Vocational Internship Program

Pottsville High School

500 Apache Drive

Pottsville, AR 72858

May 5, 2008
Dear Student,

Congratulations!!!  You have been accepted in the Pottsville VIP Program!!  I am glad to welcome you to the first year of the program.  
You have worked very hard to get to your senior year.  You are embarking on an exciting and challenging phase of your life.  I hope VIP becomes a rich and rewarding experience for you!

By taking VIP training, you will find yourself prepared for the very next step that you have chosen past high school—the choice is yours!  Work hard, keep up with deadlines, and enjoy your year of VIP training!  

Internship is a demanding elective course; therefore, there are some pre-Internship items that need to be completed before the school year is over.  A lot of responsibility comes with this commitment; buckle your seat belt and pay very close attention to deadlines!  Attached are some very important forms.
I’m here to HELP YOU! Please call on me for any help you might need!  Below is my contact information.  I do not mind that you call me at home as long as you call before 8:30, because I have an infant daughter.

I am looking forward to the 2008-2009 school year with you as an intern.

Sincerely,

Mrs. Samantha Prince

Pottsville Internship Coordinator

Work:  479-968-6574 Ext. 6516 
Home:  479-880-1098

Samantha.prince@pottsville.k12.ar.us

2008-2009 VIP Interns

ITEMS DUE THURSDAY, MAY 8

Parent/Student Meeting Commitment Form:


It is mandatory that you and your parent or guardian attend this orientation meeting on Thursday, May 15, at 6 p.m., in the Family and Consumer Science classroom.  The meeting will last approximately 45 minutes, at which time we will go over all aspects of the program.  I will be glad to answer any questions that you or your parents may have.  Come prepared with your questions.  Both parents are urged to attend.

ITEMS DUE FRIDAY, MAY 16
Resume and Cover Letter:
This must be proofed by Mrs. Prince, and then printed on special resume paper available in Mrs. Prince’s office or from Mrs. Curry.  Since Mrs. Prince is not at the high school all day, Mrs. Curry is available throughout the school day for you to go to her classroom to type your resume.  She will be glad to help you.  Attached are guidelines and an example of what your resume and cover letter should look like.
Parent/Student Meeting Commitment Form
The Pottsville Vocational Internship Program will be holding a mandatory meeting for the 2008-2009 Interns on Thursday, May 15 at 6 p.m. in the Family and Consumer Science room at the high school.  The meeting will last approximately 45 minutes, at which time we will go over all aspects of the program.  I will be glad to answer any questions that you or your parents may have.  
Things we will go over:

Internship Student Contract

Insurance Waiver Form
Summer Information Sheet
Supplies needed

What will be studied

Things to bring to the meeting:

Health Insurance information
Family Doctor name and phone number

Car Insurance information
Please cut and return the bottom portion to Mrs. Prince.
------------------------------------------------------------------------------------------------------------
I _______________________ (student name) and my parent _____________________ (parent name) will attend the Pottsville Vocational Internship Program meeting on Tuesday, May 13 at 6:00 p.m.

________________________________________



____________

Student Signature







Date

________________________________________



____________

Parent Signature







Date
Resume Guidelines

· Limit to one page 

· Do not write in sentences or paragraphs 

· Avoid abbreviations

· Be specific, give examples 

· Stress Achievements 

· Use white or neutral high quality paper 

· Print on a high quality desktop printer

· Keep one-inch margin on all four sides 

· Avoid fancy and difficult to read fonts 

· Use same heading as used on reference list 

· Double space between sections 

· Bold, underline or CAPITALIZE section headings 

· Single space within sections 
· Use bullet dots or asterisk at the beginning of each entry to separate one item from another

· Proofread for spelling and grammar

· Use action verbs to describe skills 

Jane Doe

123 Main Street

Castle Rock, Colorado 80109

303-123-4567

Cell:  303-789-1234

jdoe@msn.com
Objective:  To obtain an internship in elementary education at South Elementary School 

Education: 



2005-Present

Castle View High School





5254 North Meadows Drive 





Castle Rock, Colorado 80109





303-387-9000





Leadership, Global Studies and Communication Academy 


Relevant Courses:  Psychology, Child Psychology, Sociology, Spanish I, II, III, Integrated Math I, II, III,


Public Speaking, College Prep Reading/Writing, Digital Works 


GPA:  3.5


Graduation Date:  May 22, 2009

Work Experience:


2007-present
        

King Soopers Customer Service Representative 






Assist customers with questions and concerns 






Sell tickets to events






Complete cash and credit card transactions


June-August 2007

Habitat for Humanity Volunteer






Assist with interior and exterior construction 

Honors:


2008-2009


National Honor Society  


2007-2008


Who’s Who Among American High School Students


2007-2008


First Place Award Drawing and Painting at Castle View High School






Art Show

Activities:

2007-2008


Vice President, Castle View High School Student Government 


2005-2008


Member, Castle View High School Girls Tennis Team 


2007-2008


Captain, Castle View High School Girls Tennis Team


2005-2008


Member Castle View High School Symphonic Orchestra

References:


Available Upon Request

