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CORRESPONDENCE & APPLYING FOR THE INTERNSHIP
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Following up to an Application 
 

o Once you send an application to an organization, follow up. A good time frame to do 
so is in 5 to 7 days. 
 

o If you follow up in email, you can attach your résumé again. Consider altering your 
cover letter to reflect that you are following up or to include any new information. You 
may also follow up by phone. 

 
o If you haven’t heard back after your follow-up, you may want to check in once more 

seven to 10 days later. This time, possibly send samples of your work (along with your 
résumé and cover letter). You will want to try to stand out. 
 

o Be persistent and stay positive. 
 

o If the job description asks for no phone calls, don’t call. 
 

Correspondence by Phone 
 

Phone interviews and conversations are a way for employers to test the waters and to see if 
you are as good as you look on paper. Always be prepared for these exchanges and 
remember to: 

 
o Review your own voice mail message. It should be professional. Yo, leave a message, 

dude, doesn’t say “professional.” 
 

o Write out a script of what you’re going to say. Yes, it sounds silly, but it can be helpful 
during a nervous first call. A typical phone script might look like this: 

-Hello, Mr./Ms. (name of contact person), my name is (your name). I’m a (major) 
student at Webster University and I’m calling to speak about an internship with 
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o Employ a less confrontational method if you are having trouble hearing or 
understanding someone. It’s always better to say: 
- I’m having trouble hearing you. Can you hear me clearly? than, Can you speak up? 
 

o Write a thank you email or note after the phone call that includes something from the 
conversation to help the interviewer remember you. Here’s an example: 
-Thank you for spending time with me on the phone today talking about (the position). I 
enjoyed the conversation and have a better understanding of the position. I’d be 
interested in an on-site interview and would welcome the opportunity to further discuss 
my candidacy. 


