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Student Schedule and Important Dates  
 
Thank you for your interest in the Archbishop Mitty Corporate Internship Program.  What 
follows is a listing of dates important to your participation in the program.  Please keep this 
for reference, as it details several specific components of the program that you are required 
to attend. 
 

Date Event 
December 14 - February 8 Student Information Packets available 

in the Main Office.  Applications to be 
filled out online. 

January 8 Resume Tutorial available online 
Completion of tutorial is required 

January 31 or Febrary 1 Resume Writing Workshop  
Monarch Room 
Attendance is required at one session 

February 5 Interview Tutorial available online 
Completion of tutorial is required 

February 8 Application, Resume and Teacher 
Recommendation deadline 
 

March 10 or 11 Interview Skills Workshop  
Monarch Room 
Attendance is required at one session 
BRING YOUR COMPLETED RESUME 

April 1 Interview Schedule posted outside the 
Main Office 

April 7 - 9 Interviews conducted in the Main Office 

April 28 Placement, no placement and waitlist 
notification sent to applicants 

May 15 Workplace Orientation and Excel 
Training 
Monarch Room 
Attendance is required for all interns 

June 2008 - August 2008 Students intern with companies 
 

September 1, 2008 
 

Student Questionnaire and Essays due 

September 10, 2008 Corporate Internship Sponsor Breakfast 
Monarch Room 
All interns must attend 

 
If you have any questions about the Corporate Internship Program, please contact.  Kate 
Caputo in the Advancement Office at caputo@mitty.com or 408-342-4229. 
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Step-by-Step Guide  
 
Step 1:  Fill out a Student Internship Application.  
 
 Student Internship Applications will be completed online.  You can complete the application either on 

campus or at home.  However, you should be on a computer that has a printer attached. 
 

Start by opening a browser window and typing the address: www.mitty.com/internship into the URL.  
This will take you to the webpage where most of the material that we plan to use in this program is 
located. 
 
Click the hyperlink ÒStudent Internship ApplicationÓ.  This will take you to the application login window, 
see Figure 1.  Your Account Name and Password are the same that you use to access your digital 
locker at Mitty.  Follow onscreen instructions. 
 
 

 
 

Figure 1 
 
 

 
Note 

 
Your Account Name is a combination of your first and last name in lower case plus the last two digits of 
you graduation year, no spaces.  The Password is either your Student ID (default) or, optionally, the 
one you changed it to after logging into your digital locker. 
 
Example:  John Doe from the class of 2009 and has a Student ID of 012345.  He still uses his Student 
ID as his digital locker password.  His Account Name would be johndoe09 with a Password of 012345. 
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When you have completed the application you will be provided a review screen that looks similar to 
Figure 2. 
 

 
 

Figure 2 
 
Use the Print function in your web browser to print this page.  At the top of the page is your Applicant 
ID.  Write down this number for Step 2.  At the bottom is a place for both you and your parent or 
guardian to sign and date the application.  Submit signed applications to Mrs. Mary Ann Prescott in 
the Main Office.  Your signed application must be received in the Main Office no la ter than 
February 8, 2008. 

 
Step 2 : Ask two teachers at Mitty to provide an Internship Recommendation.  
 
 Select two teachers to write a recommendation for you, one from either Math or Science and the other 

from either English or Social Studies.  In the back of this packet you will find two blank request forms.  
On each, print your name, the name of the teacher making the recommendation and your Applicant ID 
from Step 1.  Submit your completed forms to the teachers that you have selected.  The teachers will fill 
out your recommendation online.  ALL RECOMMEDNTATIONS ARE CONFIDENTIAL AND YOU WILL 
NOT HAVE ACCESS TO THEM. 

 
Step 3 : Take the online Resume Writing Tutorial.  
 

You can complete the online Resume Tutorial and write your resume either on campus or at home.  
Your resume will follow a specified format that we have found most successful in placing interns. 

 
Start by opening a browser window and typing the address: www.mitty.com/internship into the URL.  
This will take you to the webpage where most of the material that we plan to use in this program is 
located. 
 
Find and click the hyperlink ÒResume Writing TutorialÓ.  This will take you to the tutorial login window.  
Your Account Name and Password are the same as Step 1.  Follow onscreen instructions. 
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When you have completed writing your resume, you will see the screen that looks like Figure 3.  It is 
very important to make sure your email address is correct.  We use this address to email your 
completed resume back to you.  Follow the instructions provided on the website if you have made an 
error.  We use the PDF format for your resume, which is acceptable to most employers. 

 
 

 
 

Figure 3 
 

Step 4 : Attend a R esume Writing Workshop.  
 
 We offer a Resume Writing Workshop that will help you to write and/or improve your resume.  See 

schedule for dates and time.  If you have completed your resume and have questions please bring a 
copy with you to the workshop.  You must attend one of the scheduled workshops. 

 
Step 5 : Complete online Interview Training course.  
 

We offer an online Interview Training course to help you better understand what is expected of you 
during an interview.  Instructions for accessing this service will be emailed to you at the address you 
provided in your resume.  If you have changed your email address or you believe it is incorrect please 
notify us immediately at internship@mitty.com.  

 
Step 6 : Attend a Interview Skills Workshop . 
 
 In addition to online training, we also offer an Interview Skills Workshop.  It would be helpful to have 

completed the online training prior to the workshop.  Please bring a copy of your completed resume 
with you to the workshop.  See schedule for dates and time.  You must attend one of the scheduled 
workshops. 

 
Step 7 : Reserve an interview date and time.  The i nterview schedule will be posted outside the Main 

Offic e.  See schedule for posting details.  
 
Step 8 : Intervie w with member of the Internship Committee.  See schedule for interview dates.  You 

must not miss your scheduled appointment.  
 
Further instructions will be provided at a later date.  Please review enclosed Student Schedule and Important 
Dates for other events that you will need to know if selected for an internship.  If you have any questions about 
the program contact Mrs. Robin Caputo in the Advancement Office at rcaputo@mitty.com or (408) 342-4225. 
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Teacher Recommenda tion Instructions  
 
 
Please Print: 
 
TeacherÕs Name                                                                                                                         
   First     Last 
 
StudentÕs Name                                                                                                                                                                                        
   First     Last 
 
Applicant ID: ______________________  
 
The above student has requested that you provide us with a Teacher Recommendation.  As part of our 
process, we require each student to ask two of their teachers for recommendations. We use the information you 
provide to help us determine the suitability of the student to take on the responsibilities of an internship with a 
company here in Silicon Valley. RECOMMENDATIONS ARE STRICTLY CONFIDENTIAL AND WILL NOT BE 
SHARED WITH STUDENTS. 
 
Recommendations are filled out online.  Each should take only five 5-10 minutes to complete.  You can access 
the database from the Mitty campus network or at home. 
 
Start by opening a browser window and typing the address: www.mitty.com/internship into the URL.  This will 
take you to the mitty.com webpage where most of the online material that we use in this program is located. 
 
Find and click the hyperlink ÒTeacher RecommendationsÓ.  This will take you to a login window.  Your Account 
Name and Password are the same that you use to access your computer at Mitty.  Follow the onscreen 
instructions. 
 
Each student has a unique ÒApplicant IDÓ that when entered will automatically fill-in the students name.  If the 
name does not match the name of the student requesting your recommendation then please contact us. 
 
When you have completed your recommendation, you will be given the opportunity to exit the website or enter 
more recommendations for other students.  If you have any questions about the program contact Kate Caputo 
in the Advancement Office at caputo@mitty.com or 408-342-4229.  You can also contact us directly at 
internship@mitty.com. 
 
Thank you for your participation! 
 
 
 
AMHS Corporate Internship Committee 
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Teacher Recommendation Instructions  
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The above student has requested that you provide us with a Teacher Recommendation.  As part of our 
process, we require each student to ask two of their teachers for recommendations. We use the information you 
provide to help us determine the suitability of the student to take on the responsibilities of an internship with a 
company here in Silicon Valley. RECOMMENDATIONS ARE STRICTLY CONFIDENTIAL AND WILL NOT BE 
SHARED WITH STUDENTS. 
 
Recommendations are filled out online.  Each should take only five 5-10 minutes to complete.  You can access 
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Start by opening a browser window and typing the address: www.mitty.com/internship into the URL.  This will 
take you to the mitty.com webpage where most of the online material that we use in this program is located. 
 
Find and click the hyperlink ÒTeacher RecommendationsÓ.  This will take you to a login window.  Your Account 
Name and Password are the same that you use to access your computer at Mitty.  Follow the onscreen 
instructions. 
 
Each student has a unique ÒApplicant IDÓ that when entered will automatically fill-in the students name.  If the 
name does not match the name of the student requesting your recommendation then please contact us. 
 
When you have completed your recommendation, you will be given the opportunity to exit the website or enter 
more recommendations for other students.  If you have any questions about the program contact Kate Caputo 
in the Advancement Office at caputo@mitty.com or 408-342-4229.  You can also contact us directly at 
internship@mitty.com. 
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AMHS Corporate Internship Committee 
 
 
 
 


