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Dear Alumni, Board Member or Friend:

EXTERNSHIPs have been used by many top universities to give their students the
opportunity to participate in amini-internship, designed to provide students with
exposure to an occupational arearelated to their field of study. We hope you will
consider participating in thistype of program for the USC School of Policy, Planning,
and Devel opment.

The EXTERNSHIP Program is offered to students studying public administration, public
policy, planning, and health administration. After the initial application period the
program will then open up to other areas of study across the campus including the School
of Engineering and the Business School. Y ou can provide career exploration for the
EXTERN through collaboration on projects, sitting in on meetings, asssting in program
evaluations and much more during the two days to one week experience. The program
will take place during the university’ s spring break session scheduled for March 17-2 1,
2008 and should be a minimum of 25 hours scheduled between the student’ s and the
organization’ savailability. Our godsfor the EXTERNSHIP program are to help students
connect with professionasin the field, start to develop a career network, and to gain
exposure that may influence the students career and academic choices.

We look forward to your participation in this worthwhile program, and we know you may
have questions regarding it, so we have put together the attached packet. Please take a
few moments and review the information. Fed freeto let us know directly at 213 740
0533, or viae-mail at losorell @usc.edu, what you think of the program and if we can
count on your participation. Thank you for your time.

Sincerely,

Office of Career Services



FAQsfor Potentiad EXTERNSHIP Sponsors
1. What is an EXTERNSHIP?

An EXTERNSHIP is a volunteer “shadowing” style opportunity for first year graduate
sudents to spend from two to five days during the week of March 17-2 1, 2008 actively
working with professionals, while gaining exposure to an occupational area related to
their training.

The EXTERNSHIPS are not for academic credit or pay, but the experience will greatly
benefit both the students and sponsors. The extended time span of the EXTERNSHIP
gives the student the ability to refine their career goals while alowing the sponsor to
examine the interests, skills and competencies of potential employees or interns. The
duration of each externship isto be determined between the extern and the organization,
minimum of 25 hours during the week.

2. What can | have students do during their EXTERNSHIP?

It is up to you to decide what is appropriate in your work environment for the EXTERN
to participate in. We ask that you go through your day with the student as you would any
other day so that the students can have arealistic view of what your career entails.
Some options include:

- Observing and asking questions
Conducting informational interviews with you and other co-workers
- Attending meetings and other functions
- Editing or proofreading
- Assisting with research projects
- Working directly with or observing interactions with customers and clients
- Provide career guidance

3. What types of students will | expect to have?

The students that will have the opportunity to participate in an EXTERNSHIP will be
graduate students in the USC School of Policy, Planning, and Development. Participants
will bein their first year of one of the following programs: Master of Public
Adminigtration, Master of Public Policy, Master of Hedlth Administration and Master of
Planning. If we do not have enough first year applicants, the program will be extended to
second year students aswell. Each student will be required to submit an application and
attend a program orientation.

4. Asan employer, do | have to select the students from a pool of participating students?

No, you are doing enough by offering to participate in the program as a sponsor! The
Office of Career Serviceswill screen student applicants and make a selection for you, and
then verify that the student has the qualification you requested. By indicating your
preferences and expectations on the application, we will strive to place an appropriate
student with you.



5. Will students contact me directly?

Y es, but only after the Office of Career Services hasinformed you of your EXTERN. Itis
the responsibility of the student to get in contact with you prior to the EXTERNSHIP
once the decision has been made and the contact information has been provided to the
student. Students will not be given contact information during the application process.

6. How many student externs will each office/organization receive?
Please list the number of student externs your office/organization would like to host.
Depending on the number of students who apply for your available seat we may be able

to send you all of the students you request or in some cases no students but we try to
match as best we can.

7. Are there costs to participate?

Thereisno cost to you as a sponsor of the EXTERNSHIP. Students are responsible for
all of their expenses, transportation, meals, and lodging if necessary.

8. What is the timetable for the EXTERNSHIP Program?

Sponsor Applications Due: Friday, January 25, 2008

Student Open Enrollment: Monday, February 4 - Friday, February 22, 2008
DecisongMatches Made By: Friday, February 29, 2008

EXTERNSHIP Monday, March 17 - Friday, March 21, 2008

Follow-up Questionnaire Due: Friday, April 4, 2008




EXTERNSHIP Sponsor Application
Due Friday, January 25, 2008
(Please email |osorell @usc.edu with your completed application)

Name:
Dr./Mr/Ms Ladt Firg MI
Company/Qrganization:
Address:
Si(e:H City Zip Code
Phone E-mail address:
Degree(s) you hold: University (s) attended:

Prefer Contact: email | | telephone ||

Arethere any special considerationswe
need to be aware of in your work place that we must consider before placing a student
with you (i.e. security clearances required)?
. Yes|_I No L]
If Yes, please explain:

EXTERNSHIP Description (i.e. what type of work your organization isin):

Number of Students)EXTERNS you can accommodate: Choose Other:

Office Hours of your organization:
EXTERN's Expected Attire:

What areas of your job will the EXTERN be exposed to:

Examples of hands-on work the EXTERN can expect:

Skills and experience that would be beneficia for the EXTERN to possess:

USC Schooal of Policy, Planning, and Devel opment
Office of Career Services
Raph and Goldy LewisHall, 201
T: 213-740-0533; F: 213-821-4315



