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(Resume) 
First Name Last Name 

 
Address 

Phone Number, email 
 

(This is a short paragraph explaining your key assets.) Example: Dedicated hardworking Computer 
Engineering major that is always willingly to go the extra mile. Involved in the Honors program and field hockey 
team to further develop leadership skills and working as a team. Earned various awards for academic 
achievement while playing a sport, which shows time management and dedication. 
 -  list skills                        - such as programming skills (java c++) 
-   working with certain machines     - ……. 
 
EDUCATION   
College/University Name, City, Country  

Major (What are you studying), Graduation year, GPA/ marks 
Lists awards 
Activities: 

 (list any extracurricular activities involved in at the university or with the community) 
High School, City, Country, Graduation date 

List only the important awards you received  
 
WORK EXPERIENCE  
(List any internships or jobs you have held) 
Your position, Company, City, Country, when you worked 

 Brief description of what you did 
 
Example: 
Sports Management Intern, USA Field Hockey, Virginia Beach, VA, May-June 2011 

 Learned time management by effectively working as a member of a team to set up for the Junior 
National Championship. Worked the technical table while learning management skills. 

 
VOLUNTEER WORK 
(List any volunteer work you have done) 
Name of organization, City, Country 

Your position, dates worked 
 

Example: 
Lakeland Summer League, Suffolk, VA 

Field Hockey Coach, 2009-present 
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(Cover Letter) 
First Name Last Name 

 
Address 

Phone Number, email 
 
 

Current Date when you apply 
Company’s Administrators Name 
Administrator 
Company’s Name 
Company’s Street Address 
Company’s City, State 
 
Dear Boss’s name, 
 

(Short sentence to get their attention) Give me an interview and I will show you that I am the hardest worker 
and most positive person you have ever met 

 
(This is a sentence or two on why you should be considered an interview) Please consider giving me an 
interview for this position. I have the responsibility, hard work ethic, and dedication that will help grow the 
company and give it a competitive edge. 
 
(Short paragraph on why you are interested in the job) I am interested in this job because of my love for 
engineering. This field fascinates me because of the exciting atmosphere of different tasks and projects. I 
thoroughly enjoy coming up with new ideas and working with a team to get the job done.   
 
(Short Paragraphs on how your abilities will help you contribute to the company) My ability to work with a team 
will help me effectively contribute to problem solving further growing the company by having new ideas. Also, I 
am time oriented and work effectively in finishing projects on time. I am responsible and self-motivating; 
meaning I will always get the job done. My positive attitude will help promote the company. Lastly my creativity 
will keep building the company with fresh ideas.  
 
(Short paragraph about one of your accomplishments such as an award you received or a project you 
completed) One of my accomplishments that I am extremely proud of is my Math Medallion. I am greatly 
appreciative of receiving this award because it shows my dedication and hard work. I went above and beyond 
by taking every math class I could. Not only did I take every math class available but I worked towards being 
the best by receiving an A in the classes and a 5 on the AP tests.  
 
Sincerely, 
 
(This is where you sign your name) 
 
Type your First then last name here
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 Health Insurance 
o website for finding student health insurance in the states http://www.insubuy.com/ 
o talk to home insurance to see if you are covered 

 
 

 Bank Account/ currency  
o http://www.usaeducationguides.com/guidance/articles/090320-us-currency-banking.jsp 
o Deutsche Bank is partnered with Bank of America in the States 

 
 

 Registering with the city 
o no you do not have to register with the city 

 
 

 English Courses at local universities 
o Contacting Local Universities to ask about courses 

 
 

 International Student Card (ISIC) 
o http://www.isic.org/ 
o This card allows you to get student discounts at various places. There are many places 

that have student discounts, so the best thing is to just ask. Typically museums, movie 
theaters, and clothing stores offer student discounts. 

o The International Student Card (ISIC) is partnered with statravel which searches for 
flights. 

 
 

 Book Flight:  
o Both of these websites you can search for flights and it compares different flight 

companies and prices:  
 http://www.skyscanner.de/ 
 http://www.statravel.com/  
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 Phone 
o pay as you go plan would probably be the cheapest  
o companies: Verizon, AT&T, T-Mobile  
o phones and plans (a phone plan is a contract that last over a certain period of time) 

available at most department stores (Best Buy, Staples, Radio Shack, Walmart and 
Target) 

 

********************************************************************************** 

 
This guide about how to find internships in the United States of America has been prepared by a 
group of students from Christopher Newport University (CNU), USA, who have passed the summer 
term 2013 as international exchange students at Rosenheim University of Applied Sciences, 
Germany: 
 
Marlene Lichty, Aaron Bergel, Richard Roethel and Andrew Kenney 

 
Good luck for finding an internship in the USA! 

 

********************************************************************************** 
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