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Job-Raising Guide

Benefits of Job-Raising for YOU

· By raising a job here in the US you are SIGNIFICANTLY raising the chances that you will land an IAESTE internship abroad.
· Talking with your professors will expand your network.
· Meeting with professors will improve your confidence and skills required for interviews.
Checklist

 FORMCHECKBOX 

Get the name of a professor or professional industry and inform the JRC
· He/she should be anyone you think may be interested in having an intern.

· A current/previous professor, advisor, mentor, friend
· Obtain contact information (email, phone number, department, research area, etc)

 FORMCHECKBOX 

Join a Job Raising Team

· You will be assigned by the JRC

· Teams will provide support and guidance throughout the process!

· Send an update each week to your team

 FORMCHECKBOX 

Approach the professor

· By email, phone, or in person

· (See page 2 for guide and template)
 FORMCHECKBOX 

Is the professor interested?
· If no, thank the professor and ask if he would be able to refer you to another contact or be willing to support IAESTE in any way.
· If yes, continue with checklist
· If no response, contact and follow up with him and ask if he has questions.

 FORMCHECKBOX 

Formal office visit 
· Before visit: Set up an appointment and prepare
· During visit: Explain what IAESTE is and the benefits for the professor

· After visit:
Thank the professor for his time
· (See page 3 for guide and important information)

 FORMCHECKBOX 

Follow up

· Make sure the contact is still interested. Offer additional help.
· Contact by email, phone, or by stopping by his office. 
 FORMCHECKBOX 

Finalize

· Make sure the offer form has been completed. By December 1, 2007
Congratulations! A job has been raised!
Sample Email 


For research professors who are unfamiliar about IAESTE.


Personalize the letter, especially if you know him/her!


Look over important points (page 3) for information to include.

Dear Dr. ______________,
I am student here at the University of Maryland and a member of a nonprofit organization called IAESTE. IAESTE is the International Association for the Exchange of Students for Technical Experience. Our organization, with your cooperation, is able to provide you with an intern that fits your needs and wants. I understand that with your current research interests in _____________, you may be looking to hire interns to help you with your research and studies. If so, I hope you consider working with us.

IAESTE is a reciprocal program. We first locate internship opportunities here at the University of Maryland for international students and for every internship we find, a Maryland student gets the opportunity to gain internship experience in another country.  You will benefit from the program by receiving an international intern to add to your research and laboratory group.

I would like to talk further with you, regarding the possibility of hosting an international intern.  In the meantime, please feel free to visit our websites: IAESTE United States (www.iaesteunitedstates.org) and IAESTE Maryland (www.eng.umd.edu/iaeste). If IAESTE seems like something you would be interested in or if you have any questions, please contact me at___________________.

Thank you for your time and I look forward to working with you.

Your Name.

By Telephone/In Person: 

Find out some information about the professor: use the web to check his/her website to find out about research or office hours during which to call/visit.
Make sure to look over the major points (page 3).  Give a basic background of IAESTE and the benefits. Go over in more detail the points mentioned on page 3 at the formal meeting.
· Tell them that you are a student working voluntarily for the benefit of fellow students, and that you are part of an international nonprofit organization that coordinates internships abroad for engineers/scientists/architects (whichever is appropriate).

· Keep the call/visit short but informative and send more details in an email, if necessary.
· If there is interest, set up a time to meet the employer to go over the Offer form and go over information in more detail.

Helpful Tips/Reminders


Ask for help. You don’t have to do anything alone! 

Send the JRC an update each week on your progress


The more jobs we raise, more Maryland students can go abroad!

Interview Guide and Points to Make
Checklist:

Know the name of the potential employer, the location/time of meeting, and his research.
Have a folder with information: 

Brochures

Employer Offer form

Sample Job Descriptions

Employer Handout


Dress Professionally

Be Confident! (
Introduction:

Hello, my name is________________, thank you for taking the time to meet with me today. I am a member of IAESTE (International Association for the Exchange of Students for Technical Experience).  IAESTE is an exchange program and through the program we are able to provide you with a well qualified international intern.

History and Background:

IAESTE was founded in 1948 at Imperial College in London to help students around the world gain internship experience in different countries. Here at the University of Maryland the local chapter finds jobs for foreign students in the Maryland area and in return sends Maryland students to intern abroad. 

Points to Make:

· Benefits of international interns:
· As you may know, international interns are a valuable addition to the work field or research field. Some benefits include:

· Increasing global and cultural awareness in your work area
· Providing new insights and attitudes to a situation
· Act as a median to meet new people and build your network globally
· Have a very driven and motivated intern, he/she is handpicked for you
· Meet potential PhD students and expand UMD connections

· Why you should get an intern through us:
· IAESTE Maryland can help you receive the intern. (i.e. housing/social activities/ Visa&Insurance!)

· For every intern that comes to Maryland, one Maryland student gets an internship abroad.
· We provide:

· Reception for intern (Pick up from airport, etc)
· Housing

· Aid the intern in transition by holding social events to introduce to members

· Help in getting interns their SSN and bank accounts
· The National Office will:

· Take care of Visas and insurance

· Match you with an intern from the pool of over 30,000 students and 80 different countries.

· Be willing to speak with you and assist you in any way during the process (the office is located in Columbia, MD)

· What the employer has to do:

· Fill out an Offer form (which you will go over with him/her and assure him you will help to fill out). 

· The form can be filled out on paper or done electronically.

· Write a training description, which would allow you to specify the qualifications you require and the duration of the internship. You can be as specific or as general as you wish. (country of origin, times, skills, etc.) 

· Pay the intern a living wage of about $300/week (interns are exempt from SS tax, FICA)

· Pay a one time program fee (upon acceptance of intern): Ranges, depending on the length of internship (includes the visa/ processing fees)

· University
Industry

· $600

$800

0-3 months

· $950

$1250

4-6 months

· $1300

$1750

7-12 months

(prices are for 2007)

· After completing the form by January 1st, you will receive an intern nomination by early Spring. You have final approval of the intern. If the intern does not meet your standards, IAESTE will find you another. Once you approve, the intern will arrive at the date you specified. 

Additional Remarks to make:

· Professors here on campus have already benefited from the program, (Dr. Das- Mechanical Engineering, Dr. Takeuchi- Materials Engineering)
· Mike, current senior, interned in London.
· Mac, current senior and IAESTE president, interned in Austria.
Closing:

If yes,

· Ask the employer for any questions he/she may have.

· Assure the potential employer that you will be available to answer any questions he/she may have and will be available to help him/her fill out the offer form. 

· Ask him/her when you will be able to contact him/her again and by which method (email, in person, phone, etc).

· Thank the potential employer for his/her time.

If no,
· Ask the employer if they would like to help the organization in any way

· Ask if he is able to refer you to other professors or industries

· Thank the potential employer for his/her time.
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