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Description

e Briefly describe Manchester Community College and its mission.

 Highlight the specific department or team the intern will be working with.

* Briefly explain the purpose and key objectives of the internship opportunity.

e Emphasize the value and learning opportunities interns will gain through this
program.

Responsibilities

* List the core responsibilities the intern will undertake during the program.
¢ Be specific and tailor the responsibilities to the chosen internship title.
¢ Use action verbs and avoid generic statements.

Qualifications

¢ Specify the academic qualifications required for the internship

(e.g., minimum GPA, specific degree or major).
* Mention any specific technical skills or software proficiency needed.
* Include desired personal qualities and soft skills relevant to the role.

Experience

e Indicate whether prior internship or work experience is preferred or required.
* Specify the type of experience relevant to the chosen internship title.
¢ Consider mentioning volunteer experience if valuable for this opportunity.

Skills

e List the essential communication, analytical, and problem-solving skills
required.

¢ Mention any required teamwork, time management, or research skills.

¢ Include any software or technology skills specific to the internship role.

Job Benefits

 Highlight the key benefits interns will receive, such as:

¢ Gaining valuable hands-on experience in their field of study.

» Networking opportunities with college staff and industry professionals.
* Building their resume and enhancing future job prospects.

¢ Earning academic credit for the internship (if applicable).

¢ Potential stipend or hourly wage (if applicable).

How to Apply

* Provide clear instructions on how to apply for the internship.
* Mention the application deadline and any required documents
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(e.g., resume, cover letter, transcript).

¢ Include the contact information for the internship coordinator or application
portal link.

¢ Include any relevant details not covered in the previous sections
(e.g., specific program requirements, eligibility criteria).

¢ Mention the college’s commitment to diversity and inclusion.

¢ Express your enthusiasm for receiving applications from qualified students.
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