionnaire, surveying CTID 

internships across the nation, were hand tabulated. After all results 

were recorded, descriptive statistics were used to summarize the results 

(Appendix F). A copy of the results was sent to those schools indi

cating an interest in the findings of the pilot study (Appendix G).

The data answered research question number one.

A set of three t-tests illustrated below, were used to compare 

pretest and posttest scores:

PRETEST STIMULUS POSTTEST

(1)

(2) (2)

This comparison of scores determined:

1. Was there a significant difference between scores earned on 

the pretest versus the posttest for the total group?

2. Were there significant group differences between scores 

earned by each group on the pretest and on the posttest?

This t-test series answered research questions two and three.

A comparison of the group means on the attitudinal portion of 

the posttest analyzed the overall attitude of the Fashion
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Merchandising/Clothing and Textiles group compared to the Interior 

Design group. This comparison of means answered research question 

number four.

Research questions five, seven, and nine were answered by the 

number of students who were able to achieve an 80% or above score on 

the first draft of the resume, letter of inquiry, and proposal. This 

determined the effectiveness of the three related units of the manual 

before any instructor input. Research questions six, eight, and ten 

were answered by t~tests determining whether or not there was a 

significant difference between final draft scores compared to rough 

draft scores on the resume, letter of inquiry, and proposal assignments.



CHAPTER 4

ANALYSIS OF DATA 

The data resulting from this study will be discussed in three

parts:

1. Pilot study results.

2. Pretest scores versus posttest scores for the total sample and 

by groups.

3. Scores earned on the three class assignments (resume, letter of 

inquiry, and proposal).

Pilot Study Results 

In September, 1979, questionnaires were sent to 250 adminis

trators of colleges and universities that were members of the American 

Home Economics Association. The purpose of the survey was to examine 

existing internship programs related to majors in Clothing and 

Textiles, Fashion Merchandising, and Interior Design, in an effort to 

assist in the development of new.materials for instruction and evalua

tion in the internship program for these majors at The University of 

Arizona. Tables recording frequencies for each question are located in 

Appendix F. In the following paragraphs, the frequencies are enclosed 

in parentheses following the corresponding per cent.

One hundred fifty-nine questionnaires were returned yielding a 

64% return rate. This was accomplished without follow-up letters. Of 

those schools responding, 77% (123) had some type of field experience

22
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related to Clothing and Textiles9 Fashion Merchandising, and Interior 

Design. The strongest internship emphasis was in Fashion Merchandising 

with Interior Design second, and Clothing and Textiles third. Five 

other related majors were reported including Fashion Design, Vocational 

Home Economics, Textile Science, Home Economics in Business, and Apparel 

Manufacturing Management.

It was evident that the majority of the schools have their 

internship phase placed between the end of the junior year and the 

middle of the senior year. This time arrangement is in effect at The 

University of Arizona so that students spend their last semester on 

campus and can share their internship experience with the Pre- 

Internship Seminar. This may be true of other schools, but was not 

revealed by this questionnaire.

Of the schools having internship programs, 65% (80) work the 

internship in with other course work. This figure was not fully 

representative of what happens all the time since some schools do this 

only on occasion.

With only one exception, academic credit was given for 

internship work. The range of credit was from 1-15, expressed as 

semester units. The most frequent number of units awarded, however,. 

was three and six units. The.number of hours that a student was 

required to work to earn each academic unit ranged from a low of three 

hours per week equaling one semester unit, to 600 hours equaling six 

semester units. The most frequently appearing relationship was forty 

hours equaling one semester unit.
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Sixty per cent (74) of the schools reporting offered some type 

of orientation class before a student went out on an internship.

Another 18% (22) did not have a formal class, but offered an informa

tional orientation meeting before the students began their internship.

Of the 60% (74) who had an orientation class, 72% (89) did not use any 

text or manual for the class. From the few materials available for 

review, it was evident that the text emphasis was on teaching retailing 

or merchandising rather than j ob-application skills as is done at The 

University of Arizona. This is where the variance in programs can 

alter the actual meaning of this statistic. Fifty-eight per cent (72) 

of the schools reporting a pre-internship class required that students 

write a statement of goals and objectives which are communicated to the 

internship employer/sponsor.

There was almost an equal relationship when it came to placing 

the student in the internship. More than one answer was given to this 

question indicating that more than one procedure was followed. Of 

those reporting, 38% (71) either required or gave the student the 

opportunity to find the position. The placement of the student was 

handled by the department in 36% (67) of the schools reporting. The 

student selected a position from school-approved positions in 19% (35) 

of the schools reporting. A common combination of these alternatives 

utilized the student and the department. In four cases, more than one 

student from "the program interviewed .for the position, and the sponsor/ 

employer made the choice; This option, or the one requiring the student 

to find his position, aids in developing job application skills.
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More schools utilized on-site visits as a means of evaluation 

than used telephone visits or written correspondence, No geographic 

information was requested which might indicate if the majority of the 

schools using on-site visits for evaluation were in large urban areas. 

This would definitely affect the result„ The number of schools using 

telephone visits and written correspondence was almost equal.

The data indicated that three major forms of reporting were 

required of the students„ The most prevalent was a log or a diary, 

followed by a comprehensive written report, then an oral report. Again 

more than one answer was appropriate.

Evaluation of the internship seemed to be equally the responsi

bility of the sponsor and the school representative. This may be the 

optimal method since the sponsor can evaluate work performance, while 

the school representative has a better understanding of what the 

objectives of the internship are, A fewer number of schools reported 

the use of self-evaluations on the part of the student to help evaluate 

the internship experience,

A great number of varying evaluation devices were used ranging 

from simple rating sheets to extensive written reports. The predominate 

types of evaluation reported were:

1. An evaluation instrument developed by professors in each 

program.

2. Written evaluation form filled in by employer at end of 

internship.

3. Rating sheets.
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4. Academic reports evaluated with employer’s evaluation,

5* Reports5 logs, and diaries; school representative and employer 

evaluations»

It was evident that one system would not work satisfactorily or be 

acceptable to every school.

An overwhelming 74% (91) of the schools issued letter grades for 

internship. Several such schools mentioned that they would prefer a 

Pass/Fail or Satisfactory/Unsatisfactory system since grading an 

internship can be so intangible. At present 20% (24) reported 

using Pass/Fail.

In support of the need for this type of research, 82% (101) of 

the schools reported that their school/department had not done any 

research on internship programs. This indicated that the existing 

programs may be designed for the desires and needs of the department.

Of the schools responding to the questionnaire, 63% (100) requested a 

copy of the findings.

Pretest Scores Versus Posttest Scores 

The sample testing the Pre-Internship Seminar manual consisted 

of seven Interior Design students and forty-five Fashion Merchandising/ 

Clothing and Textiles students enrolled in Home Economics 393 b/h, 

Pre-Internship Seminar, Spring Semester, 1980 at The University of 

Arizona. The 7 to 45 ratio between majors was almost fully repre

sentative of the actual enrollment ratio in the Clothing, Textiles, 

and Interior Design Division. Four additional students enrolled in 

the course, but it was not possible to collect complete sets of data
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on them. All students in the total sample signed consent forms granting

permission for use of the data, and took the revised pretest during

the first class period of the semester.

Twenty points were possible on the pre-posttest. Table 1 shows

that for the total sample of 52, the mean on the pretest was 12,85 with

an increase to a mean of 15,35 on the posttest. Using the formula for

a two-tailed t-test for two dependent means, calculations showed a t-

value of 6.30 as compared to a table value of 2.009 at an alpha of

.05 (Minium, 1978). This indicated a significant difference between

pre- and posttest scores for the total sample.

In comparing the two sub-groups within the total sample. Table 1

shows a mean of 13.00 for the Interior Design group on the pretest

compared to a mean of 12.91 for the Fashion Merchandising/Clothing and

Textiles group on the pretest. Calculations from a t-test for a

difference between two means resulted in a t-value of .003 compared to

a table value of 2.009. Therefore, there was no significant group

difference between scores earned on the pretest. On the posttest the

mean for the Interior Design group was 15.00 (Table 1) and the mean for

the Fashion Merchandising/Clothing and Textiles group was 15.40, A

t-value calculated for a difference between two means was found to be

.01 which does not represent a significant group difference since the

table t-value equals 2.009 at an alpha of ,05 and df of 50,

A third comparison of the Interior Design group versus the

Fashion Merchandising/Clothing and Textiles group involved the 
. / . - 

attitudinal portion of the posttest. It was analyzed using Mermac

Test Analysis and Questionnaire Package where means range from 1.00-4.00
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Table 1, Summary of Pretest/Posttest Results

Comparison
Number in 
Group Mean

Standard
Deviation df t

Total group 
Pretest 52 12.85 2,48
Posttest 52 15.35 1,95

Pretest
Interior Design 7 13.00 2,58

51 6.30*

Fashion Merchandising/ 
Clothing and Textiles 45 12.91 2.61

Posttest
. Interior Design . 7 15.00 3.83

50 .<003

Fashion Merchandising/ 
Clothing and Textiles 45 15.40 1.54

Attitudinal
Interior Design .6 2.41 ,53

50 .01

Fashion Merchandising/ 
Clothing and Textiles 45 3,26 .34 -

*p < . 05.

Table value of t equals 2.009 at alpha of .05 and df of 50-51.
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with the higher number indicating a more favorable response per 

question. The overall mean for the Interior Design group was 2.41 

compared to an overall mean of 3.26 for the Fashion Merchandising/ 

Clothing and Textiles group (Table 1). The higher mean of 3.26 seems 

to reflect a more favorable response by the Fashion Merchandising/ 

Clothing and Textiles group toward the course and manual content than 

was recorded by the Interior Design group.

In summary, a comparison of pretest/posttest scores for the 

total sample of 52 reflected a significant difference between scores 

earned on the pretest compared to scores earned on the posttest.

There was no significant difference between scores earned by the two

sub-groups on the pretest or on the posttest. However, on the

attitudinal portion of the posttest, the Fashion Merchandising/Clothing 

and Textiles group responded more favorably than the Interior Design 

group when the overall means were compared.

Scores Earned on the Three Class Assignments 

The three class assignments analyzed were rough and final 

drafts of: (1) Resume, (2) Letter of Inquiry, and (3) Internship

Proposal. In reference to research questions 5-10 in Chapter 1, each

assignment will be discussed as follows:

1. As a result of the manual,were the students able to formulate 

the assignment product at the 80% level or above on the first 

draft?

2. Was there a significant difference between an individual1s 

scores earned on the first and final draft of the assignment?



Resume .
Table 2 shows that out of the total sample of 52, 49 were able 

to formulate a resume at the 80% level or above on the first draft after 

use of the manual. The mean for the total sample on the rough draft was' 

31,55 compared to a mean of 33,59 on the final draft* A two-tailed t- 

test for two dependent means yielded a t-value of 6,71, This indicated 

a significant difference between scores earned on the rough draft 

compared to scores earned on the final draft. The final draft scores 

reflected both input from the manual and the instructor.

Letter of Inquiry

Out of the total sample of 529 47 students were able to 

formulate a letter of inquiry at the 80% level or above on the first 

draft after the use of the manual (Table 2), The mean for the total 

sample on the rough draft was 26,60 compared to a mean of 28,73 on the 

final draft. A two-tailed t-test for two dependent means yielded a 

t-value of 7,52, At an alpha of .05 and df of 513 this represents a 

significant difference between scores earned on the rough draft and 

scores earned on the final draft. The final draft scores reflected 

input from both the manual and the instructor.

Internship Proposal

The sample size for this assignment had to be reduced from 52 

to 49 because 3 students did not submit a rough draft. Through use of ~ 

the manual, the total 49 students were able.to formulate an internship 

proposal at the 80% level on the first draft (Table 2). The mean on 

the rough draft was 32.86 and increased to 33.98 on the final draft.
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Table 2. Summary of Scores Earned on Three Class Assignments

Assignment N

No. at
■mz
Level Mean

Standard
Deviation df t

Resume (35 points possible)
Rough draft 52 49 31.55 2.32
Final draft 52 33.59 1.45

51 6.71*

Letter of Inquiry (30 points possible)
Rough draft 52 47 . 26.60 3.99
Final draft 52 28.73 1.75

51 7.52*

Internship Proposal (35 points possible)
Rough draft 49 49 32.86 1.35
Final draft 49 ' 33.98 1.18

48 6.59*

*p < .05.

Table value of t equals 2.009 at alpha of .05 and df of 48451.



A two-tailed t-test for two dependent means resulted in an obtained 

t-value of 6.59 which represented a significant difference between 

scores earned on the rough draft compared to scores earned on the final 

draft. . Input from both the manual and the instructor were reflected 

in the final draft scores.

As indicated by Table 25 the 80% level of above on the first 

draft of the assignments was achieved by 49 of the 52 students on the 

resume, 47 of the 52 students on the letter of inquiry, and the total 

sample of 49 on the internship proposal. For all three assignments, 

there was a significant difference between scores earned on the first 

and final drafts.



CHAPTER 5

CONCLUSIONS AND RECOMMENDATIONS

The pilot study results pinpointed the prevalence and variety of 

internship programs for Clothing and Textiles, Fashion Merchandising,. 

and Interior Design majors. It also furnished current sources being 

used in established internship programs. The good response rate to the 

questionnaire seemed to indicate a growing interest in strengthening 

established programs as well as initiating new ones. There also seemed 

to be much diversity between programs for the same major due to the 

variation in internship program objectives between schools.

Results of the statistical analysis of the pre-posttest data, 

evaluating the effectiveness of the Pre-Internship Seminar Manual, 

indicated that the sample tested in this study improved significantly 

in the skills required for writing resumes, letters of inquiry, and 

internship objectives.-- An increase of 2.50 points between the pretest 

and posttest means indicated that learning did take place. Another 

indicator of learning might be the fact that 22/of the total sample . 

of 52 were able to secure an internship before the end of the semester. 

This could mean that the students were able to utilize skills covered 

by the manual, including interviewing techniques, to apply for and 

obtain an internship.

The results of the attitudinal portion of the posttest 

concurred with the researcher’s opinion that the Fashion

33
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Merchandising/Clothing and Textiles group had a more positive attitude 

toward the course and the manual content than did the Interior Design 

group. The great difference between the size of these two groups might 

account for part of this attitude difference. Other factors that could 

have had an influence might include a difference in career goals, 

different priorities at this phase of their education, or fewer paying 

internships. Another variable that might have influenced the attitude 

of the Interior Design group is,that a different instructor and differ

ent speakers were used for this group three times during the course.

The results of the t-tests for significant differences between 

scores earned for rough and final drafts of the resume, letter of 

inquiry, and internship proposal were somewhat surprising due to the 

closeness of the scores. The obtained t-values, however, did vary 

from each other in the expected order. The students had the greatest 

difficulty preparing the letter of inquiry which showed the greatest 

difference between rough draft and final draft scores. This unit of 

the manual required the greatest amount of revision. One outside 

factor that might have influenced the rough draft scores earned by a 

few of the students on the letter of inquiry, and the resume, was 

another course required for all the students in the sample, Business 

Writing. Students who had recently taken or were taking Business 

Writing had some difficulty adapting the general concepts of letter and 

resume writing to,the specific priorities stressed by the manual for 

the majors concerned. In revising the manual, attempts to eliminate 

or more fully explain the reason behind these discrepancies were made.
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In reverse, the obtained t-value for the internship proposal 

was the smallest of the three. This supports the fact that students 

had less difficulty preparing the proposal rough draft than they did 

the rough drafts for the other two assignments. This could be accounted ' 

for by the fact that the students had no previous experience in 

proposal writing; therefore, they had fewer preconceived ideas. Also, 

this unit followed a step-by-step method of writing which was not 

applicable to the other two assignments. This unit in the manual 

required the least amount of revision of the three units related to 

the three assignments analyzed.

A majority of the students were able to achieve 80% or above 

on the rough drafts of all three assignments due to use of the manual. 

However, due to the significant differences found between scores 

earned on the rough and final drafts of all three assignments, it was 

evident that instructor input had a definite influence on the 

student’s improvement on each assignment. The instructor input 

consisted of written evaluation of each rough draft following the same 

criteria that was to be used to evaluate the final draft. The student 

was therefore able to correct specific items on the rough draft when 

retyping the final draft. A combination of the revised manual and 

instructor input is desirable for greatest achievement by the students. .

Recommendations

Due to the significant differences between scores earned on the 

rough and final drafts of the three assignments, the researcher 

recommends continued manual revision. In successive semesters a
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comparison of rough drafts and final drafts could be used as an indi

cator of how thoroughly the students are comprehending the desired 

information. Repeated problems in one area would indicate a weakness 

in manual content. This continued revision is desired if the manual is 

to work well for students taking the Pre-Internship Seminar as an 

independent study.

The researcher also has recognized a need to examine the differ

ence in motivational factors between the two sub-groups compared in this 

study. Why was there a difference between the two groups on the 

attitudinal portion of the posttest? What outside factors influence 

the attitude of each group toward this course? Are the internship 

needs of the Interior Design group so different from the other group 

that a change in format is warranted? If these questions could be 

answered9 the proportion of Interior Design students at The University 

of Arizona doing an internship should be increased. The researcher 

feels that this would be desirable since the competition in this field 

is so stiff.

V



APPENDIX A

PUBLISHER'S LETTER GRANTING PERMISSION 
TO USE ENCLOSED REDBOOK ARTICLE

REDBOOk
2 3 0  Park A venu e. N ew  York. N ew  York 10017  

(212) 9 8 3 -7 6 4 2

l ^ o 2 ^ ER October 31, 1979

D. Jeanne Mott 
College of Agriculture 
School of Home Economics 
THE UNIVERSITY OF'ARIZONA 
Tucson, Arizona 85721
Dear Ms. Mott:
You have our permission to reprint on a one-time, non-exclusive 
basis our copyrighted article "What You Should Say About Yourself 
in a Job Interview" by Sheila Sobel Moramarco (Redbool-:, September 1979) in your manual to be used for instruction in a class for 
internship preparedness provided the following credit and copy
right notice appears on the first page of the article as it 
appears in your manual:

"Reprinted from Redbook Magazine,
September 1979. Copyright c
1979 by The Redbook Publishing '
Company."

And provided we receive one copy of your manual when it is 
published.

Sincerely,

Susan Jensen 
Administrative Assistant

/sj
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"by Sheila So"bell Moramarco
There are key questions jot> interviewers everywhere will nse to learn more about yon.Here are seven of the toughest. Answer them correctly and the job is yours

Reprinted from REDBOOK MAGAZINE, 
September, 1979. Copyright© 
1979 by the Redbpok Publishing 
Company.

If you've always believed that getting 
a good job depends on whom you know or 
how much you know, this story, may cha
nge your mind. It begins with Mary 
Duncan, of San Diego, California. A 
few years ago she was just another 
college graduate looking for a job.
She needed money, so she took the fir
st position that came her way-working 
with children in an after-school recre 
ation program. After 18 months she 
realized that her undergraduate major- 
political"' science-had been a mistake. 
She belonged in the field of recrea
tion.

But moving up the career ladder 
was going to be a problem. To get a 
better job she would have to compete 
with more-experienced and better- 
qualified candidates who had degrees 
in physical education or recreation. 
When news of a supervisory job at a 
soon-to-open recreation center in El 
Cerrito,. California, reached her ears 
Duncan decided to apply for it. But 
first she did some research.

Visiting the construction site 
where the center was to be located, 
Duncan persuaded the foreman to sketch 
the new building's floor plan for her. 
Working from his sketch, she drew the 
plans to scale, studied dimensions 
and decided what kinds of activities 
would be suitable for each room.

During the job interview the 
inevitable question came up: "How 
would you make this new center a 
success?" Duncan took out her drawing 
and explained her plans.

"Although 1 was the youngest 
and most inexperienced applicant, I 
was the best prepared," says Duncan, 
now chairperson of the recreation 
department at San Diego State Univer
sity and author of THE UNDERGROUND 
GUIDE TU JOB INIERVIEWING. "That 
answer got me the job."

Can an interview really do that? 
That’s just what the Bureau of Nation

al Affairs, Inc. (tiNA), a Washington- 
based private research firm that serve; 
both government and big business, de
cided to find out. They asked ]96 
personnel executives to evaluate the 
importance of the job interview. (All 
the executives were involved in til
ling nonmanagement positions.) BNA 
learned that the interview is the sin
gle most important factor in landing 
a job. In tact, most applicants are 
rejected because they don't promote 
themselves well during the interview. 
The worst offenders are women. Accord
ing to an American Management .Associa
tion study, DEVELOPING WOMEN MANAGERS, 
lack of confidence is one of eight ma
jor deficiencies of women that keep 
them from management jobs.

Whether you are looking for that 
first job or returning to work after 
an absence, ot several years, getting 
the position you want will depend on 
how articulate, self-assured and posi
tive you appear. . That will involve a 
realistic appraisal of what happens 
during a job interview. What will an 
employer want to know? What kinds of 
answers will place your abilities in 
the best possible light? THE ENDICOTT 
REPURT, an annual study of employment 
trends affecting recent college grad
uates, can help you know what to expect

One function of that report, which is published by the Placement Center at 
Northwestern University, in Evanston, 
Illinois, is to poll approximately 200 
national corporations from time to 
time, asking what questions are put to 
job applicants. The result is a list 
of roughly 70 questions. Surprisingly, 
the same questions are asked of appli
cants who are just entering the job 
market and those seeking management 
positions.

And what are those questions? Though the wording differs from company 
to company, the questions seem to focus 
on four basic areas-your personality.



leisure activities, personal interests and edu
cational and employment histories. If you are 
already employed and advancing in your career, 
your plans and financial goals also are likely 
to be explored.

Although personal information about age, 
living arrangements and marital status are not 
in theory within the legal scope of the inter
view, experts such as Betty Lehan Harragan,
New York management consultant and author of 
GAMES MOTHER NEVER TAUGHT YOU, warn that women 
had better be prepared with some answers.

I read THE ENDICOTT REPORT and spoke with 
executives of BNA, with management consultants, 
authors, employers, employment-agency represen
tatives and recent job applicants. Here are 
some questions that could make the difference 
in getting the job you want. These are espec
ially important because each masks another-a 
hidden question. If you realize what the em
ployer REALLY wants to know, your chances of 
getting on the payroll are much greater.
"How would you describe yourself?" (Translation 
"Are you flexible and able to co-operate with 
coworkers?") "Because more people are fired for 
their difficulty in getting along with others 
Dn the job than for lack of skills,this is like
ly to be of top concern to the employers," notesja 
/ictor Lindquist, director of a job-finding service for graduates of Northwestern University.

Questions such as "How would you describe. 
yourself?" are purposely leading and vague, and 
a novice may give more information than she 
should. "Guard against this type of question 
carefully," Betty Harragan warns. "Don't give 
a biography of your entire personal life. Talk 
only about the previous jobs you've held that 
are relevant to the new opening."

Concentrate on the description of the job 
being offered. Imagine, for instance, that it 
involves a great deal of public speaking and 
last-minute deadlines. Which of your experi
ences or attributes would make you the best per-fy 
son to perform those duties? Were you on the 
debating team in College? Are you so self- 
possessed and well organized that you can easr- 
ily accommodate last-minute changes and dead
lines? Making the right impression is a matter 
of deciding which of your good points to empha
size.
"Tell me about your hobbies." (Translation:
"How much of your personal time will be used to 
benefit the company?") Suppose you're applying 
for a position that entails writing or designing^, 
public-relations material. When an employer 
asks about your hobbies, don't let the chance 
to describe your amateur photographic skills 
slide by. Even though you aren't a professional 
it may be that the company would consider it a 
good investment to finance some extra photogra
phy classes for you." . ...

Sometimes what you do in your spare time 
can alter your image and give you an edge over 
Dther job candidates. For example, Mary Duncan 
a petite four feet eleven inches, had an advan
tage in getting her position as recreation dir
ector in a high-crime area because of her hobby- 
judo.

Your volunteer"work and membership in com
munity organizations can be an unexpected bonan 
za. No business executive is blind to the value 
af good contacts made by a member of the firm, 
and of the good publicity that can result from 
them.

Employers want to hire well-adjusted, soci 
able people who can get along comfortably with 
athers. Neither the workaholic nor the TV ad
dict is attractive. In fact, it may surprise 
/ou, but the workaholic often does not land the 
job.

Among other duties Cathy Nichols-Manning, 
of McKinsey and Company, in Los Angeles, recru
its personnel from the Harvard Graduate School 
of Business Administration. She says: "We are 
always looking for people who are willing to
work hard, and yet we are apt to steer clear of
the workaholic. We want to know that when an 
employee is under great pressure, she knows how 
to unwind and how to keep her perspective." 
"Which of your jobs did you like best?" (Trans- 
'ation: "Is this the right kind of work and the 
right environment for you?") An interviewer
hopes to get a lot of mileage out of this ques
tion. For example, he will want to know whether 
the work itself and the environment he is offer 
ing are to your taste.

Perhaps a certain ambiance - say a brand- 
new building with classy furniture and many exe
cutive and client contacts are important to you. 
To indicate that will take you out of the run
ning if he's offering a job with a small firm in 
unimpressive surroundings. . As obvious as this 
may seem, many applicants don't realize an em
ployer is looking for relevant, favorable com
parisons that suggest potential satisfaction 
with the new job.

Such■know-how helped Janice Smithey Howard, 
young interior designer just out of college, 

to land a job with one of the best corporations 
in her field. When she was interviewed by Jain 
Malkin, an award-winning interior designer spec
ializing in health-care facilities, Howard was 
able to relate her college background to the 
firm's speciality. "I explained that I had com
bined courses in interior design, public health 
and architecture with six months of field exper
ience, working on a renovation of the Managua 
sychiatric Hospital in Nicaragua. And the fact 
that I had read most of Malkin's articles on 
aealth-care design didn't hurt either."

Discussing job preferences can be tricky 
tfhen the interviewer is using the question as an 
pportunity to find out why you left your last 
job. Always answer honestly, but don't give in 
formation that could be misinterpreted. In add- 
tion, "never say you had a personality con

flict," Betty Harragan advises.
Instead, look at the other factors that in

fluenced your decision to look for another job. 
das the company very slow in giving promotions? 
If this was the case, try putting it in a posi
tive Tight. You might explain that it would 
nave taken forever to move ahead because there 
ere so many other excellent people in your de- 
Dartment.

Remember to make your points in a positive 
)ut diplomatic manner. Your answers will help 
he interviewer understand what motivates you - 
s it salary, fringe benefits, seasonal work 
;hat allows time off that you want? A chance to 
io something creative?
What are your future plans?" (Translation:
How tdrig do you expect to be with our company?"
This question is directed to the woman on her 
way up or to the new trainee in a management 
program. "Because of the Federal Government's 
emphasis on fair employment practices involving 
the hiring of women and minorities, companies 
have to justify it when they haven't moved 
people upward," says Roz Hopkins-James, of San 
Francisco's Crocker Bank. "For this reason many 
companies aren't interested in the person who 
has very narrow career expectations. When you 
think about it, you can see why. Once that per
son - for example, a bank teller - reaches the 
top of the salary scale for her position, there 
is nothing more the boss can offer if she isn't 
interested in learning new skills and taking on 
additional responsibilities. When she has



nothing other than a cost-of-living increase to 
anticipate," says Hopkins-James, "she could be
come a problem employee."

So what kind of future plans should you 
outline? There's nothing wrong with setting 
goals, including financial goals, but opinions 
are split about whether it's wise to sketch 
out too rigid and comprehensive a plan for 
moving ahead. "Who can predict where she'll 
be five years from today?" says Harragan. "If 
you sketch a too-fixed and too-detailed stra
tegy, you could sound pretty inflexible. In
stead," says Harragan, "try asking the inter
viewer about the employees who held the job 
previously. Where are they today?" Perhaps ' 
you'll discover some new options. Or you may 
realize that this is a dead-end position you 
don't really want.

. "Describe one of your weaknesses." (Transition: 
"Can you accept constructive criticism?" It's 
helpful to know that generally employers are 
more concerned with how well you assess your 
work habits than with a particular shortcoming, 
unless it has a direct bearing on the job that 
is being offered. If you can be objective 
about your shortcomings, you probably can deal 
with constructive criticism. Try to counter 
the description of a personal problem with 
the solution you have arrived at. Suppose 
you used to have trouble getting off the phone 
when you were busy. What techniques did you 
develop to get yourself off the hook?

Whatever answer you give, it is important 
to demonstrate that you are capable of a real- 

, istic appraisal of your failings and that you 
have a sincere desire to overcome them.
"Can you travel or work overtime?" (Translation: 
"Will your family responsibilities interfere 
with the job?") Field this question by point
ing to your job performance or, if you haven't 

; a job, to your volunteer work. Have you worked 
overtime or traveled in connection with your 
present job or previous positions? What about 
the odd eveings or weekends spent on a commun
ity zoning project, counseling at a crisis cen
ter or planning a fund-raising event?

If you do have family responsibilities, you 
might point out that you can make emergency 
arrangements when necessary. "This type of 
response lets the employer know you are flex
ible, but sets some limits on your availability," 
says Harry E. Williams, management consultant 
and former instructor of business and indus- > 
trial management at Santa Monica College in Cal
ifornia.
"How old are you?" (Translation: Are you reli- 
able?") This is a tough one for. the young high- 
school or college graduate. Speak to the real 
issue - your reliability. "Tell the employer 
that while you may be young, you’ve worked your 
way through school * or you've lived on your own, 
or you have done some traveling by yourself," 
counsels Kathy Aaronson, of Careers for Women, 
a firm that has branches in Los Angeles and 
New York. "Use whatever experiences you've had 
that indicate reliability and independence."

To reiterate the best advice, which comes 
from Aaronson: "The biggest problem for women
is that they're too humble. If you don't have 
all the requirements for the job you want, be 
ready with three good reasons why the boss 
should at least try you on the job. When he 
asks, 'If I offer you this position, do you 
think you can do the work?1 say, 'Yes, I'ri 
sure I can."' Raise your head and be confi
dent! THE END
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PILOT STUDY QUESTIONNAIRE AND COVER LETTERS

( . O I . L H G I :  or A G R I C U L T U R E  

SCHOOL OJ HOMH 1< ONOM ICS

August 20, 1979

Dear

In all phases of education today, the necessity of providing 
experiences vhich vill help prepare the student for the "real 
world of work" hecones greater. The use of an internship program 
is felt by many educators to be a"vital part of preparing a stu
dent to enter the work force. In an effort to develop new 
materials for an internship program in Clothing and Textiles, 
Fashion Merchandising, and/or Interior Design, I am asking for 
your assistance.

The enclosed questionnaire has been designed to survey 
existing internship/field experience programs. Please direct 
this form to the person(s) responsible for the internship pro
gram in your department. _ •

Thank you for your prompt attention to this request.

T H E  U N I V E R S I T Y  OF  A R I Z O N A
T U C S O N ,  A R I Z O N A  85721

.Sincerely,

P. Jeanne Mott
Graduate Teaching Assistant
Clothing, Textiles, and

Interior Design

41
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T H E  U N I V E R S I T Y  OF  A R I Z O N A
T  U  e  S O  N .  A R I Z O N A  85721

( . O l . L K G h  o r  A G R l C i n . T U R E

SCHOOL OF H O M F 1 ( GNOMICS

August 20, 1979

Dear Internship Coordinator:

The attached questionnaire is part of a study I am"con
ducting entitled "Survey of Internship Programs in Clothing 
and Textiles, Fashion Merchandising, and/or Interior Design” 
for majors on the undergraduate level. The purpose of this 
study is to assist me in the developing of new materials for 
instruction and evaluation in an internship program.

Your participation in this study is completely voluntary.
The completion of this questionnaire will require approximately 
thirty minutes of your time. There will he no cost or risk to 
you from your participation in this study. You may withdraw 
from completing the questionnaire at any time, and you may refuse 
to answer any questions without incurring ill will. Completion 
of the questionnaire indicates that you have willingly consented 
to participate in this study. Be assured that all question
naires are anonymous and all information will he kept confidential. 
Your responses will he grouped with the responses of other 
internship coordinators to provide the information sought. No 
record will he kept of your participation in the study once the 
study is completed.

Thank you for your help in this study. The success of the 
project depends upon your prompt participation. A stamped, 
addressed envelope is enclosed for your convenience. A summary 
of the results of the study will he provided to you upon request.

Sincerely,

D. Jeanne Mott 
Graduate Assistant 
Clothing, Textiles, and

Interior Design

1
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INTERNSHIP SURVEY

DEFINITION; The term "internship" refers to a period of practician, 
field experience, and/or work experience when a student is 
working with or without pay in an actual employment setting. 
Does your school/department offer an internship program for 
undergraduates? YES ( ) NO ( ) If "no," please return 
questionnaire without responding.IDIRECTIONS: Put an X in the ( ) after the appropriate answer.

1. Please check all majors which include an internship?

Interior Design ( )
Fashion Merchandising ( )
Clothing/Textiles ( )
Other related area (please specify)

2. Indicate the point in the 4-year undergraduate program that the 
students have their main internship experience.

ID FM
Freshman year
Between Freshman and Sophomore year 
Sophomore year
Between Sophomore and Junior year 
Junior year
Between Junior and Senior year 
Senior year 
End of Senior year 
Other (please specify)

CT OTHER )
)

3. Is the internship taken concurrently with course work? YES ( )
NO ( )

4. Are academic units of credit awarded for internship work?

NO (go to question 6) ( )
YES— --- —  ---- 1 ( )

If yes, how many units of credit does the student receive 
for an internship?

semester units 
trimester units 
quarter units 
other (please specify)
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5. Please indicate how many academic units of credit are earned for 
the minimum number of hours required; e.g.9 200 hours = 3 units,

6. Before a student begins an internship is there an orientation class 
which helps prepare the student for obtaining and functioning in 
the internship position? YES ( ) NO ( ) If your program has
an introductory phase other than a class, please describe.

7e Is a text/manual used in preparing the student for an intemkh-Lp? 
NO ( ) YES ( ) Please identify author and title.

8. As part of the introduction class, is the student required to write
a written statement of goals and objectives which are communicated
to employer/sponsor? YES ( ) NO ( )

9. Who places the student in the internship position?

Student finds own position ( )
Student selects position from among

school-approved positions ( )
Department places student ( )
Other (please specify)  _______________ _______________ _____

10. How is the student supervised by the school while working in her/ 
his internship? (Please check all appropriate answers.)

On-site visits by school representative ( )
Telephone visits between school and employer ( )
Written correspondence ( )
Other (please specify) ___________ _________ _____________ __

11. What type of reporting does the school require the student to do? 
(Please check all appropriate answers.)

bogs ( )
Comprehensive written report ( )
Oral report ( )
Other (please specify) _____________________________________

12. How is the student's internship evaluated? (Please check all 
appropriate answers.)

By employer/sponsor ( )
By school representative ( )
Self-evaluation ( )
Other (please specify) ____________________________________ _



13. What evaluation instruments are used to evaluate each internTs 
performance? Please explain briefly __________ ___ _________

14. What evaluation system is used?

Pass/Fail ( )
Letter grades (A, B, C, etc) ( )
Other (please specify) ______ ___________ _________________

15. Has your school/department done any research into internship 
programs for Clothing and Textiles, Fashion Merchandising, and/or 
Interior Design? NO ( ) YES ( )-- -
 __________     L___±________________ ____

If yes, please provide references of published findings:

NOTE:

If you. would be willing to share any materials used in your 
internship program such as brochures, course outlines, catalogs, 
bibliographies, evaluation materials, I would be very grateful for 
your help. I would be happy to send you the results of this nationwide 
survey. (Please provide your name and address.)

Thank you for your cooperation.
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HUMAN SUBJECTS REVIEW BOARD MATERIALS

THE UNIVERSITY OF A R I Z O N A
T U C S O N ,  A R I - Z O N A - 8 5 7 2 4  

h u m a n  s u b j e c t s  c o m m i t t e e
A R IZ O N A  H E A L T H  X O EN V F.S C FN TER 3305

TELEPH O N f: fc2f-673I OK «

September 4, 1979

Ms. D. Jeanne Mott 
9562 East 29th Street 
Tucson, Az. 85710

Dear Ms. Mott:

We have reviewed your proposal entitled, "Survey of Internship Programs 
in Clothing and Textiles, Fashion Merchandising, and Interior Design," 
which was submitted to the Human Subjects Committee and concur with the 
Departmental Review Committee’s examination and recommendations of this 
minimal risk project. Therefore, approval is granted effective September 
1979.

Approval is granted with the understanding that no changes will be made 
in the procedures followed or the questionnaires used (copies of which we 
have on file) without the knowledge and approval of the Human Subjects 
Committee and the Departmental Review Committee. Any physical or psycho
logical harm to any subject must also be reported to each committee.
Sincerely yours,

Milan Novak, M.D., Ph.D.
Chairman
Human Subjects Committee 

MN: pd

xc: Edward Sheehan, Ph.D.
Department of Home Economics 
Review Committee
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Subjectfs Consent

PROJECT TITLE5 Testing the Effectiveness of Individualized Written 
Manual in Pre^Internship Seminar

As an official enrollee of Home Economics 393b/h? Pre- 
Internship Seminar, The University of Arizona School of Home Economics, 
I agree to participate in this project to be conducted in Home 
Economics 225. I understand that the purpose of the project is to test 
the effectiveness of written instructional material used in the course 
and that I will be asked to take a pretest and posttest covering the 
subject matter, each of which will take approximately 20 minutes of 
class time. I understand there are no apparent risks, noccost other 
than class time, and I will receive no financial remuneration. I 
realize there are no direct benefits to me but that test results may 
support the written material or suggest improvements in the materials 
for future students. I understand that test scores will be confi
dential and that my participation is voluntary. I give permission for 
the data to be used for related studies if applicable.

I have read ;the above "Subject’s Consent. " The nature, 
demands, risks, and benefits of the project have been explained to me.
I understand that I may ask questions and that I am free to withdraw 
from the project at any time without incurring ill will.

Subject’s Signature _____       Date _ _ _ _ _ _ _

Witness’s Signature Date
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CLOTHING, TEXTILES, AND INTERIOR DESIGN 

PRE-INTERNSHIP SEMINAR MANUAL 

HEC 393 b/h

THE UNIVERSITY OF ARIZONA 

D. Jeanne Mott 
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COURSE OUTLINE AND READING ASSIGNMENTS

Text: Erdlen, John D» s and Donald H, Sweet« Job Hunting for the 
. College Graduate, 1979.

Manual: Mott, D. Jeanne, Clothing, Textiles, and Interior Design Pre-
Internship Seminar Manual.

Week Dates Class Topic 
1 Introduction

2

3

6

7

8 

9

10
11

12

13
14

Resume Writing

Writing Letters of 
Inquiry (Rough draft 
of Resume Due)
Guest speaker—  
Placement Center. 
(Rough draft of 
Letter Due)
Guest speaker-- 
Presentation of Self 
(Final Resume Due)
Videotaped Interviews 
(Final Letter Due)
Guest speaker

Company Research 
Presentation
Debriefing presenta
tions. (Company 
Research Report Due)
Proposal Writing
Debriefing presenta
tions
Responsibilities in 
Internship. (Proposal 
Due)
Guest speaker 
Course Evaluation

Reading Assignment for Next Week
Text— Preface; Chapter 6 ;
Manual— pp. v-vii; Unit 1
Text— Chapter 9 
Manual— Unit ■ 2
Text-— Chapter 7 
Manual— Unit 3

Dress for Success
Women * s Dress for Success
Manual— Review Unit 1

Text— Chapters 4 and 5 
Manual— Review Unit 2

Text— Chapters 2 and 8  

Manual— Review Unit 3
Text— Chapters 1 and 11 
Manual— Unit 4
Outside research 
Manual— Review Unit 4.
Text— Chapter 3 
Manual— Unit 5

Manual— Review Unit 5
Text— Chapters 3 and 10 
Manual— Unit 6

Text— Chapter 12

Manual— Review Unit 6



53
—v—

SUMMARY OF THE SURVEY OF INTERNSHIP PROGRAMS IN CLOTHING AND
TEXTILES, FASHION MERCHANDISING, AND/OR INTERIOR DESIGN

Researched by
D. Jeanne Mott 

The University of Arizona
In September, 19 79, questionnaires were sent to 250 administra

tors of colleges and universities that are members of the American Home 
Economics Association. The purpose of the survey was to examine 
existing internship programs related to majors in Clothing and 
Textiles, Fashion Merchandising, and Interior Design, in an effort to 
assist in the development of new materials for instruction and evalua
tion in the internship program for these majors at The University of 
Arizona.

One hundred fifty-nine questionnaires were returned yielding a 
64% return rate. Of those schools responding, 77% presently have some 
type of field experience program related to Clothing/Textiles, Fashion 
Merchandising, and Interior Design. The strongest internship emphasis 
was in Fashion Merchandising, with Interior Design second and Clothing 
and Textiles third. Five other related majors were .reported including 
Fashion Design, Vocational Home Economics, Textile Science, Home 
Economics in Business, and Apparel Manufacturing Management.

The majority of the schools had their internship phase placed 
between the end of the junior year and the middle of the senior year. 
This is true of The University of Arizona because we desire that the 
students spend their last semester on campus and can share their intern
ship experience with the Pre-Internship Seminar. This may be true of 
other schools, but was not revealed by this questionnaire.

Of the schools having internship programs, 65% work the intern
ship in with other course work. This figure was not fully representa
tive of what happens all the time since some schools do this only on 
occasion.

With only one exception, academic credit was given for intern
ship work. The range;of credit was from 1-15, expressed as semester 
units. The most frequent number of units awarded, however, was three 
and six units. The number of hours that a student was required to 
work to earn each academic unit was even more diverse ranging from a 
low of three hours per week equaling one semester unit, to 600 hours 
equalling six semester units. The most frequently appearing relation
ship was 40 hours equalling one semester unit.
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Sixty per cent of the schools reporting offered some type of 
orientation class before a student goes outran an internship. Another 
18% did not have a formal class, but offered an informational orienta
tion meeting before the students begin their internship. Of the 60% 
who had an orientation class, 72% did not use any text or manual for the ' 
class. From the materials reviewed, it was evident that the text 
emphasis was on teaching retailing or merchandising rather than job- 
application,skills as is done,at The University of Arizona. This is 
where the variance in programs can alter the actual meaning of this 
statistic. Fifty-eight per cent of the schools reporting a pre- 
internship class required that students write a statement of goals and 
objectives which are communicated to the internship employer/sponsor.

There was almost an equal relationship when it came to placing 
the student in the internship. More than one answer was given to this 
question indicating that more than one procedure was followed. Of 
those reporting, 38% either required or gave the student the opportunity 
to find the position. The placement of the student was handled by the 
department in 36% of the schools reporting'. The student selected a 
position from school-approved positions in 19% of the schools reporting.
A common combination of these alternatives utilized the student and the 
department. In four cases, more than one student from the program inter
viewed for the position, and the sponsor/employer made the choice. This 
option, or the one requiring the student to find his own position, aids 
in’ developing job application skills.

More on^site visits were used as a means of evaluation than 
telephone visits or written correspondence. It would be interesting to 
see if this is true a year from now with the cost of gasoline rising and 
school financing decreasing. No geographic information was requested 
which might have indicated if the majority of the schools using on-site 
visits for evaluation were in‘large urban areas. This would definitely 
affect the result. The number of schools using telephone visits arid 
written correspondence was almost equal.

The data indicated that three major forms of reporting were 
required of the students. The most prevalent was log or a diary, fol
lowed by a comprehensive written report, then an oral report. Again, 
more than one answer was appropriate. '

Evaluation of the internship, seemed to be equally the responsi
bility of the sponsor and the school representative. This may be the 
optimal method since the sponsor can evaluate work performance, while 
the school representative has a better understanding of the objectives 
of the internship. A few schools reported the use of self-evaluations 
on the part of the student to help evaluate the internship experience.
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A great number of varying evaluation devices were being used 
ranging from simple rating sheets to extensive written reports. The 
predominate types of evaluation reported were:

— an evaluation instrument developed by professors in each program 
— written evaluation form filled in by employer at end of the 

. internship
— academic reports evaluated with the employer’s evaluation 
— reports, logs, and diaries; school representative and employer

evaluations.

It was evident that one system would not work satisfactorily or be 
acceptable to every school.

An overwhelming- 74%' of the schools issued letter grades for 
internship. Several such schools mentioned that they would prefer a 
Pass/Fail or Satisfactory/Unsatisfactory system since grading an 
internship can be so intangible. Twenty per cent reported using Pass/ 
Fail.

In support of the need for this type of research, 82% of the 
schools reported that their school/department has not done any research 
on internship programs. This indicates that the existing programs may 
be designed for the desires and needs of the department.

Of the schools responding to the questionnaire, 63% requested 
a copy of the findings. There is a definite nationwide interest in 
internship programs and this interest will probably continue to grow.



56

. -1-
Unit 1; Resume Writing

Assignments: :
1. Read preface and Chapter 6  in the text.
2. Read pages 1-20 and Unit 1 of manual.
3. Review resume examples on pages 17-20.
4. Review Resume Evaluation Chart on page 16 -
5. Typed rough draft of your resume due Week 3.
6 . Two typed copies of final draft of your resume due Week 5.

WHAT IS A RESUME?

A.personal advertisement— a ledger of your accomplishments— the 

paper you. That is what a job resume has been called. Its purpose is 

to get you job interviews. To do that, it must attract the attention of 

prospective employers and interest them in what you have to offer as a 

potential employee or intern.

A resume is an essential tool, particularly for the new graduate 

or the student searching for an internship because: (1 ) the new

graduate usually has little background and/or experience to sell to a 

prospective employer; (2 ) the competition for entry-level jobs means 

that a prospective employer has a wide choice of applicants, and first 

impressions are important.

Your resume is one of the first things you should get in order 

when you decide to look for a job or internship. You will want to 

include a copy with every job-hunting letter you mail and with every 

answer to an advertisement. You should have copies available for job 

interviewers. It is a smart idea to give copies to friends, asso

ciates , and, specifically, people you have asked for references to keep 

them current as to your job qualifications.
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A resume is not a full-fledged autobiography but a shorthand

sketch aimed at getting your foot in the door. If it works, you will 

have time later, in a personal interview, to go into detail about your 

background.

Five basic elements that every resume ofja new graduate should 

contain are:

1. COMPLETE IDENTIFICATION
2. EDUCATION AND TRAINING
3. WORK EXPERIENCE
4. EXTRACURRICULAR EXPERIENCE/HONORS
5. ;REFERENCE NOTATION

Remember, there is no ONE way to write a resume. Organize your resume 

to sell what you have to offer. Present the five basic elements in a 

simple, uncluttered, eye-pleasing outline form, usually in this priority:

1̂  COMPLETE IDENTIFICATION: One inch from the top put your full

legal name, address including zip code, and telephone number. Both your 

local and your permanent address will be -necessary if you anticipate 

moving in the .following six months. This information can be centered or 

on the left margin. Other personal information could be placed here as 

illustrated an the text, but this is not recommended.

2. EDUCATION AND TRAINING: List dates, universities attended,

degree and major (list your major as stated in the university catalog). 

Also note postgraduate and special training courses or seminars you have 

completed. Finally, list the high school from which you graduated and 

the date of graduation. Cite special job-related skills, such as 

knowledge of foreign languages or specialized certification. Foreign 

travel can be mentioned here _if related to your education. (If
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unrelated to your education, mention it under the EXTRACURRICULAR. 

EXPERIENCE/HONORS section.) As you are a new graduate, probhbly with 

little experience, cover your educational background before^your work 

experience. Note the areas of emphasis in your major using correct 

course titles in full as they are more descriptive of your educational 

experience; e.g.. Retailing Management, Dimensions of Clothing Be

havior , Ethics and Practice for Interior Design.

3. WORK EXPERIENCE: This will become the heart of your resume as

you gain work experience. Outline the development of your career to 

date. Work in this information about each job you have held;

(a) dates of your employment;

(b) name and location (but not address) of the firm— for a small 

or unknown company identify the type of business; for a 

giant corporation indicate the department you worked in ;

(c) your title and responsibilities;

(d) your specific accomplishments, presented so that they are 

immediately apparent, hot buried in a long paragraph; 

example: money-saving innovations, promotions.

Give the most space to your latest or highest-level position. There 

are several ways of presenting this information. You can do it job by 

job in chronological order, starting wi.th your present or last job and 

working backward. This format works best for most people and partic

ularly well when you have held a series of progressively better jobs.

On the other hand, you can outline your work experience by the kinds of 

positions you have held, giving first priority to your most important
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job function and lesser attention to other job functions regardless of 

actual employment chronology. This is a good idea with occupations 

where you perform several functions or where there are frequent changes 

of assignment in each job. If you have only had summer jobs, combine 

those of similar experience. Include minor jobs held in high school 

only if they are the only ones you have held, or are related to your 

field. Do not forget to include volunteer work if it is related to 

your field in any way.

4. EXTRACURRICULAR EXPERIENCE/HONORS: List membership in campus or

off-campus organizations, especially those related to your career 

choice. Note if you held an office. Membership in Honor Societies 

should be listed. Volunteer services, foreign travel not previously 

listed, interests, hobbies, awards received, etc. would also be listed 

here.

5. REFERENCE NOTATION: References should be selected with a 

particular job and employer in mind, and you cannot make that choice at 

the time you prepare your resume. Therefore at the end of your resume, 

include a statement similar to "References will be provided upon 

request. 11 Then forward the names of references, when requested, in a 

follow-up letter. Remember to ask an individual for permission to use 

his/her name as a reference.

Do not omit any of the sections noted above, no matter how 

meager you think your material is. The absence of any section will only 

raise questions and could eliminate you from consideration before you 

have a chance to explain. There is no reason to dwell on information
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you consider negative. Put it down in a way that minimizes its 

importance without misrepresenting the facts. A company sales manager 

might be embarrassed about being an elementary schodl dropout; but if 

he omitted any reference to his schooling, an employer would wonder why 

and might reject him on principle. If incltlded, the fact of limited 

schooling would seem minor in view of his career record, and it just 

might say something to the employer about his enterprise and initiative.

WHAT "NOT” TO PUT INTO A RESUME 
WITHOUT A SPECIFIC REASON '

JOB GOAL OR OBJECTIVE: This is optional and is usually dis

couraged. If you include this, handle it carefully. If you are too 

specific, you could rule yourself out for related jobs you would 

actually want to consider. If you are vague about what you want to do, 

an employer might not bother td try to figure out where he could use 

you. You probably will want to omit this unless you want to limit your

self for a very specific reason. Stating your goal is more important if 

you are making a drastic career change. The examples in the text in

clude an objective while the examples in this manual do not.

MONEY: The subject of salary or wages will come up when you get

to the serious stage of a job interview. If you indicate too soon what 

you want or what you have been earning, it could tag you as too expen

sive or underpriced for the job market and raise unnecessary questions.

REASONS FOR LEAVING JOBS: A review of your work experience

should give the impression that the reason you left one job was to take 

a better one. Discussing the specifics of why you left a job usually
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tums out negative and gets a resume off track. Even if you were fired 

from every job you have had, the subject is better left for an inter

view, where you can explain your side of the story.

YOUR LACK OF A JOB: If you are not working at the moment, make 

this fact as unnoticeable as possible. Most employers prefer to hire 

people who are working (with the exception of an internship, of course). 

If you have not been regularly employed for an exceptionally long period 

and it would be apparent from a glance at your record, consider ways to 

fill the gap. One way is to use a format that does not focus on the 

chronology of your jobs. You might try to freelance in your field or 

take a part-time job so you will have something to list. Naturally, 

the more career related experience you have had, the more advanced 

training you should expect from an internship.

A PHOTO OF YOURSELF: Unless you are applying for a job as a

model or movie star, the job interview is soon enough for an employer 

to get a look at you. What you think is a good picture may not impress 

anyone else.

PERSONAL DATA: Recent Civil Rights legislation has eliminated

inclusion of personal data in your resume, although you have the right 

to include it if you want. Although some of the Equal Opportunity 

Commission’s rulings concerning what can be asked during- an interview 

may seem complex, it can be summarized as follows:

1. An interviewer cannot ask questions of a woman that would 

not be asked of a man.
2. All questions must be job related.

!
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3. An interviewer cannot ask about handicaps unless related 

to a specific job.

Therefore, leave out information related to age, sex, height, weight3 

health, number and ages of children, handicaps, country of birth, 

citizenship, religion, political affiliation, ethnic background, and 

marital status. There are exceptions, of course. Personal data 

related to business, professional, social, and civic affiliations would 

need to be included under the EXTRACURRICULAR section of your resume. 

Military service record, hobbies, or outside interests related to the 

job could also be included in the EXTRACURRICULAR section.

PUTTING YOUR RESUME, IN WRITING

Before you do the assignments for this unit, read pages 1-20 

in the manual, note the additional reading sources on page 1 0  and fill 

out worksheets on manual pages 11-14.

Begin by collecting and jotting down all the data you will need 

using the Resume Worksheets beginning on page 11. Organize the 

material; then you are ready to begin writing your resume rough draft. 

Here are some tips to guide you:

BE POSITIVE: Demonstrate a confidence in your abilities and

your experience. Don’t dwell on your adversities. A prospective 

employer isn’t interested in hearing about your problems; he wants to 

know if you can solve his problems. If you will be taking classes while 

you are working in an internship, do not include class shhedule problems 

in your resume. This can be discussed during the interview. The only
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thing negative information can do for you is hinder your chance for 
the job.

BE BRIEF: One-page resumes are best3 two-pagers are okay.

Longer ones are a poor idea unless there are extraordinary reasons for 

such length. An employer cannot spend all morning studying your 

resume. Make it easy for him to get at the key points of your back

ground quickly and easily. Remember, employers donTt read resumes; 

they SKIM them.

STICK TO THE FACTS: Avoid flowery adjectives and personal

opinions. What counts is what you have done ("Sales Volume rose 34% 

during my control of the department"), not what you think about it ("I 

feel I contributed greatly to the overall success of the company").

Be honest! If you cannot back something up, do not include it. Even 

little white lies have a way of tripping you up. Things you fudged on 

will seem much worse than they are when you have to explain why you 

tried to hide them. »

MAKE YOURSELF CLEAR: Use correct, straightforward active

verbs, plus short and simple words. You need not use complete 

sentences; however, your phrases should read smoothly. Avoid using 

high-sounding language, abbreviations, and obscure terms of your trade.

KEEP THINGS IN FOCUS: Emphasize background and credentials 

that best establish your qualifications for the work you seek. Tailor 

your resume as closely as you can to specific job fields or employers, 

even if it means writing several versions. For example, if you are 

interested in landing a job as a buyer, retail sales manager, or
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representative of a special line, do not use the same resume for all 

three jobs. Write separate ones to emphasize how your background 

relates to each job goal.

WRITE, REWRITE, AND POLISH: Obviously, you will go through a

number of rough drafts before your resume begins to fall into shape.

When you think you have come up with a final draft, give it yet 

- another once-over. See whether you can edit it a bit more, cut out 

every unnecessary word or phrase, and check spelling and punctuation.

It may be helpful to have someone read it and give you an opinion.

MAKE IT NEAT: Be sure your resume is expertly typed on standard

size, heavyweight paper. Use underlines and words in capital letters 

to set things off. Leave adequate white space in margins and between 

sections of type. Do not try to attract attention with wild gimmicks 

or somebody's idea of an unusual format. Use only white, gray, or 

beige paper. Do not use erasable bond paper because it does not 

reproduce well. Make clean, legible copies by offset printing or 

photocopying, not mimeographing.

The appearance of your resume says perhaps as much about you as 

its content. One employment manager says about 15% of the ones he 

receives are rejected purely on the basis of their appearance: full of 

typographical errors, smeared and smudged, stained, etc. Your resume 

should identify you as a neat, organized individual with originality and 

the ability to get essential information across quickly and forcefully.
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Now fill out the resume worksheets on the following pages.

Fill in every section if you have anything appropriate. Remember that 

organizing this information will help you have it in order when it 

comes time to fill out job applications.

For additional information on resume writing:

Bolles, Richard Nelson, What Color Is ^our^Farachute?, Ten Speed Press, 
Berkeley, CA, 1979.. On reserve in EEC Reading Room.and avail
able at book store.

Lewis, Adele, How to Write Better Resumes, Woodbury, NY: Barron's 
Educational Series, Inc., 19 77. On reserve in EEC Reading 
Room and available at book store.

Shingle ton, John, From College to Career? Can be checked out from the 
Placement Service Library.

Guide to Law-ftrir and Unlawful Rfe-Employment Inquiries, Arizona Civil 
Rights Division, 1645 West Jefferson Street, Phoenix, AZ,
85007. On reserve in EEC Reading Room.
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RESUME WORKSHEETS

Obviously 3 in order to write a resume, you must know yours elf.
Be aware of your weaknesses but concentrate on your assets. The fol
lowing are some exercises which will help you focus on your strong 
points.
I. Checklist of Personal Qualities. Consider these qualities carefully; 

then rate yourself Good, Average, or Needs Improvement in each 
category.
QUALITY ________  GOOD AVERAGE NEEDS IMPROVEMENT
Able to work alone .
Aggressive
Ambitious
Analytical
Articulate
Cheerful
Competent
Congenial
Conscientious
Cooperative
Courageous
Courteous
Decisive
Dependable
Diplomatic
Discreet
Efficient
Emotionally stable
Enthusiastic
Honest
Imaginative
Indus trious
Judicious
Leadership ability
Loyal
Observant V

Open-minded
Orderly
Patient
Persistent
Resourceful
Shrewd
Sincere
Sober
Sympathetic
Thrifty
Tolerant < |
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II. Personal Qualities Demonstrated. Choose some of the qualities in 
the checklist in which you rated yourself "Good11 and illustrate how 
you have demonstrated these qualities.

Personal Qualities Where and How Demonstrated

III. Personal Inventory. This exercise will be useful for writing your 
resume and for future interviews. It is an exercise designed for 
you to "know" yourself.

In the first column, list the skills and abilities which represent
services you can offer an employer. In the second column list the
activities you enjoy and believe you do well.

Abilities and Skills Activities Enjoyed

IV. Successful Accomplishments. Describe accomplishments9 incidents, 
or events in your life which give you a feeling of success and 
satisfaction and which could given an employer a clue to your 
potentials.

1 .   _______
2 .     '  _
3.  '_________________ ;___________________________     _ _ _ _ _ _

4 . __________;__________________________  _ • ___________
5. .________________  / . - ___________
6.
7.
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V- Educational Record, List dates, school attended, degree, expected 
graduation date, major concentration of coursework (include course 
titles— they mean more). Include high school and date of gradua- 

. tion. List the foreign languages you can read, write, and/or 
speak, and your level of proficiency.

VI. Employment Record. List dates of employment, employers, job title, 
duties, name and title of the supervisor. Start with the most recent 
and/or important and work backward. If you have had the same job 
consecutive summers, combine.
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VII. Review your past employment carefully and choose your most signifi- 
can job. Using the following criteria, analyze it:

A. Key personnel 
Be Description of employer
C. Responsibilities
D. Duties
E. Accomplishments on the job

Skills and abilities acquired 
and developed on this job. 
Aspects of this work you 
particularly liked.

VIII. List the names of club, church, social, sports, and professional 
organizations in which you have been active.

Name and Description of Organization Your Position

IX. Private Interests. List your hobbies and leisure time pursuits.

X. Travel. List the foreign countries you have visited.
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ASSIGNMENTS:

1. Review Resume Evaluation Chart on page 16.

2. Typed rough draft of-resume due Week 3,

3. Two typed copies of final draft of resume due Week 5,

If you have filled out the worksheets as fully as possible, you 

should have all the information together that you need to write your 

resume. Referring to the examples on pages 17-20 in this manual and on 

pages 82^85 in the text, write a one-page rough draft resume. Do not 

use erasable bond paper or points will be lost. Your typed rough draft 

is due Week 3. It will be evaluated and returned to you Week 4. Two 

final typed copies are due Week 5. The final copies will be evaluated 

following the criteria charted on page 16« One graded copy will be 

kept in your internship file; the other graded copy will be returned to 

you with the evaluation sheet. If you do not receive a grade of 80% or 

higher on the final copy, it is possible to do additional revision by 

arranging appointments with the Internship Coordinator. A change of 

grade is possible after; the third revision, by averaging the original 

grade with the grade of the revised resume.
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NAME

RESUME EVALUATION 35 POINTS POSSIBLE

ITEM EVALUATED POINTS
POSSIBLE

POINTS
EARNED

Tvoed roueh draft turned in when due 2

General "first glance" appearance 3

Spelling/capitalization 2

Typing, corrections; overall neatness 3

Organization 4

Accurate information given 2

Identification complete including phone number 2

Educational background 4

Work experience 4

Relevant extracurricular activities 2

Reference statement 2

Grammar/punctuation 3

Quality of paper 2

COMMENTS:
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FULL LEGAL NAME 
127 East Adams, #6 ; Tucson, Arizona 85719 

601/888-8850
EDUCATION DATA

August, 1977- 
present 
Degree Sought: 
Maj or:
Graduation Date: 
Major'Courses:

August, 1974- 
March, 19 77

September, 19 73- 
May, 1974

University of Arizona 
Tucson, Arizona 
Bachelor of Science 
Interiors: Design
December, 19 80
Residential Interiors9 Advanced 
Presentation, Design Studio (6 ), Land
scape Planning, Social Awareness of 
Design, Introduction to Landscape 
Architecture, Family Housing Environment, 
Ethics and Practice for Interior Design, 
History of Interiors (6 ), Introduction to 
Architecture, Architecture and Society

Northern Virginia Community College 
North Springfield, Virginia

West Springfield High School 
West Springfield, Virginia

WORK EXPERIENCE

July, 19 78- 
present

September, 1976- 
July, 1977

August, 19 74- 
July, 1975

Book Cellar Inc., Sales Clerk. Gained 
experience in stock control. Responsible 
for training new employees and closing 
store.
Bloomingdale*s, Sales/Stock Clerk. Expe
rience in merchandise .control, display, 
and customer relations.
Montgomery Wards, Clerk in Lighting 
Department. Worked with customers’ 
lighting needs. Some electrical/ 
construction knowledge.

EXTRACURRICULAR ACTIVITIES

Interests: Landscape design, vintage fabrics, New Deal artwork.

REFERENCES AVAILABLE UPON REQUEST
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FULL LEGAL NAME 
5220 N. Pueblo Villas Drive 
Tucson, Arizona 85704 

602/887-4593

EDUCATION:

January, 19 76- 
present 
Degree Sought: 
Major:
Graduation Bate: 
Major Courses:

University of Arizona 
Tucson, Arizona 
Bachelor of Science 
Interiors: Merchandising
May, 1980
Fundamentals of Design, Social Awareness 
of Design, Presentations (6 ), Textiles, 
Residential Design, Landscape Archi
tecture/ Interior Design Relationships, 
Advertising Management, Professional 
Selling, Small Business Marketing and 
Management, Buyer Behavior, Retailing 
Management, Studio Art (12), Accounting
(6 ), Economics (6 ).

September, 1971- 
June, 19 75

Luther L. Wright High School 
.Ironwood, Michigan

WORK EXPERIENCE:

July, 1979- 
present

February, 1979- 
present

Pima County Parks and Recreation, 
Tucson, Arizona. Recreation Aide.

Skyline Country Club, Tucson, Arizona 
Duties: general bartending duties,
handling money, debiting amount of 
drinks to members1 accounts, ,!Z!fing 
out cash register at closing and 
locking up.bar at end of shift.

EXTRACURRICULAR ACTIVITIES: 

19 77-present American Society of Interior Design—  
student member.

May, 1977 Cotton Blossoms Scholarship

Hobbies: Photography, Drawing, Reading
REFERENCES AVAILABLE UPON REQUEST
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FULL LEGAL NAME
LOCAL ADDRESS 
1535 E. First Street 
Tucson9 AZ 85719 
602/622-7431

PERMANENT ADDRESS 
1910 N. Crescent Drive 
Flagstaff 9 AZ 86001 
602/774-2298

EDUCATIONAL DATA

August3 1977- 
preseat 
Degree Sought: 
Major:
Graduation Date: 
Major Courses:

September, 19 72- 
June, 1977

WORK EXPERIENCE

May, 1979-
August 9 1979

May 9 1978-
August9 1978

May, 19 76-
August 9 . 1976

University of Arizona 
Tucson9 Arizona 
Bachelor of Science 
Clothing and Textiles 
August 9 1981
Contemporary Clothing Concepts9 

Fundamentals of Design, Textiles, 
Advanced Clothing Construction, Buying 
Textiles and Clothing, Fibers, Studio 
Art (6 ), Marketing (6 )

Chandler High School 
Chandler, Arizona

Avery's Kowboy Kbuntry Club, Head 
Waitress. Responsible for training new 
employees, scheduling, working with 
-'management.
The Athlete's Foot, Sales Clerk. Gained 
experience in inventory control, buying 
and ordering merchandise,, displays, 
stocking, and customer relations. ,
Prescription Pharmacy, Sales Clerk. 
Worked with filing systems, posting 
accounts, stocking, and customer rela
tions .

EXTRACURRICULAR ACTIVITIES

American Home Economics Association —  student member 
Gamma Phi Beta (Freshman, Sophomore, Junior)

Assistant Scholarship Chairman 
House Manager 

Primus (Freshman Honorary)
Spurs (Sophomore Honorary)

Public Relations Chairman
REFERENCES AVAILABLE UPON REQUEST
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FULL LEGAL NAME
LOCAL ADDRESS
105 East Eighth Street, #31
Tucson, AZ 85719
602/883-4796

PERMANENT ADDRESS 
4205 Woodglen Lane 
Mt. Vernon, IL162364 
618/242-1020

EDUCATIONAL DATA

August, 1977- 
present 
Degree Sought: 
Major:
Graduation Date: 
Major Courses:

Related Courses

August, 1973- 
May, 1977

WORK EXPERIENCE

August, 1978- 
present

- December,- 19 78: 
(Christmas break)

University of Arizona 
Tucson, Arizona 
Bachelor of Science
Merchandising and Fashion Promotion 
December, 1980
Basic Clothing Construction, Fundamentals 
of Design, Contemporary Clothing Concepts, 
Textiles, Buying Textiles and Clothing, 
History of Costume, Dimensions of 
Clothing Behavior, Management of Family 
Resources, The Consumer and the Market

Principles of Accounting, Creative Ad
vertising, Personnel Management, Profes
sional Selling, Buyer Behavior

Mt, Vernon Township High School 
Mt. Vernon, IL

Fashion Conspiracy, Tucson, AZ. Sales 
Clerk, Cashier, and Display Coordinator. 
Responsible for selling garments, mark- 
downs, checking merchandise in,<cash and 
credit sales, and choosing and displaying 
garments and accessories.
Jackson Jewelers, Mt. Vernon, IL. Sales

Re-Clerk, Cashier, and Gift Wrapper, 
sponsible for selling merchandise, cash 
and credit sales, and gift wrapping.

EXTRACURRICULAR ACTIVITIES

1977:
Interests:

Fashion Industry Interest Club 
Sewing, Needlepoint, Skiing

REFERENCES AVAILABLE UPON REQUEST.
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Unit 2: Writing Letters of Inquiry

Assignments:
1 . Read Chapter 9 in text.
2. . Read pages 21-32 in manual.
3. Study thoroughly the examples on pages 25-31 in manual.
4. Review Cover Letter Evaluation Chart on page 32 of manual.
5. Typed rough draft of letter requesting internship due Week 4.
6 . Two copies of typed final draft due Week 6 .

Always enclose a letter of inquiry (cover letter) when you mail 

out a resume. Because your only purpose is to interest an employer in 

interviewing you,, your first step must be to.-get him to read your 

resume.

FACTS TO REMEMBER WHEN WRITING YOUR LETTER OF INQUIRY :

1. Type letter neatly and correctly on good quality white bond

paper. Do not use onionskin or erasable paper as it smudges

easily and does not make good copies. Points will be lost if 

you use such paper for this assignment.

2. Use either block form ojr modified block form (illustrated on

pages 25 and 26) . Do not mix the two forms. Some of the

examples in the text do mix both forms so be careful.

3. Center your letter on the page. Leave a minimum of 1 inch

■ margin on all sides. *

4. With all letters, local or out-of-town, be sure to include your

return address including zip code on the. letter as well as on

the envelope to make it easier forzbhe employer to respond. 

Envelopes frequently get thrown away.
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5. Leave a minimum of six (6 ) spaces between the inside address

and the return address. Four (4) spaces should be left between

the closure and your typed name in the signature block.

6 . Address your letter to a specific person by name and title.

Use the telephone to call the.personnel department of a firm to 

ascertain the correct name if necessary as well as the correct . 

title. Be sure to get!;the correct spelling of the person's name 

as well as that of the firm.

7. Indicate use of Ms., Mrs., Mr., Dr., etc. in the inside address 

as well as on the envelope.

8 . Limit the length of your cover letter to one page. You need not 

cover the same ground as your resume. Your letter should sum up 

what you have to offer and act as an "introduction card" for 

your resume.

9. Do not use abbreviations.

10. Use simple, direct language, correct grammar and spelling.

Avoid commonplace expressions.

11. Let your letter reflect your individuality, but avoid appearing 

aggressive, overbearing, familiar, cute, or humorous. You are
I  •  ’ .writing to a stranger about a subject that is serious to both 

of you.

12. Tie your educational background to your internship request.

13. If you have examples of past work to demonstrate your ability 

(a portfolio), alert the employer of this fact in your letter. 

You will then take such material to the interview.
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14. If you apply to an out-of-town firm where a long-distance call 

might be required to set up an interview, enclose a self- 

addressed, stamped envelope to encourage a response from the 

employee at no expense to him. You can also include your tele

phone number in the last paragraph of your letter should the 

employer prefer, to call.

15:. Type your name as you would sign the letter. Always sign your 

letter in ink as a final personalized touch. Never sign a 

letter before having it reproduced. Always sign each letter 

individually.

16. On the left margin and below your typed name, place the word 

"Enclosure" to indicate that you are enclosing a copy of your 

resume.

. For additional information on exactly what your letter should 

contain, turn to page 27 in this manual. Referring to the examples on 

pages 25-31 in this manual and on pages 142, 144, and 146 in the text, 

write a rough draft of a cover letter requesting an internship. You may 

have to use a fictitious name and address. Your typed rough draft is 

due Week 4. It will be evaluated and returned to you Week 5. ' Two 

copies of the typed final draft are due Week 6 . The final copies will 

be evaluated following the criteria charted on page 32. One graded copy 

will be kept in your-internship file; the other graded copy will be 

returned to you with the evaluation sheet. If you do not receive a 

grade of 80% or higher on the final copy, you have the opportunity for
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additional revision by arranging appointments with the Internship 

Coordinator. A change of grade is possible after the third revision, 

by averaging the original grade with the grade of the revised resume.
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LETTER OF INQUIRY— BLOCK FORM

173 Gibson Lane
Albuquerque, New Mexico 75803
February 23, 19 80

| 'I (a minimum of 6 spaces should be
I *----------------  allowed between return and inside
' addresses)
j

Ms. Jane Frank, Personnel Manager 
Bullocks
Hill and 7th Avenue
Los Angeles, California 90014

Dear Ms. Frank:

The block form requires all parts to be lined up on the far left margin 
as shown here. You will want to indicate that a resume is enclosed.

If you wish to give a telephone number where you can be reached ,to 
arrange for an interview, your number should be included in the body 
of the letter.

Remember at least 1 inch should be left on all sides. Again, since 
you will be enclosing a resume with your letter, the word "Enclosure" 
should be typed at least two spaces below your typed name (with this 
format) .

Very truly yours,

(Handwritten signature in ink; allow 4 spaces for signature)

Olivia Martin

Enclosure
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LETTER OF INQUIRY— MODIFIED BLOCK FORM

123 Elmwood Drive 
Chicago, Illinois 61803 
February 30, 1980

(a minimum of 6 spaces should be f
allowed between return and ̂ ______ .
inside addresses) '

I
Mr. Harvey Walling, Purchasing Agent |
May Company .
801 South Broadway »
Los Angeles, California 90014 |

. Dear Mr. Walling:

 * When typing a letter of inquiry to use as a cover letter for a
resume, either the block or modified block form is used. The modified 
block form illustrated here requires the return address, city, state, 
zip code, and date in three lines to be placed at the upper right hand 
comer as shown above. Notice also that each paragraph is indented 
five (5) spaces. j

 -> It is more acceptable to have at least two paragraphs with a
minimum of two sentences per paragraph. At least 1 inch margins should 
be left on all sides. Therefore, plan your letter for a balanced 
appearance. |

-— The closing, space for your handwritten signature, and your typed 
name should line up with your return address at the top of the page. 
Since you will be enclosing a resume with your letter, the word.. 
"Enclosure11 should be typed at least two spaces below your typed name 
but on the left margin. ^

Sincerely,
(allow 4 spaces for your 
handwritten signature)

. Tom Collingswood

Enclosure
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P&KAGRAPH CONTENT

9568 E. 104th Street
Tucson9 Arizona 85700
December 109 1980

Mr. Paul Davids Director 
Personnel Department 
Fabrics International 
777 Prickly Drive 
Denver, Colorado 81124

Dear Mr. David:

(First paragraph) State your reason for writing. The type of 
work you are applying for and how you learned of the opening should be 
included. In your case, state that you are inquiring about an intern
ship and when you want it. Remember9 the first twenty words are 
important. Be sure to give the name of your school and major.

(Middle paragraph) Talk why you are interested in the opexiipg or 
internship location. Make the employer aware you are familiar with the 
company. Tell your story in terms of the contribution you can, make to 
the employer. Point out how some aspect of your background or section 
of your resume relates, particularly to that companyTs requirements. 
However, do not repeat information from your resume.

(Closing paragraph) Be sure to refer to your resume. Remember9 
you want.a result from your labor. Be sure you specifically ask for 
an interview. Include your phone number or take the initiative in 
suggesting that you call for an interview in a few days. If you have 
a portfolio to share, indicate it here.

Very truly yours,

Janet Dolan
Enclosure
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EXAMPLE OF INTERIOR DESIGN COVER LETTER

5220 N. Pueblo Villas Drive 
Tucson, Arizona 85704 
October 3, 1980

Mr. Bill Parker, Interior Designer 
Georgetown Manor 
5757 North. Oracle Road 
Tucson, Arizona 85704

Dear Mr. Parker: > '

For years my goal has been to pursue a career in Interior Design 
Merchandising with Ethan Allen. I would like to apply for a spring 
internship with your Ethan. Allen Georgetown Manor.

Currently enrolled as a Junior at The University of Arizona, I have 
accumulated thirty-six units in Interior Design Merchandising. In 
order to gain practical experience in this field it is now time in my 
program to do an internship. Such an experience should focus on all 
operations of the firm, bookkeeping, customer relations, and other 
pertinent areas.

In a few days, I will telephone you to arrange an interview so that I 
can share my portfolio with you. My resume is enclosed.

Thank you for your consideration.

Sincerely,

Joan Overton

Enclosure



84
-29-

EXAMPLE OF FASHION MERCHANDISING LETTER

1535 E. First Street
Tucsonj Arizona 85719
October 1, 1980

Mrs- Melanie Brunswick
Recruitment Manager ‘
Broadway Department Stores
3800 North Mission Road
Los Angeles 9 California 90031

Dear Mrs. Brunswick:

As a Merchandising and Fashion Promotion major at The University 
of Arizona, I am applying for a summer internship in retail and buying. 
I would like the opportunity to work with people, express creativity, 
and learn more about the retail field. I feel The Broadway would 
offer me an excellent experience in this area, and the atmosphere of a 
large department store in a metropolitan area would be beneficial 
for me.

I will be available for interviews in December, and will notify 
you later of a specific date when I will be in Los Angeles. I have 
enclosed my resume.

Thank you for your time and consideration.

Sincerely

OAAsds'
rry EvansLarry Evans

Enclosure

/
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EXAMPLE OF INTERIOR DESIGN LETTER

5555 East 14th Street
Tucson 3 Arizona 85711
October 3, 1980

Mr. Samuel White, Designer 
Saguaro Business Interiors 
26 ‘North Stone Avenue 
Tucson, Arizona 85701

Dear Mr. White:

Through four years majoring in Interior Design at The University 
of Arizona and one summer’s experience in sales of wallpaper, I could 
assist you with your firm’s overload. As my resume demonstrates, I 
will be;:receiving a Bachelor of Science in May, 1981, and before that 
time would like a spring internship in a contract design studio.

During my education, I have been a member and officer of the 
Student Chapter of the American Society of Interior Designers. This 
experience, along with current subscriptions to monthly design 
publications, has kept me informed 7of the innovations in the field of 
Interior Design. An internship with you at Saguaro Business Interiors 
would benefit my ultimate career as a contract designer because of 
the services you offer, the manufacturers you represent, and the 
design factors you take into account.

Your consideration would be appreciated. I am available to talk 
with you to discuss a possible internship and my portfolio at your 
convenience. I may be contacted at 602/298-0396 or at the above 
address. My resume is enclosed.

Very truly yours

Enclosure
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EXAHPLE OF CLOTHING AND TEXTILES LETTER

1182 West Maple 
Tucson, Arizona 85730 
October 1, 1980

Ms * Robin Roberts, Personnel Manager 
Designer Patterns, Inc.
1455 Harmon Avenue 
Las Vegas, Nevada 78669

Dear Ms. Roberts:

I am interested in applying for an internship with your company. I am 
familiar with the small size of your stores and the high quality of 
the merchandise you produce. I feel my education in Clothing and 
Textiles at The University of Arizona and work experience have given 
me qualifications and skills that would benefit your company. This 
internship would be for the spring semester, 1981.

My job experience has allowed me to apply the concepts I have learned. 
It has also given me a knowledge of designer clothing, experience in 
sales and display techniques, and the ability to work with all types 
of people. Because my retail clothing experience has been in small 
stores with an established clientele, I know the importance of repeat 
customers and personalized service. . Further details of my job 
experience and education, as well as other information, can be found 
on the enclosed resume.

I feel I have the combination of skills suited to your company’s needs. 
I would like an opportunity to meet with you for an interview. I can 
be reached at 602/792-4963 or at the address shown above.

Sincerely,

Lee Chassen

Enclosure
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NAME

COVER LETTER EVALUATION -35 POINTS POSSIBLE
ITEM EVALUATED POINTS POINTS

POSSIBLE EARNED
Typed rough draft turned in when due 2

Proper format used; well balanced 3
Directed to specific person and title; 

own address in full 3 .

Spelling/capitalization/punctuation 2

Understanding of firm evident 3

Specific request for interview 3

Interest and enthusiasm displayed 3

Reference to resume 2

Properly signed; enclosure statement 2

Clarity of meaning; well organized 3

Relevant information given 3

Reference to major and university 2

Reference to internship and date desired 2

Quality of paper used 2

COMMENTS:
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Unit 3: Interviewing•
ASSIGNMENTS:
lo Read Chapters 2, 4, 5, 75 and 8 in text.
2. Read pages 3 3 - 4 5  in manual.
3. Review general concepts of Dress For Success (on reserve).
4. Participate in or observe videotaped, simulated interviews.

As you recall from Unit 1, the main purpose of a resume is to 

get you interviews. If you have designed an effective resume and an 

attention-getting letter, you should be prepared to advance to the next 

phase of the employment process, the interview.

WHAT IS THE PURPOSE OF AN INTERVIEW?

The University of Arizona Placement Office feels the inter

view fulfills two'functions: (1) to determine the relevance of the

applicantTs experience and training to the demands of a specific job 

and (2) to appraise the personality, character, and motivation of the 

applicant. In essence, the interview is the time you talk about your 

qualifications and his job opening. In the case of applying for an 

internship, you may have to convince an employer that there is a need 

for you. Thus, the interview becomes more important.

Before continuing through this unit of the manual, be sure you 

first read Chapters 4 and 5 in the text. These chapters will give you 

the basic understanding you need for the interview process.

Three special activities are scheduled to aid you in better 

understanding the interview process: (1) a presentation by a Placement

Center representative,; (2) a discussion of Presentation of Self



conducted by a leading professional in the field; and (3) a session of 

videotaped5 simulated interviews involving class members„

PLACEMENT CENTER PRESENTATION

The Placement Center of any university has many functions. At 

The University of Arizona one of these functions is helping students 

arrange interviews for in t earn ships as well as part-time and full-time 

jobs.

A recent survey of 160 companies reported by the Director of 

Placement at Northwestern University stressed the importance of knowing

yourself. You must know your strengths and weaknesses as well as being
Aable to sell yourself. Just as you did a self-analysis when you filled

out the resume worksheets in Unit 15 take a few minutes to think through

the following 33 questions:

SOME QUESTIONS FREQUENTLY ASKED DURING 
AN EMPLOYMENT INTERVIEW 

(as reported by the Northwestern 
University Survey)

1. In what type of position are you interested?
2. Why do you think you might lilce to work for our company?
3. Why did you choose your particular field of work?
4. What percentage of your college expenses did you earn?
5. What do you know about our company?
6. What qualifications do you have that make you feel that you will

be successful in your field?
7. Can you forget your education and start from scratch?
- 8. What do you think determines a man’ s or woman’s progress in a

good company?.
9. What -personal characteristics are necessary for success in your 

chosen field?
10. Are you looking for a permanent or temporary job?
11. Do you prefer working with others or by yourself?
12. What kind of boss do you prefer?
13. What have you learned from some of the jobs you have held?
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14. Why do you think you might like to live in the community in 
• which our company is located?

15. Are you willing to spend at least six months as a trainee?
16. What criteria are you using to evaluate the company for which 

you hope to work?
17. What two or three things are most important to you in your job?
18. How would you describe the ideal job for you following graduation?
19. How do you work under pressure?
20. If you were hiring a graduate for this position, what qualities 

would you look for?
21. Describe the relationship that should exist between a supervisor 

and those reporting to him or her.
22. Why should I hire you?
23. How do you plan to achieve your career goals?
24. What are the disadvantages of your chosen field?
25. Would you prefer a large or small company? Why?
26. Have,you ever tutored an underclassman?
27. Can you get recommendations from previous employers?
28. What interests you about our product or service?
29. /What was your record in military service?
30. Have you ever changed your major field of interest while in 

college? Why?
31. Have you ever had any difficulty getting along with fellow 

students and faculty?
32. Do you like routine work?
33. Do you like regular hours?

Now read through the questions on pages 103-104 in the text. Can 

you answer these as well? Remember, the Placement Center can assist 

you in setting up interviews, but YOU are the one who must do the 

selling of yourself.

To give you a further idea of how interview questions can reyeal 

a lot about you, read the article "What You Should Say About Yourself In

a Job Interview" on pages 36-38 in this manual.



by Sheila Sobeli Mooramarco
Reprinted from REDBOOK MAGAZINE, 
September, 1979. Copyright© 
1979 by the Redbook Publishing 
Company.

There are hey Questions . job interviewers everywhere will use to learn more about you.Here are seven of the toughest. Answer them correctly and the job is yours
If you've always believed that getting 
a good job depends on whom you know or 
how much you know, this story, may cha
nge your mind. It begins with Mary 
Duncan, of San Diego, California. A 
few years ago she was just another 
college graduate looking for a job.
She needed money, so she took the fir
st position that came her way-working 
with children in an after-school recre 
ation program. After 18 months she 
realized that her undergraduate major- 
political science-had been a mistake. 
She belonged in the field of recrea
tion.

But moving up the career ladder 
was going to be a problem. To get a 
better job she would have to compete 
with more-experienced and better- 
qualified candidates who had degrees 
in physical education or recreation. 
When news of a supervisory job at a 
soon-to-open recreation center in El 
Cerrito, California, reached her ears 
Duncan decided to apply for it. But 
first she did some research.

Visiting the construction site 
where the center was to be located, 
Duncan persuaded the foreman to sketch 
the new building's floor plan for her. 
Working from his sketch, she drew the 
plans to scale, studied dimensions 
and decided what kinds of activities 
would be suitable for each room.

During the job interview the 
inevitable question came up: "How 
would you make this new center a 
success?" Duncan took out her drawing 
and explained her plans.

"Although 1 was the youngest 
and most inexperienced applicant, I 
was the best prepared," says Duncan, 
now chairperson of the recreation 
department at San Diego State Univer
sity and author of THE UNDERGROUND 
GUIDE TU JOB INIERVIEWING. "That 
answer got me the job."

Can an interview really do that? 
That's just what the Bureau of Nation

al Affairs, Inc. (BNA), a Washington- 
based private research firm that serve; 
both government and big business, de
cided to find out. They asked 196 
personnel executives to evaluate the 
importance of the job interview. (All 
the executives were involved in til
ling nonmanagement positions.) BNA 
learned that the interview is the sin
gle most important factor in landing 
a job. In tact, most applicants are 
rejected because they don't promote 
themselves well during the interview. 
The worst offenders are women. Accord
ing to an American Management Associa
tion study, DEVELOPING WOMEN MANAGERS, 
lack of confidence is one of eight ma
jor deficiencies of Women that keep 
them from management jobs.

Whether you are looking for that 
first job or returning to work after 
an absence, of several years, getting 
the position you want will depend on 
how articulate, self-assured and posi
tive you appear. That will involve a 
realistic appraisal of what happens 
during a job interview. What will an 
employer want to know? What kinds of 
answers will place your abilities in 
the best possible lignt? THE ENDICOTT 
REPuRT, an annual study of employment 
trends affecting recent college grad
uates, can help you know what to expect

One function of that report, which 
is published by the Placement Center at 
Northwestern University, in Evanston, 
Illinois, is to poll approximately 200, 
national corporations from time to 
time, asking what questions are put to 
job applicants. The result is a list 
of roughly 70 questions. Surprisingly, 
the same questions are asked of appli
cants who are just entering the job 
market and those seeking management 
positions.

And what are those questions? 
Though the wording differs from company 
to company, the questions seem to focus 
on four basic areas-your personality.
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leisure activities, personal interests and edu
cational and employment histories. If you are 
already employed and advancing in your career* 
your plans and financial goals also are likely 
to be explored.

Although personal information about age, 
living arrangements and marital status are not 
in theory within the legal scope of the inter
view, experts such as Betty Lehan Harragan,
New York management consultant and author of 
GAMES MOTHER NEVER TAUGHT YOU, warn that women 
had better be prepared with some answers.

I read THE ENDICOTT REPORT and spoke with 
executives of BNA, with management consultants, 
authors, employers, employment-agency represen
tatives and recent job applicants. Here are 
some questions that could make the difference 
in getting the job you want. These are espec
ially important because each masks another-a 
hidden question. If you realize what the em
ployer REALLY wants to know, your chances of 
getting on the payroll are much greater.
"How would you describe yourself?" (Translation 
"Are you flexible and able to co-operate with 
zoworkers?") "Because more people are fired for 
their difficulty in getting along with others 
an the job than for lack of skills,this is like
ly to be of top concern to the employers," notes 
/ictor Lindquist, director of a job-finding ser- /ice for graduates of Northwestern University.Questions such as "How would you describe 
yourself?" are purposely leading and vague, and 
novice may give more information than she 

should. "Guard against this type of question 
carefully," Betty Harragan warns. "Don't give 
a biography of your entire personal life. Talk 
only about the previous jobs you've held that 
are relevant to the new opening."

Concentrate on the description of the job 
being offered. Imagine, for instance, that It 
involves a great deal of public speaking and 

Which of your experi-'last-minute deadlines
ences or attributes would make you the best per-Dpportunity to find out why you left your last
son to perform those duties? Were you on the 
debating team in college? Are you so self- 
possessed and well organized that you can eas
ily accommodate last-minute changes and dead
lines? Making the right impression is a matter 
of deciding which of your good points to empha
size."Tel 1 me about your hobbies." (Translation
"How much of your personal time will be used tq 
benefit the company?") Suppose you're applying
for a position that entails writing or designingvere SC) many other excellent people in your de public-relations material. When an employer 
asks about your hobbies, don't let the chance 
to describe your amateur photographic skills slide by. Even though you aren't a professional 
it may be that the company would consider it a 
good investment to finance some extra photogra
phy classes for you;

Sometimes what you do in your spare time 
an alter your image and give you an edge over 
other job candidates. For example, Mary Duncan 

petite four feet eleven inches, had an advan
tage in getting her position as recreation dir
ector in a high-crime area because of her hobby- 
judo.

Your volunteer work and membership in com
munity organizations can be an unexpected bonan
za. No business executive is blind to the value 
of good contacts made by a member of the firm, 
and of the good publicity that can result from 
them.

Employers want to hire well-adjusted, soci
able people who can get along comfortably with 
others. Neither the workaholic nor the TV ad- 
jict is attractive. In fact, it may surprise 
/ou, but the workaholic often does not land the 
job.

Among other duties Cathy Nichols-Manning, 
of McKinsey and Company, in Los Angeles, recru
its personnel from the Harvard Graduate School 
of Business Administration. She says: "We are 
always looking for people who are willing to
work hard, and yet we are apt to steer clear of
the workaholic. We want to know that when an 
employee is under great pressure, she knows how 
to unwind and how to keep her perspective." 
"Which of your jobs did you like best?" (Trans- 
lation: "Is this the right kind of work and the 
right environment for you?") An interviewer
hopes to get a lot of mileage out of this ques
tion. For example, he will want to know whether 
the work itself and the environment he is offer
ing are to your taste.

Perhaps a certain ambiance - say a brand 
new building with classy furniture and many exe
cutive and client contacts are important to you. 
To indicate that will take you out of the run
ning if he's offering a job with a small firm in 
unimpressive surroundings. As obvious as this 
may seem, many applicants don't realize an em
ployer is looking for relevant, favorable com
parisons that suggest potential satisfaction 
with the new job.

Such know-how helped Janice 5mithey Howard, 
a young interior designer just out of college, 
to land a job with one of the best corporations 
in her field. When she was interviewed by Jain 
Malkin, an award-winning interior designer spec
ializing in health-care facilities, Howard was 
able to relate her college background to the 
firm's speciality. "I explained that I had com
bined courses in interior design, public health 
and architecture with six months of field*exper
ience, working on a renovation of the Managua 
sychiatric Hospital in Nicaragua. And the fact 
that I had read most of Malkin's articles on 
nealth-care design didn't hurt either."

Discussing job preferences can be tricky 
vhen the interviewer is using the question as an
job. Always answer honestly, but don't give in
formation that could be misinterpreted. In add
ition, "never say you had a personality con
flict," Betty Harragan advises.

Instead, look at the other factors that in
fluenced your decision to look for another job. 
rJas the company very slow in giving promotions? 
If this was the case, try putting it in a posi
tive light. You might explain that it would 
lave taken forever to move ahead because there
:>artment.

Remember to make your points in a positive 
>ut diplomatic manner. Your answers will help 
:he interviewer understand what motivates you - 
s it salary, fringe benefits, seasonal work 
:hat allows time off that you want? A chance to 
To something creative?
What are your future plans?" (Translation:
How long do you expect to oe with our company?" 
This question is directed to the woman on her 
r/ay up or to the new trainee in a management 
program. "Because of the Federal Government's 
emphasis on fair employment practices involving 
the hiring of women and minorities, companies 
have to justify it when they haven't moved 
people upward," says Roz Hopkins-James, .of San 
Francisco's Crocker Bank. "For this reason many 
ompanies aren't interested in the person who 
has very narrow career expectations. When you 
think about it, you can see why. Once that per
son - for example, a bank teller - reaches the 
top of the salary scale for her position, there 
is nothing more the boss can offer if she isn't 
interested in learning new skills and taking on 
additional responsibilities. When she has
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nothing qther than a cost-of-living increase to 
anticipate," says Hopkins-James, "she could be
come a problem employee."

So what kind of future plans should you 
outline? There's nothing wrong with setting 
goals, including financial goals, but opinions ' 
are split about whether it's wise to sketch 
out too rigid and comprehensive a plan for 
moving ahead. "Who can predict where she'll 
be five years from today?" says Harragan. "If 
you sketch a too-fixed and too-detailed stra
tegy, you could sound pretty inflexible. In
stead," says Harragan, "try asking the inter
viewer about the employees who held the job 
previously. Where are they today?" Perhaps 
you'll discover some new options. Or you may 
realize that this is a dead-end position you 
don't really want. '
"Describe one of your weaknesses." (Transition: 
"Can you accept constructive criticism?" It's 
helpful to know that generally employers are 
more concerned with how well you assess your 
work habits than with a particular shortcoming, 
unless it has a direct bearing on the job that 
is being offered. If you can be objective 
about your shortcomings, you probably can deal 
with constructive criticism. Try to counter 
the description of a personal problem with 
the solution you have arrived at. Suppose 
you used to have trouble getting off the phone 
when you were busy. What techniques did you 
develop to get yourself off the hook?

Whatever answer you give, it is important 
to demonstrate that you are capable ,of a real
istic appraisal of your failings and that you 
have a sincere desire to overcome them.
"Can you travel or work overtime?" (Translation: 
"Will your family responsibilities interfere 
with the job?") Field this question by point
ing to your job performance or, if you haven't 
a job, to your volunteer work. Have you worked 
overtime or traveled in connection with your 
present job or previous positions? What about 
the odd eveings or weekends spent on a commun
ity zoning project, counseling at a crisis cen
ter or planning a fund-raising event?

If you do have family responsibilities, you 
might point out that you can make emergency 
arrangements when necessary. "This type of 
response lets the employer know you are flex-. 
ible, but sets some limits on your availability," 
says Harry E. Williams, management consultant 
and former instructor of business and indus
trial management at Santa Monica College in Cal
ifornia.
"How old are you?" (Translation: Are you reli
able?^) This is a tough one for the young high- 
school or college graduate. Speak to the real 
issue - your reliability. "Tell the employer 
that while you may be young, you've worked your 
way through school, or you've lived on your own, 
or you have done some traveling by yourself," 
counsels Kathy Aaronson, of Careers for Women, 
a firm that has branches in Los Angeles and 
New York. "Use whatever experiences you've had 
that indicate reliability and independence."

To reiterate the best advice, which comes 
from Aaronson: "The biggest problem for women
is that they're too humble. If you don't have I
all the requirements for the job you want, be 
ready with three good reasons why the boss j
should at least try you on the job. When he !
asks, 'If I offer you this position, do you j
think you can do the work?7 say, 7Yes, I'ifl 
sure I can.'" Raise your head and be confi
dent! THE END



(1) Presentation by Placement Center Representative

You should be able to answer these questions following the 

Placement Center presentation:

1. Name of Placement Center speaker______________________

2. Location of University of Arizona Placement Center

3. Summary of functions of the Placement Center:

4. Summary of Interviewer Tips discussed by speaker:
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Week 5

(2) Presentation of Self

Appearance is. gaining importance in hiring, job retention, and 

promotion, as more people enter the job market. Just as important as 

appearance, though, is your manner or body language. Remember, a 

picture is worth a thousand words; be sure the "picture" you present 

is conveying the correct message.

In preparation for the guest speaker on Presentation of Self, 

review,Dress For Success (on reserve in HEC Reading Room) and summarize 

Molloyvs recommendations for you. Use the space provided below.
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Some general tips about dress and conduct appropriate for an 

interview are:

1. Plan to arrive at the. interview site 15 minutes early. If your 

interview is in the morning, get up early enough to meet this 

time deadline without rushing.

2. Dress neatly in the clothes you might wear on the job.

3. Be sure your clothes are clean, well pressed, and in good 

condition.

4. Dress conservatively but fashionably. Avoid fad fashion items!

5. Hands and hair as well as accessories must be neat and clean.

6. Try not to show nervousness while waiting for your interview.

7. Do not smoke or chew gum during an interview even if you have 

permission from the interviewer.

8. Do not play with keys, tap a pen, wring your hands5 play with 

objects on a desk or table, or squirm in your chair. It is 

normal to be nervous but you must control it.

9. Sit up straight in your chair. Look alert ,and interested at 

all times.

10. Good eye contact is essential. Look your interviewer directly 

in the eye during the conversation.

11. Always be courteous. Show that you appreciate^the time spent 

on you by thanking the interviewer as you leave.

Remember, these are just a few of the points to remember concerning 

your dress and conduct during an interview. On the next page, add other 

tips discussed by the speaker.



97
-42-

Name of Speaker:________________ ____

Where speaker is employed:

Interview tips:

If you have not already done so, read Chapters 2, 7, and 8 in 

the text which apply to interviewing.
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¥eek 6

(3) Videotaped Interviews

One class session is planned to help you improve your interview 

skills. Now is the opportunity for you to practice what you have 

learned * Six volunteers are necessary for three simulated interviews«

The only preparation required is that volunteers should dress as they 

would for an actual interview, related to their major area. The day of 

the mock interviews, the volunteers, paired off by major, will be 

given a couple of minutes to prepare. Remember, the idea is to keep 

the interviews as spontaneous as possible. This is'voluntary partici

pation and will not reflect on your grade in any way.

You are especially encouraged to volunteer if you have never 

interviewed for an internship or job before, or if you are especially 

nervous about the prospect. An expert(s) from the field will be 

available to help critique the taped interviews. By seeing yourself 

on tape, you can become aware of areas that need improvement.

In the space below and on the next page, jot down things that 

you might want to remember about the mock interview evaluations.
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Mock interview evaluation notes (cont’cL)

As a follow-up to an interview, you are encouraged to send a

letter thanking the interviewer for the time. If you feel something

was treated lightly or overlooked during the interview, emphasize the

fact in your letter. After a week or two, follow up again with1 a

polite, short phone call. Use the phone call to emphasize another

point that may have been under-discussed.

To help you keep track of your letters of inquiry and interview

appointments, use the chart on the following page when you begin

looking for an internship.

For additional information on interviewing, review:

Bolles, Richard Nelson, What Color Is Your Parachute? Ten Speed Press, 
Berkeley, CA, 1979. On reserve in EEC Reading Room and 
ava.ila,ble at book store.
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NAME MAJOR

Letters sent to:
(Name9 address, date)

Responses Received 
(Favorable/Unfavorable)

Interviews 
(Date/Time/Place)

. -

-
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Unit 4: Researching a Company

Ass ignmerits:
1- Read pages 46-49 in manual.
2. Review article on pages 36-38 in manual.
3. Survey industry literature.
4. Complete Company Research Report outlined on page 49.
5. Two typed copies of research report due Week 9.

Study and research of the firm will be necessary iirrpreparation 

for your interview. Remember the better prepared you are for your 

interview, the more, successful you will be. You will have practice 

doing such research in this unit.

WHERE DO YOU FIND COMPANY INFORMATION?

Your first resource should be company literature and brochures. 

You have two immediate sources for such information: (1) CTID

Division Office, EEC Room 129; (2) Placement Service Reference Library.

A limited number of brochures and pamphlets are available for 

your use in the CTID Division Office. These materials can be checked 

out for review, but must be returned. Review several so that you get 

a better idea of what different firms offer.

The Placement Center Library located in the Nugent Building 

(across the mall from the Student Union) is better supplied with company 

literature. Without paying any fee, you have access to company 

brochures and pamphlets. As long as other copies remain, you may have 

a copy to keep. Take advantage of this tremendous resource.

If you have no idea what firm you are interested in re

searching, the Placement Center also has color-coded guides which will 

direct you to general information. One such guide deals entirely with
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intemships. Other directories include:

Y1 (yellow) Opportunities in Interior Design
Y39 (yellow) Career Options for Undergraduate Women

L. Home Economics 
U. Retail and Fashion 

• DD. Retail Management

You may also ask to see the College Placement Annual. By re

viewing these directories, you might gain some information that will 

help you zero in on one firm.

IF YOU DON'T FIND A BROCHURE OR ANNUAL REPORT 
ON A SPECIFIC COMPANY, WHAT SHOULD YOU DO?

Another source you might utilize is The University of Arizona 

Reference Room in the main library. Here you will find career indexes, 

annual reports, and business directories. Examples of directories you 

might want to look at include:

Thomas' Register of American Manufacturers
Poor's Register of Corporations, Directors, and Executives 
Macmillan's Job Guide to American Corporations 
Guide to American Directories 
Trade Directories of the World

Another alternative is to call the company and request litera

ture. This may be necessary for a small and/or independent firm.

To give those of you in Merchandising (both Fashion and Home 

Furnishings) a head start, on the next page is a listing of stores that 

fall under four major conglomerates:
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Federated Department Stores
I. Magnin & Co,
Ralph’s 
Levy’s
Sanger Harris 
Goldsmith’s
Burdines-rGold Triangle
Shillito’s
Filene’s
Abraham and Straus

Bullocks 
Gold Key 
Boston Store 
Foley’s 
Rich’s 
Rike’s
Gold Circle Lazarus 
Bloomingdale ’ s

Allied Stores Corporation

Bon Marche 
Muller’s 
Black’s 
Cain-Sloan 
Herp’s 
Wren’s 
Pomeroy!s 
Sterns 
Reed’s
Dry Brothers 
Maas Brothers

Joske’s
Heer’s
Donaldson’s
Field’s
Polsky’s
Hardy-Herpelsheimer
Troutmans
Gertz .
Jordan Marsh 
Levy’s East

Associated Dry Goods

Lord and Taylor 
L. S. Ayres 
Stixg Baer and Fuller 
Denver Dry Goods Co.. 
The Stewart Dry Goods 
Goldwater’s 
Powder Dry Goods Co. 
The Diamond

Co.

J. W. Robinson Co.
Joseph Home Co.
Sibley, Lindsay & Curr Co. 
The H. & S. Pogue Co.
Hahne & Company 
Robinson’s of Florida 
The William Hengerer Co. 
Sycamore Specialty Stores

Carter Hawley Hale Stores, Inc.

The Broadway
Capwell’s Oakland
Neiman-Marcus
Holt, Renfrew^--Montreal
Sunset House— Los Angeles

The Emporium 
We instock’s Sacr amento 
Bergdorf-Goodman 
Waldenbrooks— Stanford

There are many other stores that are part of large cor

porations as well as others that are independent. After reviewing
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several ' company brochures, you will have a better understanding of 

what is available in internship possibilities.

COMPANY RESEARCH REPORT

For the Company Research Report due Week 9, you must select 

one store, firm, or studio (such as Levy’s, K-Mart, Lou Regester 

Furniture, I. Magnin & Co.). Survey literature available and answer 

all of the following questions:

Firm name:
Headquarters address:
Name and location of branch store(;s)
Description of firm (services rendered, independent

or chain, department or speciality store, clientele, 
etc.):

Description of internship opportunities:
Description of executive training program:
Other pertinent information:
Source of your information:

All of this information should fit on one typed page in most

cases. This is a very brief store analysis, but it will give you an

idea of the type of research you should do before an interview. Two

typed copies of the report are due Week 9. They will be evaluated on

thoroughness and accuracy of your information. One graded copy will

be kept in your internship file;* the other graded copy will be returned

to you.
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Unit 5: Proposal Writing

Assignments:
1. Read pages. 50-61 in manual.
2. Study examples on pages 55-60 in manual.
3. Review proposal evaluation chart on page 61 in manual.
4. Two typed copies of internship proposal due Week 12.

WHAT IS THE FUNCTION OF AN INTERNSHIP?

By now you may realize that an internship may be of use to you. 

It may not be ideal for everyone, but for most students it can serve 

some useful purposes:

1. Give you experience working in your chosen field.

2. Give.ypu a chance to apply what you have learned in school to 

the "real world."

3. Provide you with an arena for observing and participating in 

the operation of organizations solving real problems.

4. Enable you to meet people who could be useful to you in the 

field that you plan to enter.

5. Enable you to leave the shelter of college without really 

committing yourself to the working world.

When you decide that you can benefit from an internship, you then have 

the difficult task of defining what, specifically, you want to 

accomplish during your internship.

WHY WRITE AN INTERNSHIP PROPOSAL?

Writing an internship proposal:

1. Helps you pinpoint what you want to learn during an internship.

2. Is an effective tool to use when interviewing for an internship.
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3. Clarifies for the employer what you expect to learn from your 

internshipo

4. Helps the Internship Coordinator determine the number of units 

you may contract for during the internship.

Your proposal will consist of five basic parts:

1. statement of internship location, anticipated time period, and 

approximate hours per week (see examples on pages 5 5 - 6 0 ) 5

2. objectives to be attained;

3. activities to be done to attain objectives;

4. your means of evaluating each activity; and

5. the five evaluation standards set by the department.

1. Statement of Location

At this point in time you may not be positive where you would

do an internship. However, for the purpose of the required proposal

for this class, indicate where you would consider doing an internship.

Also, indicate approximately how many hours a week you would work.

Remember, a basic 3 unit internship requires a total of 200 hours of

work. More hours would be required for more units. An example of

such a statement is:

This proposed internship is to be completed at May 
D & F in Denver, Colorado. I plan to work approximately 
40 hours per week during Fall Semester, 1980.

For specific examples of a statement of location for your major, refer

to the examples on pages 55 -60.



2. Objectives to be Attained

This probably will be the most difficult part for you to write 

because it is usually difficult to put into words what you hope to 

learn. Remember, an objective is a precise statement of what is to be 

learned by the end of the proposed internship. Here are two guidelines 

to help you get started:

1. Start with an action verb that describes a specific behavior

concentrate 
work 
solve 
show 
gain 
find 
sell 
obtain

2. Follow the action verb with the content desired to be learned:

Learn how to alter costumes
Improve my interpersonal relations
Familiarize myself with basic selling techniques
Develop a knowledge of floor coverings
Observe advertising procedures
Work with sponsor on client jobs

Remember that some things you may only be able to observe, such as

buying procedures or advertising techniques. Other activities you will

be able to learn, develop, gain, etc. See the proposal examples on

pages 5 5 -6 O for more objective examples.

3. Activities to be Done to Obtain Objectives

or activity such as:

acquire
learn
develop
name
participate
improve
familiarize
expose

become
arrange
explain
identify
emphasize
tell
observe
look

The next:step is to identify what activities you will need to 

meet your objectives. You should list at least one activity for each
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objective. In some cases one activity will help you fulfill more than

one objective. If this is so, indicate that the activity relates to

more than one objective. Examples of activities that would help you

meet the objectives listed in 2. on page 52 include;

Making or altering costumes to the individual actor’s size 
Observe customer behavior and relations with salespersons 

to recognize what areas I need to improve .
Become familiar with the different types of floor coverings by:

(.1) looking through catalogs and manufacturer’s literature
(2) studying the samples in stock 

Work with clients on design problems with the store’s permission

Try to keep your activities realistic. Remember you will only be able

to observe certain areas. On the other hand, be sure that you are

doing more than just observing.

4. Your Means of Evaluating Each Activity

Another difficult task you have before you now is to determine 

how YOU will know that you have met your objectives. For each activity 

you have listed which is fulfilling an objective, you must now indicate 

how you will evaluate your success.

Some examples of how you might evaluate your progress might be: 

Have I learned what I wanted to learn?
Can I contribute some of my ideas and learn from others’ ideas?
Keep a pictorial record of displays arranged 
Keep a list of costumes worked on, detailing methods and 

materials used to create the right image 
Organize a lighting portfolio containing domestic and foreign 

design trades
Review what I have learned, compare it with my original 

objectives, and determine where in my field I belong

Just as one activity might help you meet more than one objective, one

evaluation technique might help you evaluate more than one activity.
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5. The Five Evaluation Standards 
Set by the Department

There are some evaluation standards set by the Clothing,

Textiles, and Interior Design Division that all interns must meet.

These standards are;

1, Logs sent to the school after approximately every 40 hours 

of work,

2, Mid^point evaluation by your sponsor, sent by the school,

3, Self-evaluation, at midrpoint, sent by the school,

4, Final evaluation by your sponsor, sent by the school,

5, Final, comprehensive written report including copies of work 

done, photos, drawings, etc.

These should be listed as part 5 of your proposal.

Now that you have an understanding of how to write an intern

ship proposal, rough draft one that would apply to an internship you 

are planning on doing or might do. Revise it several times before 

typing. Two copies of the internship proposal are due Week 12. Be. 

sure the proposal will meet the criteria for evaluation charted on 

page 61,
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INTERNSHIP PROPOSAL NAME
INTERIORS: MERCHANDISING .. HEC 393h

I. I will be at Levy1s Design Studio in the El Con Mall for my in
ternship working approximately 15 hours per week for 14 weeks
during Fall Semester, 1980.

II. My personal objectives to be attained during my internship are:

A. Gain an understanding of the overall scope of an interior 
design studio and the designers' responsibilities.

B. Expose myself to the resources and materials available to 
the interior designer.

C. Learn the methods of pricing services and merchandise.
D. Emphasize understanding and practicing good relations bttween 

the designers and the people they come in contact with.
E. Set up groupings of furniture and accessories on the show 

floor.

III. To accomplish these objectives, I will:

A. Observe the designers and the clients:
1. ask questions
2. participate in as many different situations as. possible
3. keep a personal log .

. B. Work with clients with the sponsor's permission.
C. Read the literature available to the designers.
D. Sit in on meetings with factory representatives.
E. Participate in the pricing of samples.

IV. To evaluate my internship, I will:

A. Keep a file of resource names and addresses.
B. Review what I have learned; compare it with my objectives and

determine where in the design field I belong.
C. Review my personal logs frequently to check my understanding

of what I observe.

V. Departmental evaluation standards will be met by:

A. ' Logs sent to .the school after approximately 30-40 hours.
B. Mid-point evaluation by my sponsor, sent by the school.
C. Self-evaluation, at mid-point* sent by the school.
D. Final evaluation.by my sponsor, sent by the school.
E. A final comprehensive written report which will include 

illustrations or pictures of any design work I am able to 
achieve.

v
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NAME '
INTERIOR DESIGN PROPOSAL— EEC 393h 

STUDENT INTERNSHIP MAT, 1980 - AUGUST, 1980

I. Arizona Studios has accepted me as an intern within their studio 
beginning May 20, 1980. The program will require a minimum of 
twenty hours per week through August 20, 1980.

II. The following objectives to be attained over the course of three 
months:

A. Acquire an understanding of the business transactions and 
managerial processes within.the studio.

B. Develop a knowledge of specific vendors, manufacturers, up
holsterers, print companies, antique dealers, custom designers.

C. Become aware of processes of utilizing the merchandise market 
and names of specific personnel within the market.

D. Develop confidence in client-designer confrontations.
E. Concentrate on lighting and lighting design as a specific 

area of study.
F. Obtain education in the field relative to energy conservation 

and techniques to fulfill energy requirements.

III. To attain the above objectives, the following- activities will be 
accomplished:

A. Participation in billing processes, inventory ordering and 
receiving, appointment scheduling, studio displays, personal 
assertiveness training.

B. Knowledge of associates in the field, vendors, dealers, 
through work on specific design problems.-

C. Knowledge of the merchandise mart through visiting the mart, 
verbalizing, and making commitments.

D. Confidence developed through solo design problems and gains 
in knowledge of the field.

E. Personal research in lighting, through attending seminars,
, literature, attending conventions,, observing trade shows,
talking and understanding the problems of today's public needs.

F. Working closely with the designer in the area of energy 
conservation through solar energy; gain knowledge from her 
expertise and experience.

IV. The objectives designed in this internship will be evaluated 
according to the following:

A. Complete portfolios of design problems accomplished.
B. Personal catalog file of vendors, merchandise mart sources, 

local dealers, custom designers.
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NAME
INTERIOR DESIGN PROPOSAL (Cont.)

C. Portfolio in lighting containing domestic and foreign design 
trades.

D. An evaluation of the mechanics of the studio9 designating 
specific problems within and possible solutions.

V. Departmental evaluation standards will be met by:

A. Logs sent to the school after approximately 40 hours of work.
B. Mid-point evaluation by the designer sponsor, sent by the 

school.
C. Self-evaluation sent by the school at mid-point.
D. Final evaluation by the designer sponsor, sent by the school.
E. Final comprehensive written report which will include slides 

of design work accomplished.
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INTERNSHIP PROPOSAL 
FASHION MERCHANDISING

I. Location— For the duration of my internship, I plan to work a
minimum of 40 hours per week for I. Magnin of San Francisco
during Fall Semester, 1980.

II. During my internship, I plan to fulfill the following educational
objectives:

Gain personal awareness of firm’s structure
1. type of internal.structure
2. various managerial and departmental positions 
Look into training programs and experience required for 
various positions.
1. assistant buyer
2. buyer
3. department manager
Become familiar with and learn about the department store 
functions.
1. basic selling techniques

a. salesmanship
b. customer behavior
c. customer relations
d. merchandise and fashion consciousness

2. operations
a. receiving and marking
b. checking
c. deliveries and returned goods

3. personnel
a. employment
b. training
c. compensation

4. advertising
a. planning and executing sales promotion
b. displays
c. media

III. In pursuing these objectives, I plan to:

A. Observe employment and training procedures.
1. interviews
2. initial indoctrination
3. floor training

A.

B.

C.

NAME
HEC 393b



114
-59-

NAME
FASHION MERCHANDISING PROPOSAL (Cont.)

III. (Cont.)

B. Gain practical experience in executing duties and re
sponsibilities through:
1. selling on the floor
2. observing customer behavior and relations with sales

persons
3. gathering information about merchandise from:

a. company literature
b. manufacturersT catalogs
c. merchandise labels.

C. Observe and possibly receive experience in non-sell areas
1. shipping and receiving
2. marking
3. stocking
4. displays
5. . advertising

IV. Personal evaluation techniques.

A. Keep log on customer behavior and have the sponsor critique 
sales performance and techniques.

B. Assemble notebook on available company and manufacturer 
information.

C. Determine if personal development has been stimulated.
D. Examine awareness of career choices upon completion of 

internship.

V. Evaluation— departmental standards.

A. Logs sent to the school weekly upon completion of 40 hours 
work.

B. Mid-point evaluation by my sponsor, sent by the school.
C. Self-evaluation, at mid-point, sent by the school.
D. Final evaluation by my sponsor, sent by the school.
E.. A final comprehensive written report.
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INTERNSHIP PROPOSAL ' NAME
CLOTHING AND TEXTILES HEC 393b

I. My internship with Invisible Theater will require 20 hours a week •*
for 10 weeks during the summer of 1980.

II. During my internship, I plan to fulfill the following:

A. Learn how to work with actors and their individual costume
needs.

B. Learn how to alter costumes.
C. Learn how to design and make costumes from different historic

periods.
D. Learn to appreciate the flavor of a production and design 

costumes that fit the image.
E. Learn to simulate fabrications to present the look working 

on a strict budget.
F. Develop speed in .design and construction techniques.

III. I will achieve these objectives by:

A. Making or altering costumes to the individual actor’s size.
B. Making patterns by the flat pattern method, or draping method, 

or modifying commercial patterns where possible.
C. Working closely with...costume designers for the plays to gain 

some perspective on their design philosophy and learn tech
niques that work for them in regard to simulating fabrics 
and historic periods.

IV. To determine if I achieved objectives, I will:

A. Feel successful if I am able to create the patterns required 
and am successful in gathering the items called for.

B. Have learned what I wanted to learn if I can contribute some 
of my ideas and learn from others.

C. Keep list of costumes worked on, detailing methods used to 
create the right image.

D. Keep pictorial record of costumes worked on.

V. Departmental evaluation standards will be met by:

A. Logs sent to the .school after approximately 40 hours of work.
B. Mid-paint evaluation by my sponsor, sent by school.
C. Self-evaluation, at mid-point, sent by school.
D. Final evaluation by my sponsor, sent by school.
E. A final comprehensive written report which will include the 

pictorial record of costumes worked on.
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NAME

PROPOSAL EVALUATION 30 POINTS POSSIBLE

ITEM EVALUATED POINTS
POSSIBLE

POINTS
EARNED

Statement of proposed location 4
Obj ectives clear 4
At least one activity related to each objective 4
Evaluation of each activity 4
Departmental evaluation standards included 4
Spelling/capitalization 3
Typing, corrections, overall neatness 4
Organization, correct outline form 3
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Unit 6: How Your Internship Works

At this point you may have decided that an internship would be 

very beneficial to you. The writing of your resume, at least one letter 

or conversation with a prospective employer, and a successful interview 

may be behind you now. Once you have been accepted by a firm as an 

intern, the paperwork will be started that makes your internship 

official. This unit of the manual gives examples of the forms that 

will be used during your internship and explains each of them.

Internship Information Sheet for the Sponsor

~ It is not necessary for you to arrange your internship with a 

firm that has had a University of Arizona intern before. If you do 

decide on a firm that is not familiar with the program, it is possible 

to obtain an information sheet shown on pages 63 and 64 to explain the 

internship program. A copy of this information sheet enclosed with your 

letter of inquiry can be very helpful if you are approaching a new firm, 

or one that has a new manager who is unfamiliar with the internship 

program. Copies of this information sheet are available from the 

Internship Coordinator. .

Internship Description Form

On page 65 is shown a form that is used to help the Internship 

Coordinator better understand the internship possibilities of a new firm. 

This form will not be used by all interns, only by those who will, be 

interning with a firm new to The University of Arizona Internship 

Program. It will be necessary for this form to be completed before the
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INTRODUCTION TO 
CLOTHINGs TEXTILES, & INTERIOR DESIGN 

INTERNSHIP

UNIVERSITY OF ARIZONA 
SCHOOL OF HOME ECONOMICS

Definition 'arid Goals-$

Prior to graduation, students majoring in Clothing and Textiles, 
Fashion Merchandising, and Interior Design are strongly encouraged to 
complete an internship. At this point in their academic careers, most 
students are serious in their attention to professional pursuits, but 
have had relatively little experience working within an organization or 
with colleagues or clients. The internship is intended to provide some 
of this exposure while at the same time supplying useful services to 
cooperating organizations. From the student’s standpoint, it serves 
several purposes:

(1) The internship provides the student with a real experience 
in the chosen field of specialization.

(2) The internship provides the student with some realistic 
professional exposure.

(3) The internship helps the student become aware of the 
relationship of subject matter to the pursuit of pro
fessional goals.

(4) The internship exposes the student to the processes 
involved in acquiring a position in the field.

Duration:

The internship is generally of one semester’s duration— 12-16 
weeks work. Twenty hours of work per week will be the recommended 
-minimum. The number, of units to be awarded must be established at en
rollment by the Internship Coordinator. Credit will be allowed for 
part-time work if the work is determined to be of educational value.

Conditions of Employment:

.A student arranges an internship much as one secures employment. 
General terms are worked out by the prospective "sponsoring agency" and 
student, with the approval of the Internship Coordinator. The sponsor 
should bear in mind, however, that the primary reason for the student’s 
presence is of an educational nature and that he will assist the 
student’s professional and academic progress for the duration of the 
internship.
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For the purpose of evaluation, it is required that the. student 
submit a weekly log of his activities, and that he be evaluated by the 
sponsor at the midpoint and conclusion of the internship. Forms for 
this purpose will be provided by the Division office.

Compensation:

Because the internship is intended to serve the academic needs 
of the student, the faculty lias refrained from any stipulation of 
stipend or salary for the student. Decisions with respect to remunera
tion are the concern of:the sponsor and the student.

Questions:

Questions that may arise should be directed to the Internship 
Coordinator, Division of Clothing, Textiles, and Interior Design,
School of Home Economics, University of Arizona, Tucson, AZ 85721;
(602) 626-1295; or leave a message at (602) 626-1075.
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DESCRIPTION OF INTERNSHIP 
PLACEMENT POSSIBILITY

Date: _________________

Title of Sponsoring Agency _______ _________ ____________________

Street Address __________ .____________ _________________ _______

City _________________  _̂_____State   ZIP -

Telephone (____)_______ _____________ ________________________ _

Sponsor fs Name '_______________________________ ;____________ _

Position(s)  ___________ _________ ___ _________________

Telephone j[ ) __________________________________
(if different area)

Briefly describe the type of activities possible for a student on a 
field project (25-50 words).

FOR FURTHER INFORMATION, PLEASE CONTACT INTERNSHIP COORDINATOR—  
DIVISION OF CLOTHING, TEXTILES, AND INTERIOR DESIGN, UNIVERSITY OF 
ARIZONA, TUCSON, AZ 85721.



1 2 1

-66-

Internship Coordinator and student can discuss the total possible units 

that can be earned during the proposed internship„

Internship Contract

One of the most important forms that you will be responsible for 

is the Internship Contract shown on page 67- All interns are required 

to send a copy to the sponsor attached to the internship proposal. The 

student should fill out the five lines at the top before sending it to 

the sponsor. The sponsor will fill out the middle portion describing 

the internship, and will approve the proposal as being feasible. Once 

the contract has been returned to you with the sponsor's signature, you 

will discuss the number of units to be earned during the internship 

with your Internship Coordinator. The last two signatures will be 

added once the number of units has been agreed upon. Then you should 

send the original to the sponsor, give a photocopy to the Internship 

Coordinator with a copy of your proposal (if this has not already been 

done), and maintain a copy for yourself. Remember, you, the intern, 

are responsible for seeing .that all three copies are properly dis

tributed after signing. Ideally, the signed contract will be on file 

with the Internship ..Coordinator before you begin working.

Request for Registration in absentia

If you are doing your internship and not taking any other 

courses at The University of Arizona, you will register in absentia.

This eliminates your paying campus use fees. The form on page 68 is 

a sample in absentia form that you will obtain from the Internship
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INTERNSHIP CONTRACT

Student’s Name _______  '    Semester ____

Sponsoring Agency  ._____________________________ _____________

Sponsoring Supervisor  __________________________________ ______

Sponsor’s Address _________________________ « ______ _______

Sponsor’s Telephone____________ ._____________________ _________

Describe fully the responsibilities and training potential of this 
position:

Approximate starting and ending dates of the internship __̂__________
■_____ . Approximate number of hours to be worked each week _____

Number of units assigned to the internship by the Internship 
Coordinator ____________

ATTENTION SPONSOR: At the mid-point and conclusion of the internship 5
the Sponsor will be asked to complete an evaluation of the student’s 
performance. Forms will be provided by the School.of Home Economics, 
University of Arizona.

Internship Coordinator

Sponsor’s Name and Title Student’s Signature

cc: Sponsor, Coordinator, and student.

v
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Packet Returned
J-ee Receipt Sent

T H E  U N I V E R S I T Y  OF A R I Z O N A
T U C S O N .  . A R I Z O N A  85721

OFFICE OF THE REGISTRAR

REQUEST FOR REGISTRATION IN ABSENTIA

EFFECTIVE DATE: August 19____  or January 19___  or June 19___  or July 19___

THIS REQUEST IS FOR THE ABOVE INDICATED SEKESTER/TERM 0NLYo A dditional reg is tra tion s  
in absentia must be requested in d iv id u a lly  a t le a s t four weeks p rio r to the beginning o f  
each semester/term concerned.

IF  YOU WERE NOT REGISTERED AT THIS UNIVERSITY FOR THE LAST REGULAR SEMESTER PRIOR TO THIS 
REQUEST, YOU MUST BE ADMITTED/READMITTED BEFORE THIS REQUEST CAN BE PROCESSED.

Complete the following entries and return to O ffice o f  In Absentia R eg is tra tio n , 
Adm inistration 311-B , University o f A rizona, Tucson, AZ 85721. Telephone: (602) -
626-3882.

(P r in t  Name) LAST

(M ailing  Address) NUMBER & STREET

FIRST
J______

MAIDEN

STATE ZIP

(M etric  #) (College Last R e g is te re d ^  (j^A; FA, LAW, GRAD, e tc . )  (Las t  Re gi s te re d) 

Current Status: (Check One) G ra% 4te/  Undergraduate  C lass ifica tio n

Course/s For Which You W is ^ T o v ^ M ^ te r:  

Department rs\xNum be r Uni ts Course Adviser

GIVE DETAILS HERE IF  COURSE FEES ARE TO BE BILLED TO A SCHOLARSHIP CONTRACT:

ADDITIONAL COMMENTS:

Signature Date

+**SEE REVERSE FOR ADDITIONAL INFORMATION, COURSES AVAILABLE, AND FEES***
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Coordinator. After the Internship Contract has been signed and the 

number of units determined5 you will fill out the in absentia, form 

stating the address where you want to be billed. The Internship Co

ordinator is responsible for turning in the completed form to the 

Registrar*s Office. You will be billed by the Registrar*s Office after 

.walk-through registration for the semester involved. During the summer9 

you will be billed per unit whether you are an in-state or out-of-state 

student. During fall and spring semesters, you will be billed

according to the total number of units and your residency.

Log Format

During your internship it will be necessary for you to record 

your learning experience by sending in logs to the Internship Co

ordinator after approximately every 40 hours of work. For some interns 

this will mean a log a week; for others it will mean a log every two

weeks. On page 70 you will find the format that you are to use for your

typed logs. It is very important that you fill out the top right hand 

comer information on every log. Then for the body of the log you 

should outline your experiences using ,the four headings underlined on 

the bottom half of -the page. This will help you look back on your 40 

hour experience as a unit, not a minute by minute trial. Remember that 

the sponsor will not see your logs, so this is your opportunity to 

analyze the people you are working with, as well as what you. are 

experiencing. All logs are to be typed, and be sure to keep a copy of

every one. They will, help you review your total experience when the
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LOG FORMAT

Name_

Date

Firm

Number of hours this log

Cumulative total of hours

LOG TEXT

The log text should reflect your total internship experience during 
the hours reported every 2 weeks or 40 hours. Use the 4 headings 
below to concisely summarize what you have experienced.

1). Identify the specific tasks assigned

a. Relate these experiences to your proposed objectives

b. List additional experiences beyond your proposed 
objectives

2) Evaluate performance

a. Positive results and/or negative results

b. Suggestions for improved performance

3) Include interactions with sponsor or other personnel 
identifying interpersonal relationships

4) Include personal reactions to internship experiences 
for this log period
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time comes at the end of your internship for you to write your final 

comprehensive report. If you keep up with your logs, they will not 

become a burden. However, if you allow yourself to fall behind, you 

will find writing your logs will be more difficult.

Log Example

An example of a well-written, concise log can be found on 

pages 72 and 73. Notice that .complete sentences are not necessary. You 

are listing the things that you have done and learned; then you are 

discussing how you reacted to these assigned tasks•and learning expe

riences. A log.-for a 40-hour period can fit on two pages, but feel free 

to make.it longer if you had a particularly full week. Again, remember 

to keep a copy of every log you send in.

Mid-Point/Final Evaluation By Your Sponsor

Twice during your internship, your sponsor will be asked to 

evaluate your progress. In the middle of your internship, and again 

toward the end, the Internship Coordinator will send a copy of the 

Appraisal of StudentTs Internship Experiences form shown on pages 74 and 

75. At mid-point, the sponsor's completed form will indicate to the 

Internship Coordinator how you have been progressing. Any real problem 

areas can then be conveyed to you so that you will know where you need 

to improve. Some sponsors will go over this evaluation form with the 

intern before it is returned to the University while others will not.

You have access to it at any time during or after your internship by 

contacting the Internship Coordinator.
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(EXAMPLE)
INTERNSHIP LOG #2

Date: October 265 1979
Name V Jane Doe 
Number of Hours: 40
Cumulative Hours: 80

I. Specific Tasks:

A. Matted selection of various prints for display with the studio 
--became familiar with the price of original artwork available
within the city;

— learned how to mat examples with accuracy and skill.

B. Client interview for design project
— gathered final selections for wall coverings and carpet; 
— wrote, up specifications for ordering materials;
— ordered measurements to be taken for the draperies; 
wallcoveringss and carpeting.

C. Contacted supplier for current prices on plastic laminate 
countertops.

D. Contacted a local firm for estimates on replacing existing 
countertops.

E. Consulted with client about remodeling the existing living 
room space.

F. Worked on the floor of the studio in a sales position during 
the sale
— answered questions and provided information concerning 
» German mantel clocks and other clocks within the studio;
— became acquainted with the large selection of oriental rugs 
available for purchase.

G. Discussed the exam required for ASID affiliation
— sponsor was scheduled to take the exam and the discussion 
centered around the specific design problem assigned;

-— the history section can be found in the book tilled 
INTERIOR DESIGN AND DECORATION— Whit on;

— the drafting section was a rehabilitation facility for 
juveniles;

;— there were spaces required for administration, rehabilita
tion, and housing;

:— electrical lighting and furniture plans were required to 
accommodate these activities.
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II. PERFORMANCE:

A. There was a large selection of prints that needed to be 
matted before they could be properly displayed and pre
sented for sale to clients,

Bo The client consultations were most satisfactory
— have expanded the original design process from just the 
basic family living spaces to one that includes two 
bedrooms and both bathrooms;

— have been recommended to two new prospective clients by 
our present client,

Co The sales work provides the opportunity to meet clients and 
discuss the services available within the studio 
— this essentially gives toe the opportunity to seTLvmyself 
and the ability I have to offer.

HI. DISCUSSIONS:

A. Based on the design project for the residence
— we went over all the specifications outlined for the project 
and are computing an estimate to present to the client this 
week.

B. Based on the AS ID examination .
— the degree of difficulty was clearly outlined and gave me 
the opportunity to see the options that might be imperative
if the ASID affiliation is an important goal for the future.

IV. PERSONAL REACTIONS:

A. I am totally satisfied with toy internship under my sponsor.

. B. My objective is to become acquainted with all aspects of
residential design on a professional and business level.
In the future5 I would like to own a studio and this 
experience provides an excellent opportunity to see first 
hand the mechanics of such a business.
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APPRAISAL OF STUDENT’S INTERNSHIP EXPERIENCE 
(MID-POINT/FINAL)

Student’s Name Firm’s Name

Supervisor Making Evaluation Supervisor’s Title

In rating this student, please check (/) the column that is the most 
applicable after each trait tested. H = High, A = Average, L> = Low,
N/A = Not Applicable.
_______________ •    H A .L N/A
COOPERATION

Shows sincerity and interest . . . . . . . . . . . _____________
Observes store’s rules  ........... ............. .... .....
Cooperates naturally and willingly .............  ............

*   Works harmoniously with employer/supervisor . . .  ___________
Works harmoniously with other employees . . . . . . _____ ______

DEPENDABILITY
Able to function in supervisory position . . . . . _____ .________
Stays with the job through difficulties . . . . . _____ ______
Assumes responsibility............. . ............
Gets to work on time.....................   . . . ______ ______
Returns from lunch and breaks on time ....... ...............
Does a dependable job though

supervisor’s not on hand . . . . . . . . . . . ___________
Attentive in developing understanding of

policies and procedures .  ....... ............. _______

MANNERS AND APPEARANCE
Wears clean, neat, and appropriate clothing

for the j o b .............................. ....... ......
Shows professional attitude to customers .......  ...... .....
Shows consideration for other employees . . . .  . _____ ______
Speaks in pleasing voice  ....... ........ ..____
Maintains p o i s e ............................................

QUALITY OF WORK
Competence (compared to beginners in field) . . . 
Good communication of observations, im

pressions, or ideas verbally or in
written form .  ...............  .

Shows skill and accuracy . . ...................
Suggests additional merchandise ...........  . .
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H A L N/A
QUALITY OF WORK (cont.) i

Is creative in satisfying customers . . . i . .
Demonstrates capacity to relate learning

to new experiences ......................

ATTITUDES
Is enthusiastic about work.......
Asks for help and constructive criticism . . .
Welcomes suggestions . „ ............... . . .
Feels that it is important to do a job well . „
Shows a loyalty to f i r m ......... .
Maintains cheerful disposition . ..............

INDUSTRY AND INITIATIVE
Takes pride in completing a job .............
Works continuously ........... .
Studies merchandise when there are no 

. . customers . . . . . . . . . . . . . . . . .
Assumes responsibility for stock work . . . . .
Shows professional qualities . . .  .......  . .
Utilizes field placement as a learning

experience  ̂ ............................

OBSERVATION AND MEMORY
Observes customer types . . .  i . . . . . . .  .
Observes trends in customers' tastes . . . . . .
Observes selling points in merchandise .......
Remembers prices...........................
Remembers stock locations ...................
Remembers customers and their names .........
Remembers customers' needs and wants . . . . . .

GENERAL SUMMARY:
Please rate the overall performance of the student:

Excellent Good Fair Poor
Strengths— What are the student's outstanding abilities 

tions?
or qualif ica-

Weaknesses— Where does the student need to improve?

In your opinion, what is the student's potential for professional 
success in the area of his internship?

EvaluatorTs Signature Date



When the same form is again used at the end of your intern

ship 9 the Internship Coordinator can evaluate how you have grown since 

the mid-point evaluation. There9 obviously5 should be some improvement 

from the mid-point to the final evaluation. Again, the Internship 

Coordinator will be able to alert you to those areas that the sponsor 

feels you are strong in as well as those in which you need to improve.

Mid-Point Internship Self-Evaluation

Halfway through your internship, you will also be asked to 

evaluate your internship thus far. The form illustrated on pages 77- 

7-9 wil-l be sent to you. Fill it out when you have sufficient time to 

think about your internship so far. Again, this will not be seen by 

your sponsor, so if you are having problems, or want to let off steam, 

now is the time to do. so. On the first and last pages, make your 

answers brief but thorough. A simple Myesn or "no" is not sufficient.

Outline For Internship Report

At the end of your internship, you will be required to turn 

in a comprehensive written report. The contents of the report should 

follow the outline on page 80. All five sections must be covered.

Feel free to include examples of paperwork you might have used during 

your internship. Label these as samples and fill in with information 

similar to what you would actually record. Pictures, illustrations, 

drawings, sketches, floor plans, etc. can also be included. Do not 

include a copy of all your logs. If you are doing an internship for 

less than 5 units, the final written report is due the last day of
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MID-POINT INTERNSHIP SELF-EVALUATION

The following statements are to make you think seriously about your 
performance thus far, and to pinpoint areas where you may need to set 
new goals during the remainder of your internship. Provide meaningful 
comments and return to the Internship Coordinator with your next log.

I. The Internship Position:

A. Is this position providing adequate learning experience for 
you with your background? Explain.

B. Can you improve the effectiveness of your experience? If 
not, why not? If yes. How?

II. The Sponsoring Agency*s Expectations:

A. Does your sponsor understand your purpose and goals?
-   yes  no Are their expecations too low? If so,

can you remedy? If not, why not?

B. Do they assume your background has prepared you for a 
position or situations you are not equipped to handle? . 
Explain.

C. Did you do adequate preparation before accepting the
position, investigating the sponsoring agency and level 
of placement? What additional preparation might you have 
done?
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III. Interpersonal Relationships:

For this section of the evaluation, respond by checking ALWAYS, 
USUALLY, jSOMETIMES, or NEVER. Then in the comment section, write 
a .few words to explain those questions that you did not answer 
with ALWAYS.

Characteristic A U S N Comments
Do you do your share, cooperationwise, 
for the furtherance of the firm?

Do you cope with annoying situations 
without losing poise or temper?

Is your attitude one of eagerness to learn?
;

Do you find something new to learn even 
in the most routine tasks?

Do you consider your position 
challenging and worthy of you?

Do you find your attitude toward 
clients helpful and concerned?

Do you:
a. recognize clients’ needs?
b. try and assist clients?
c. demonstrate ease in initiating 

conversation with others?
d. show confidence?
e. have poise in dealing with 

clients and the public? -

Can the firm point with pride to you 
as one of their employees?
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Characteristic A U S N Comments
Is your attitude one of assistance to the 
sponsoring agency in accomplishing their 
functions?

Are you prompt?

Do you produce?

Do your work patterns and quality of work 
produced justify the time and money the 
firm is investing in you?

Do you look forward to each day 
enthusiastically?

Do you. encourage communication, harmony, 
and understanding with fellow employees?

IV. Future Goals:

A. Do you view this experience as a shott term position? If yes 9 
are you personally committed and involved for .the present? -

B. Has this experience clarified future goals? If so, how? 
If not, why not?

Co Describe areas of personal interest and ability that you had 
not been aware of before.
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OUTLINE FOR INTERNSHIP REPORT

I. Introduction

A. Who, when, where, how.
B. The internship as arranged by sponsor, student, and co

ordinator.
C. Personal considerations in the planning.

II. Personal Objectives
A. As originally stated.
B. As altered by actual experience.

III. The Place
A';. An overall view.

1. Organizational structure
2. The personnel
3. The policies
4. The physical surroundings
5. The image

B. Individual reaction.

IV. The Internship in Depth..
A. Position and responsibilities.
B. Activities not assigned but related to completion of 

objectives.
C. On-the-job training.

1. Description
2. Evaluation

D. Survey of objectives completed.
E. Survey of things beyond objectives learned.

V. Conclusion
. A. Personal-Professional

1. Goals achieved
2. Current direction of professional plans based on 

internship
B. Total experience.
C. Suggestions.
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classes for that semester. If you are doing a 5 unit ox more intern

ship 9 your final written report is due during registration week of 

the next semester. It takes time to organize this report9 so don't 

put it off until the last minute» You will want to be saving things 

as you go through your internship9 just in case you have a need for 

them during the preparation of your report.

Policy Statement Regarding Internship

You should now have a full understanding of the complete 

• internship cycle. The policy statement that concludes this chapter is 

an inrdepth written.statement of how The University of Arizona Intern

ship Program for Clothing9 Textiles 9 and Interior Design is organized. 

Read it through carefully to be sure you understand what is expected 

of you9 and what you can expect from the University. Any further 

questions should be directed to the Internship Coordinator.
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Division of Clothing9 Textiless and Interior Design 
Policy Statement Regarding Internship Program 
Spring, 1980 (revised)

OBJECTIVES OF THE INTERNSHIP PROGRAM:

A. To provide the student with a real experience in the chosen 
. field of specialization.

B. To provide students with some realistic professional 
exposure.

Co To expose the student to the processes involved in acquiring 
a position.

D. To help students become aware of the relationship of subject 
matter to pursuit of professional goals.

E. To allow an opportunity for interchange among students after 
completion of the"internship.

I. Involvement in the HEC 393b (Clothing/Textiles & Fashion Mer
chandising) and 393h (Interior Design) Internship Programs.

A. A minimum of 1 unit of Pre-Internship Seminar is required of
all students in all majors in the CTID Division.

B. Students should be made aware through the advisors of the 
educational value of an internship experience beyond the

- pre-internship requirement and should receive help to plan 
ahead for a viable experience.

C. It is strongly recommended the student plan for an internship 
between the junior and senior year of their college program 
but not feel restricted to searching for an internship only 
during the summer semester. It is highly recommended.that 
the final semester be in residence.

D. A written proposal is prepared by the student as part of the
Pre-Internship Seminar. This internship proposal must be 
reflective of educational objectives the student wishes to 
accomplish during the internship. It may be directed at an 
actual proposed internship, or if no contact has been made 
with a sponsor, a simulated experience can be used, which can 
later serve-as a model.

E. The student will, with the help of the cooperating sponsor 
and the Internship Coordinator, write an internship proposal 
which outlines educational objectives and responsibilities. 
When a mutual agreement has been reached, the Internship 
Coordinator with the student will discuss the unit value of 
the internship. The proposal will be signed by the sponsor, 
the student, and the Internship Coordinator.
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F. Number of units to be earned will be based on the agreement 
of the faculty and the student in consultation with the 
Internship Coordinator. Consideration will include projected 
depth :of the experience, time to be spend, and the learning 
potential involved. The student’s academic advisor will be 
notified of:the number of units.

G. Units will be granted in the following manner:

1. EEC,393b and EEC 393h Pre-Internship Seminar— 1 .unit to
receive a letter grade (S, P, C, D, E, I, W). This one
unit is required for graduation.

2. EEC 393b and EEC 393h Internship— x units to receive a
letter grade (S, P, C, D, E, I, W) on completion of 
internship, submission of final written report, and 
attendance of postinternship seminar the subsequent 
semester.

3. The standard unit value granted for the actual internship 
will be 3 units for .200 hours internship work.

4o The student will have the option of deciding to take 
fewer.than the suggested (3) units for the internship.

5. Students desiring more than 3 units will be required to 
do additional documentation and work additional hours.

II. Content of Pre-Internship Seminar:

A. Orientation, including individual value of internship.

B. Collection of personal information— resume, current career 
objectives.

C. Letter of inquiry and interviewing techniques.

D. Research on internship and/or employment opportunities in 
field of study.

E. Student seeks a faculty advisor if in a major outside the 
Internship Coordinator’s field.

F. Student secures an internship position— by the 12th week of 
the semester if possible.
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F. 1. Potential internship positions will be on file with the
Internship Coordinator« All resource information from 
faculty advisors, students, and interested sponsors will 
be collected by the Coordinator.

2. The internship information file will be available to 
assist all students in the Division in planning for an 
internship. Assistance and guidance will be provided, 
but the student will have as much opportunity as possible 
to approximate actual employment seeking.

3. Arranging internship interviews through the Campus Place
ment Center is possible with some firms.

G. Student completes a contract form in triplicate which out
lines the objectives and responsibilities during the intern
ship. This form is completed with the assistance of the 
Coordinator and is submitted to the sponsor who adds an 
agreement signature to that of the student. A copy of the 
proposal and contract is kept by each of the parties involved. 
The Coordinator will maintain a file copy of the proposal
and contract.

H. The studentTs academic advisor is kept informed of the 
student's plans.

I. Individual and group exploration within career interest areas 
possibly involving guest speakers. Students that have been 
out on an internship should be valuable resource people.

J. Student makes arrangements for thejdff-campus experience. 
Involved may be paperwork on leaving the University for a 
semester, living off-campus arrangements, procedures for 
registering for units, etc.

K. Students entering the program with field experience relevant 
_ to their major may be exempted from the Divisional pre

internship requirement. The student, however, may be required 
to submit a comprehensive written report in partial ful
fillment of the pre-internship requirement.

Content of the Internship:

A. The experience is an individual experiment with the purpose 
of achieving specific educational goals.
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B. The student will submit a log of activities in terms of 
learning experiences representing 40 hours work. It will be 
an evaluative document9 preferably typed, rather than an 
event recording document. Hours per week and a running total 
of hours completed must be reflected on logs.

C. The student will complete a self-evaluation at mid-point in 
his internship while reviewing his objectives. The forms 
will be sent at mid-point of the contracted internship by 
the Division.

D. The sponsor is to provide an evaluation of the student at the 
mid-point and conclusion of the internship. Evaluation forms 
for this purpose will be sent at the appropriate time by
the Division.

E. The Internship Coordinator will maintain the operational 
aspects of the internship program. The Coordinator^ function 
includes keeping active files, conducting pre- and post- 
internship seminars, counseling students in all phases of
the internship, and maintaining communication with Division 
faculty.

F. A written report of the internship experience is to be sub
mitted to the Internship Coordinator in accordance with 
established guidelines. The report will' be evaluative in 
content and reflect accomplishments of the identified educa
tional objectives. This comprehensive report is due in the 
Internship Coordinator^ office by the last day of classes 
for the semester in which the internship is completed for a 
4 unit or less internship._ For a 5 unit or more internship, 
the final report is due during registration week of the next 
semester (including summer registration for spring reports).

IV. Content of Post-Internship Seminar:

A. Oral presentation of experience based on the written report. 
Use of visuals is. encouraged.

B. There should be interaction between those students who have 
returned from an internship experience with"students in . 
preparation for an internship.

C. The total internship grade is dependent upon completion of 
the final written report, oral presentation of internship 
experience, and active participation during the Post- 
Internship Seminar.
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PRE-INTERNSHIP SEMINAR PRETEST/POSTTEST

DIRECTIONS: For each of the twenty questions select! the best answer.
Use a #2 pencil to mark the correct answer to each question on the 
separate answer sheet.

1. The resume of the recent college graduate usually weighs more 
heavily on:

,(a) Work experience ;
*(b) Education
(c) Extracurricular activities
(d) All of the above

- -2. -The primary purpose of a resume is to:
; i

*(a) get you job interviews
(b) help the employer decide if he should hire you ?
(c) give an extensive picture of your work experience and education
(d) none of the above

3. Personal data that should be included in your resume are:

(a) ethnic background, citizenship, weight
(b) marital status, number of children, height
(c) age, religious affiliation, handicaps

*(d) military service record, civic and professional memberships, 
hobbies and interests . . .

4. On your resume, references:

(a) should be listed by full name, title, company/school, address 
including zip code

(b) should be included to save the employer time in making a 
decision about hiring you,

*(c) should be noted as "References are available upon request"
(d) none of the above

141
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5. With^every resume you send out applying for an internship or job, 
you should not include:

(a) a recent photograph
(b) a cover letter
(c) copies of your letters of recommendation 

*(d) both a and c

6. The work experience section of your resume should:

(a) include every job you have ever had
*(b) state job responsibility especially in reference to working 

with people or handling money
(c) explain why you left each job
(d) always be arranged in chronological order from first job to 

most recent job

7. The modified block form used for business letter writing requires:

(a) that everything be placed on the left margin
(h) that return address and signature be on the right side but 

everything else start on, the left margin 
*(c) that the return address and signature be on the right side

and the first word of each paragraph be indented 5 spaces
(d) none of the above

8. A cover letter sent with a resume should:

(a) request an interview
(b) show your knowledge of the prospective company
(c) show your enthusiasm concerning the job/internship

*(d) all of the above

9. The signature on your cover letter:

*(a) should be hand-written in ink on every letter
(b) can be hand-written in easy-to-read ink on the original of

your cover letter before photocopying
(c) should be written as the name you go by even if it is not

your legal name
(d) should always be typed to make it easier to read

10 . When reviewing your letter of inquiry be sure you did not:

(a) explain why you are writing since that should be obvious 
- (b) request a specific time for an interview 
*(c) repeat what is included in your resume
(d) include your complete address and telephone number
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11. Researching a prospective company includes;

(a) finding out the full name and title of the person who will be 
interviewing you

(b) learning the structure of the company before your interview 
'(c) reading available material such as brochures and annual, reports
*(d) all of the above

12. Your success during an interview is determined by;

(a) your appearance
(b) your preparation
(c) your poise and self-confidence 

*(d) all of the above

13. For an interview, it is usually recommended that you dress;

*(a) conservatively but fashionably
(b) in the clothes you feel comfortable in to help you relax
(c) in the latest fad fashion so the employer can see that you 

keep up on fashion changes
(d) none of the above

14. Your interview will be more effective if you;

(a) control the talking 
*(b) are able to discuss confidently any sensitive areas such as 

salary requirements
(c) sit back comfortably and relax in your chair
(d) let the interviewer ask all the questions

15. An interviewer asks questions about general areas such as hobbies 
and interests primarily to:

(a) help you relax
(b) indirectly determine how much of your personal time will be 

used to benefit the company x ‘ .
(c) determine hhw well rounded an individual you are 

*(d) both b and c

16. Common mistakes made by interviewees include:

(a) stating specific geographic location and salary requirements
(b) showing enthusiasm for the prospective firm
(c) being truthful about-biases and prejudices 

*(d) both a and c
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17. Writing an internship proposal:

(a) helps you pinpoint what you want to learn during an internship
(b) clarifies for the employer what you expect to learn from your 

internship
(c) helps to determine the number of units you may contract for 

during your internship
*(d) all of the above

18. An objective is a:

(a) concise statement that tells what is to be learned
(b) goal you hope to reach
(c) statement that specifies what has to be done to show that the 

desired information has been learned
*(d) both a and c ^

19. CTID majors are required: \

(a) to do an internship 
*(b) to take (1) unit of Pre-Internship Seminar
(c) to take (1) unit of Pre-Internship Seminar, do an internship,

and then take (1) unit of Post-Internship Seminar
(d) none of the above since all internship units are optional

20. Each objective on your internship proposal should:

(a) be aecoinplish-ed by the midpoint of your internship 
*(b) be followed by realistic activities to meet the objectives 

and a means of evaluating each objective
(c) be as broad as possible to cover any possible change of

location in your internship
(d) all of the above
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9DIRECTIONS: For the next nineteen questions, select from AGREE

STRONGLY, AGREE, DISAGREE, and DISAGREE STRONGLY. Make the space 
(a) for AGREE STRONGLY, (b) for AGREE, (c) for DISAGREE, and (d) .
for DISAGREE STRONGLY. Use a #2 pencil to mark the correct
answer to each question on the separate answer sheet.

21. Some of the ideas discussed really made me think.

22. I learned a great deal of factual material in .this course.

23. I gained a better understanding of myself through this course.

24. I developed a greater sense of personal responsibility.

25. I increased my awareness of my own interests.

26. I developed more self-confidence.

27. The course provided me with a general background in the area.

28. This course has stimulated >me to take additional courses in this 
field.

29. This course gave me skills that will be applicable directly to 
my career.

30. The concepts in this course were pertinent to my major field.

31. The course had NO relevance outside of a grade and credit hours.

32. The course stimulated me to read further in the area.

33. I learned to apply principles from this course to other situations.

34. I developed skills needed by professionals in this field. \

35. I learned about career opportunities.

36. I developed a clearer sense of professional identity.

37. The content of this course was appropriate to the aims and 
objectives of the course.

38. It was not clear why I was being taught some things.

39. The instructors’ expectations we re,,NOT clearly defined.
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TABLES RECORDING QUESTIONNAIRE DATA
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. Table 3. Description of Response Rate to Questionnaire

.. Responses Raw Score Per Cent
Yes 123 77

No 36 23

Non-Response 0 0

Total 159 100

Table 4. Majors Reported That Include Internships

: Responses ... _ : . . Raw Score Per Cent

Interior Design 65 30

Fashion Merchandising 96 • 44

Clothing and Textiles 42 19

Other Related Areas3 15 7

Non-Response 0 0

Total 218 100

^Included Fashion Design3 Vocational Home Economics9 Home 
Economics in Business, Textile Science, and Apparel Manufacturing 
Management.
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Ilote: The other five related majors reported in Table 4
corresponded to the distribution in Figure 1.

Figure 1. Location of Internship in Four-Year Program
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Table 5. Schools Indicating Internship is Taken Concurrently with 

Coursework

Responses Raw Score Per Cent

Yes 80 65

No _ 42 34

Non-Response 1 1

Total 123 100

Table 6, Academic Units of Credit Awarded for Internship Work

Responses Raw Score Per Cent

Yes (see Table 7) 117 95

No 1 _1
Non-Response 6 s 4

Total 123 100



150
Table 7. Academic Units of Credit Awarded Expressed in Semester Units

Units Reported Frequency

1 4
1-2 1
1-3 4
1-4 1
1-5 1
1-6 2
i-8 1
1-10 1
1-12 3
2 1
2-3 3
2-8 1
2-10 1
2-14 1
2-16 1
3 17
3-4 - 3
3-6 9
3-10 2
3-12 3
3-15 3
4 8
4—6 1
4-12 , 2
5 5
5—6 1
5-15 2
6-15 1
6 20
7-14 - 1
7 1
8 4 -
8-12 1
9 3

10 2
12 1
15 1

Range = 1-15 units; Modes =3, 6 -units.
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Table 8. Number of Academic Units of Credit Earned for Hours Worked

Hours Worked Semester Units Earned Humber Reporting

3 hours per week 1 2
30 hours 1 3
33 hours 1 2
40 hours ' 1 8
43 hours 1 250 hours 1 . 6
60 hours 1 2
36-72 hours 1 1
80 hours 1 1

100 hours 1 3120 hours 1 1130 hours 1 2
4-6 weeks 2 or 3 • 1..72 hours 2 1
90 hours 2 2

133 hours 2-3 1
148 hours 2 1
200 hours 2 1300 hours 2 1
40 hours 3 1
73 hours 3 1

120 hours 3 4123 hours 3 2130 hours 3 6160 hours 3 1
180 hours 3 . 2
200 hours 3 6225 hours ‘ 3 - ■ 1280 hours 3 1300 hours 3 5320+ hours 3 26 weeks 
60 hours + 30 hours 4 1

_lecture 4 1160 hours 4 1186 hours ‘ 4 1240 hours 4 -  1230 hours 4 1236 hours 3 1260 hours ' 5 1320 hours 5 1
144 hours 6 12.00 hours ' 6 2225 hours 6 1240 hours 6 2230 hours 6 1280 hours • 6 - 1320 hours 6 3330 hours 6 1360 hours 6 2600 hours 6 11 semester 6 1320 hours 7 1320 hours 7-10 1240 hours 8 1330-400 hours 8 , 1400 hours 8 3400 hours 10 2400 hours 16 1
Non-Response 14
Total . , 123

Mode = 40 working hours equals 1 semester unit.
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Table 9. Schools Indicating Use of an Orientation Class Prior to

Internship

Responses Raw Score Per Cent

Yes ) 74 60

No preparation class 
(Refer to. Table 10) 22 18

No preparation at all 25 20

Non-Response 2 2

Total 123 100

Table 10; 'Alternatives Offered to an Introductory Orientation Class 
Before Internship /

No. of Schools 
Reporting Alternative Introductory Phase

11 Interview with the college supervisor

7 An informational meeting

1 Explain role of sponsor store and. outline the role, 
responsibility, and expectations of the student

1 Observations and readings

1 4-5 hours of preparation for internship

1 Class can be taken before, after, or during internship

Total 22 Schools reporting no preparation class prior to 
internship but alternative introductory phase used
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Table 11. Text/Manual Used in Internship Preparation

Responses ' Raw Score Per Cent

Yes (see Table 12) 31 25

No • 89 72

Non-Response 3 3

Total 123 100

Table 12. Names of Books Used in Preparing a Student for an Internship 
Listed in Rank Order

Teacher made .manuals most frequently used 

Keyes5 Ruth5 Retail Management in Action: A Workbook 

Cross, Miriam, A Retailing Internship Laboratory 

Troxell, Fashion Merchandising

Internship Program Workbook, Bobb Merrill Publishers 

Tate, Inside Fashion Design

Swedlund, Harriet, Fashion. Merchandising Field Experience Manual,
Oregon State University

Co-op Handbook, Department of Cooperative Education, Drexel University

Bokin, Contemporary Retailing

Greenwood, Fashion Innovation and Marketing

Fairchild, Essentials of Retailing

Pappas, George, Work Study Manual •

Internship Program Workbook, Flower Lane Publishers, New York 

Lab Manual by Oklahoma State University
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T&ble 13, Written Statement of Goals and Objectives Prepared

Responses Raw Score Per Cent

Yes 72 58

No 38 31

Non-Response 13 11

Total 123 100

Table 14. Placement of Student in Internship

Responses Raw Score Per Cent

Student finds own position 71 38

Student selects position from among 
school-approved positions 35 19

Department places student 67 36

Other (see note below) 11 6

Non-Response 1 1

Total 185a 100
i

^More than one answer possible.

Note: Two methods reported by 6% involve both department and 
student in the internship placement or more than one student applying 
for an available internship with the sponsor choosing the most 
desirable intern.
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Table 15. Supervision of Students During the Internship

Responses Raw Score Per Cent

On-site visits 111 38.2

Telephone visits 90 30.9

Written correspondence 86 29.6

Other (students attend seminar) 3 1.0

Non-Response 1 0.3

Total , 291a 100.0

^More than one answer possible.

Table 16. Student Reporting of Internship

Responses . Raw Score Per Cent

Logs/Diary 100 37

Comprehensive Written Report 84 31

Oral Report . 68 25

Other (Table 17) 16 6

Non-Response 2 1

Total 270a ' 100

^More than one answer possible".
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Table 17, Alternate Methods of Reporting Internship Experiences by 

the Student Listed in Rank Order

Workbook completion

Weekly assignments *

Meeting of all interns with instructor every other week

Weekly reports, case studies, and assignments related to each 
student’s job

Conference at midterm and completion of internship

Class discussion

Weekly two-hour seminar

Readings

Term paper

Table 18. Evaluation of Internship

Responses Raw Score Per Cent

By employer/sponsor 118 37.7

By school representative 112 35.8

Self-evaluation 82 26.2

Non-Response 1 0.3

Total 313a 100.0
aMore than one answer possible.
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Table 19. Rank Order Listing of Internship Evaluation Instruments

Response Raw Score Percent

Rating sheets 16 13.0
Evaluation device developed by professors in 

each program
11 6.9

Academic reports, etc., are evaluated and weighted 
with the employer's evaluation to determine 
final grade 11 8.9

Reports, logs and diaries; school representative 
and employer 10 8.2

Written evaluation form filled in by employer at 
. end of internship 8 6.3 .

Two-page scale evaluation of characteristics and 
performance; one-page open-ended brief responses 
to four questions 8 6.5

Alignment with specific objectives and end competencies 3 4.1
Midpoint and final check list evaluation; on-site 

visits, student reports 4 3.3
Discussion with supervisor/student; checklists 4 3.3
Rating sheet and conferences 3* '2.5
Employer evaluations, three written and several oral; 

written on store Arms, policies, departments, 
divisions 3 2.5

Have a check list developed in past by employers, 
professor, and student input 2 1.6

Students' written work;on the job performance; a 
check sheet, and final oral summary evaluation 2 1.6

Check lists; narrative summaries 2 1.6
Written evaluation by sponsor and employer plus 

performance during seminar 2 1.6
Mid-term and semester evaluations are used by firm 

or agency; self-evaluation form used by students 
to evaluate themselves and firm 2 1.6

Student designs own and is related to objectives 2 1.6
Evaluation forms filled out by employer and student, 

weekly lab reports, and a project the student 
undertakes during the internship 2 1.6

An evaluation form issued by the colleges filled out 
by agency supervisor once a month 1 . .8

Checksheet and recommendation letter 1 .6
Exam; review of performance 1 .6
Periodical conferences with Students 1 .8
Mid-term open-ended; final five-point scale ■ 1 .6
Report and discussion to determine if objectives were met 1 .8
Committee assesses the student through the written 

requirements , 1 .8
Ron-Response 19 15.5
Total 123 100.0
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Table 20. Evaluation Systems Used

Responses Raw Score Per Cent

Pass/Fail . 24 20

Letter grades 91 74

Other: 7 5

Satisfactory/Unsatisfactory (5) 
Credit/No Credit (1)
Students' choice of Pass/Fail 
or letter grade (1)

\

Non-Response 1 1

Total 123 100

Table 21. Report of Research on Internship Programs

Responses Raw Score Per Cent

Yes (see Table 22) 14 11

No 101 82

Non-Response 8 7

Total 123. 100
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Table 22. Sources of Internship Research Identified by This 

Questionnaire

Horridge, Patricia, Myra Timmons, and Jayne Geissler. "Student
Work Experience: A Realistic Approach to Fashion Merchandising," 
College Student Journal, accepted for publication, 1980.

Hartman, Wanda. "Criteria for Recommending Fashion Merchandising 
Students for Employment." Unpublished dissertation, Memphis 
State University, date uncited.

Internship Manual. Northeastern Oklahoma State University,

Simpson, Eithel. "Evaluation and Revision of an Instructional Manual 
Utilized in a Fashion Work Experience Laboratory." Unpublished 
masterTs thesis,! Department of Home Economics, Oklahoma State 
University, 1973.

Tate, Johanna. "Development and Analysis of a Learning Package, Sales 
Productivity, for Use in the Fashion Work Experience Courses," 
Unpublished mastervs thesis. Department of Home Economics, 
Oklahoma State University, 1976.



-APPENDIX G

SUMMARY OF PILOT STUDY SENT TO RESPONDENTS 
OF QUESTIONNAIRE

T H E  U N I V E R S I T Y  OF  A R I Z O N A
T U C S O N ,  A R I Z O N A  8 5 7 2 1

C O L L E G E  OF A G R I C U L T U R E  /
SCHOOL OF HOME ECONOMICS

May 1, 1980

Dear Colleague:
Enclosed is a summary of results obtained from a 
questionnaire you completed last fall related to 
internships for majors in Clothing and Textiles, 
Fashion Merchandising, and Interior Design. The 
response to my survey was very good, making the 
resulting data more meaningful.
Thank you for taking the time to share with" me 
information about your internship program. . I hope 
the enclosed questionnaire summary will be bene- 
fincial to you.
Sincerely,

D . Jeanne Mott 
Graduate Student 
Clothing, Textiles, and 

Interior Design

160
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SUMMARY OF THE SURVEY OF INTERNSHIP PROGRAMS IN 
CLOTHING AND TEXTILES,. FASHION MERCHANDISING,

AND/OR INTERIOR DESIGN

Conducted by Jeanne Mott,
The University of Arizona, Tucson, AZ

In September, 1979, questionnaires were sent out to 250 
administrators of colleges and universities that are members of the 
American Home Economics Association. The purpose of the survey was to 
examine existing internship programs related to majors in Clothing 
and Textiles, Fashion Merchandising, and Interior Design, in an 
effort to assist in the development of new materials for instruction 
and evaluation in the internship for these majors at The University 
of Arizona.

One hundred fifty-nine questionnaires were returned yielding a 
64% return rate. This was accomplished without follow-up letters.
Of those schools responding, 77% presently have some type of field 
experience program related to Clothing/Textiles, Fashion Merchandising, 
and Interior Design.' The strongest internship emphasis was in Fashion 
Merchandising, with Interior Design second and Clothing and Textiles 
third. Five other related majors were reported including Fashion 
Design, Vocational Home Economics, Textile Science, Home Economics in 
Business, and Apparel Manufacturing Management.

It was evident that the majority of the schools have their - 
internship phase placed between the end of the junior year and the 
middle of the senior year. This time arrangement is in effect at The 
University of Arizona so that students spend their last semester on 
campus and can share their internship experience with the Pre- 
Internship Seminar. This may be true of other schools, but was not 
revealed by this questionnaire.

Of the schools having internship programs, 65% work the intern
ship in with other course work. This figure was not fully representa
tive of what happens all the time since some schools do this only on 
occasion.

With only one exception, academic credit was given for intern
ship work. The range of credit was from 1-15, expressed as semester 
units. The most frequent number of units awarded, however, was three 
and six units. The number of hours that a student was required to work 
to earn each academic unit was even more diverse ranging from a low of 
three hours per week equaling one semester unit, to 600 hours equaling 
six semester units. The most frequently appearing relationship was 40 
hours equaling one semester unit.
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Sixty per cent of the schools reporting offer some type of 

orientation class before a student goes out on an internship. Another 
18% do not have a formal class, but offer an informational orientation 
meeting before the students begin their internship. Of the 60% who 
have an orientation class, 72% do not use any text or manual for the 
class. From the few materials reviewed, it is evident that the text 
emphasis is on teaching retailing or merchandising rather than job- 
application skills as is done at The University of Arizona. This is 
where the variance in programs can alter the actual meaning of this 
statistic.. Fifty-eight per cent of the schools reporting a pre- 
internship class required that students write a statement of goals and 
objectives which are communicated to the internship employer/sponsor.

There was almost an equal relationship when it came to placing 
the student in the internship. More than one answer was given to this 
question indicating that more than one procedure was followed. Of 
those reporting, 38% either required or gave the student the opportunity 
to find the position. The placement of the student was handled by the 
department in 36% of the schools reporting. The student selected a 
position from school-approved positions in 19% of the schools reporting. 
A common combination of these alternatives utilizes the student and the 

*.-■ .department. In four cases, more- than one student from the program
interviewed for the position, and the sponsor/employer made the choice. 
This option, or the one requiring the student to find his position, 
aids in developing job application skills.

More schools utilized on-site visits as a means of evaluation 
than used telephone visits or writtenccorrespondence. It would be 
interesting to see if this is true a year from now with the cost of 
gasoline rising and school financing decreasing. No geographic in
formation was requested which might indicate if the majority of the 
schools using on-site visits for evaluation were in large urban areas. 
This would definitely affect the result. The number of schools using 
telephone visits and written correspondence was almost equal.

The data indicated that three major forms of reporting were 
required of the students. The most prevalent was log or a diary, fol
lowed by a comprehensive written report, then an oral report. Again 
more than one answer was appropriate.

Evaluation of the internship seemed to be equally the responsi
bility of the sponsor and the school representative. This may be the 
optimal method since the sponsor can evaluate work performance, while 
the school representative has a/better understanding of what the 
objectives of the internship are. A fewer number of schools-reported 
the use of self-evaluations on the part of the student to help evaluate 
the internship experience.

A great number of varying evaluation devices were being used 
ranging from simple rating sheets to extensive written reports. The 
predominate types of evaluation reported were:
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an evaluation instrument developed by professors in each program

written evaluation form filled in by employer at end of 
internship

rating sheets

academic reports evaluated with employer’s evaluation

reports, logs, and diaries; school representative and employer 
evaluations. ’

It is very evident that one system would not work satisfactorily or 
be acceptable to every school.

An overwhelming: 74% of the schools issue letter grades for 
internship. Several such schools mentioned that theywould prefer a 
Pass/Fail or Satisfactory/Unsatisfactory system since grading an intern
ship can be so intangible. At present 20% report using Pass/Fail.

In support of the need for this type of researchs 82% of the 
- schools reported that thei-r school/department has not done any research 

on internship programs. This indicates that the existing programs may 
be designed for the desires and needs of the department.

Of the schools responding to the questionnaire, 63% have re
quested a copy of the findings. There is a definite nationwide interest 
in internship programs and this interest will probably continue to grow.

For further extensive review of this survey9 tables and figures 
reporting the raw data are included in an unpublished Master’s thesis 
entitled "Evaluating the Effectiveness of Individualized Written 
Instructional Manual in Pre-Internship Seminar," written by Jeanne 
Mott, The University of Arizona, 1980. It will be available through 
interlibrary-loan after July, 1980.
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