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Welcome from Dr. Ponce
By enrolling in this internship program, you have
joined an elite group of individuals - the best
of the best from our department. To be a part
of this program is to represent the Department
of English to both the UTA community
and beyond, and because of this fact the
department hand selects the best students
to participate.

participated in the employment process at two
multinational corporations, I can personally tell
you that your materials will not get past the first
review of your materials, which lasts only
6-8 seconds, without show details
If you take this internship program seriously, you
will have a distinct advantage over other English
majors hitting the job market. Your materials will
be full of show details whole theirs will likely be
filled with tell details.

But what’s the point of an internship? Why is
my course work not enough to land me that
sweet job? This all has to do with what I call
“tell” versus “show” details. When you go to
write a job letter or a résumé, your instinct will
be to “tell” your potential employer about your
skills, the kinds of classes you have taken, and
the duties that you have had at past jobs. The
problem is that your potential employer does
not want you to “tell” them that you can do the
job, but rather “show” them you can do the job.

I am so excited to walk with you through this
process and into your first post-baccalaureate
job. This program is not the end but rather
a beginning.
All Best,

Did you see the difference there? “Tell” details
in a letter or résumé simply tell them that you
have skills you would need for the job (e.g. I am
very responsible; I have taken lots of classes in
interracial relations; I can edit very well; etc.).
“Show” details focus on tangible examples of
skills in action (e.g. I over saw the production
of a new operations manual for the UTA Office
of Veterans Affairs; I worked in an office setting
that required me to understand the concerns
of a very diverse customer base; I edited the
policies and procedures for a clinic that sees
approximately 200 patience a day, etc.).

Dr. Timothy M. Ponce

Internships provide an opportunity for you to
take the skills that you have learned throughout
your course work (e.g. close reading, editing,
critical reasoning and problem solving, etc.)
and generate “show” examples to use in your
cover letters and résumés. As someone who has
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Course Description and Grades
Grade Breakdown

This course represents an internship program
through the Department of English at the
University of Texas at Arlington. Where possible
and when students can take advantage of such
opportunities, student interns will work with
businesses in the community.

Grades in this course will be calculated in the
following manner:

In this syllabus, supervisor refers to your contact
with the organization you are interning with who
will be supervising your work for this internship.

Learning Outcomes

10% - Professional Development Plan

•

50% - Time Sheets

•

10% - Professionalism

•

10 % - Social Media Account (or resume)

communication skills they have developed

Time Keeping
In addition to the time keeping require by your
employer, Dr. Ponce requires that you track
all hours related to your work. This includes
meetings with Dr. Ponce, work hours, time spent
on PDPs, etc. All students must work an average
of at least 10 hours a week. Failure to do so is
grounds for failing the course.

and environment.
identify professional behaviors suitable to
a work-place environment.
•

•

apply the writing, analytical, and
as English majors in a professional context

•

20% - Supervisor Evaluations

Note: If your supervisor terminates your
employment during your internship for poor
performance, you will receive an F for
the course.

By the end of this course, students will be
able to...
•

•

curate an effective, professional social
media prescience.

All time records will be submitted through
Canvas assignments. go the the module page of
our Canvas course and you will see a time sheet
submission link for each week.

Required Materials
All student interns should maintain and regularly
check their MavMail accounts, as well as
download the Microsoft Teams App. Much of
our communication and time keeping will take
place in Teams. Our course has no required
textbook for all students, though I may suggest
some on-line resources for you after you submit
your first PDP (professional development plan).

Remember: Part of the point of your internship
is to also talk to professionals about career and
workplace matters and to learn from them how
to advance in the career. This counts as part of
your work and should be included as “work” for
this class in Shifts.

Students will also be required to pass a
background check, as well as sign a UTA
indemnification agreement.

For help with networking, reach out to Dr.
Ponce or the UTA Career Center.
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Major Assignments

Professionalism

Students are expected to respond quickly
to Dr. Ponce’s inquiries and requests for
status reports. Failure to do so, or maintain
an appointment with him, will impact your
professionalism grade.

The following are brief descriptions of the
major assignments in this course. For more
detailed information, reach out to Dr. Ponce.

Supervisor Evaluations

At weeks four, nine, and fourteen, Dr. Ponce
will email your supervisor asking for an
update on your performance. The results
will be shared with the student in either a
face-to-face or video meeting with
Dr. Ponce.

Professional Social Media

Professional Development Plans

In the event that a student does not want
to make a social media account, they can
substitute a resume.

Students will construct a LinkedIn profile
that highlights the “show” details gained
through their internship. This will be done
through crafting effective accomplishment
statements.

After your evaluation meeting with Dr.
Ponce, you will complete a Professional
Development Plan (PDP). This is a plan
of actionable items that both improve
weaknesses and maintain strengths.

Time Sheets

Time sheets will be in Cavas through Canvas
assignments. Students must work at least
10 hours a week toward their internship
project.
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Course Policies and Rules
General Requirements
All interns must sign a Release and
Indemnification Agreement at the beginning
of each term. This requirement is now
Departmental policy and necessary to pursue an
internship for course credit.
Interns may need to sign additional agreements
depending on the internship in question. For
instance, a company may ask you to sign a
confidentiality agreement.
Interns must respond quickly to Dr. Ponce’s
request for an update on their progress, which
will be done through Microsoft Teams. Some
interns may have to meet with Dr. Ponce more
often depending on performance.

Fulfilling Degree
Requirements
Information page

Internships can be used to fulfill particular
degree requirements, such as substitution for
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the Institutional

assignments. You are responsible to
familiarize yourself with the conventions of
citation by which you indicate which ideas
are not your own and how your reader
can find those sources. (though that will
hopefully not be much of a problem in an
internship course).

Attendance
At The University of Texas at Arlington,
taking attendance is not required but
attendance is a critical indicator in student
success. Each faculty member is free
to develop his or her own methods of
evaluating students’ academic performance,
which includes establishing course-specific
policies on attendance.
As the instructor of this section for this
course, I want to say that attendance and
participation are vital for this course. You
are responsible for attending all meetings
on time, and you should be punctual for
all internship business as well as digital
communication related to this course.
If you are late to internship, then you are
responsible for notifying your contacts/
supervisors immediately.

Excused Absences
The only excused absences recognized by
the University of Texas at Arlington are
those wherein a student is representing
the university in an official capacity and
those religious holidays the student informs
the instructor of at the beginning of the
term in writing. If you are an armed forces
reservist and you are called to active duty or
otherwise have a schedule conflict, I need to
see documentation in a timely manner that
acknowledges your service commitment.
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Emergency Exit Procedures

Important Dates

Should we experience an emergency event
that requires evacuation of the building,
students should exit the room and move
toward the nearest exit. When exiting the
building during an emergency, do not take
an elevator but use the stairwells in- stead.
Faculty members and instructional staff will
assist students in selecting the safest route
for evacuation and will make arrangements
to assist individuals with disabilities.

Because each student will be working with
their own employer, many of the due dates
will be determined by your supervisor. For the
purposes of your grade in the class, see the
Canvas module page, which will have a week by
week breakdown of what you need to do.
The key for success in a course with such
due dates is to stay in contact with me, the
instructor. You need to be sure that you are
checking Teams, responding professionally and
quickly as I make inquiries or ask for updates.

Syllabus and Schedule Changes
Instructors try to make their syllabuses as
complete as possible; however, during the
course of the semester I may be required
to alter, add, or abandon certain policies/
assignments. Instructors reserve the right
to make such changes as they become
necessary. Students will learn of any major
changes in writing.

Besides your grade, this will be very important
for me to see as a potential professional
reference. Whenever I serve as a reference I am
always asked about professional communication
and promptness. Give me something good to
tell your potential employer.
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