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Thank you for your interest in the Internship Program at The Art Institute.  Please read over and complete the 
following paperwork, which details our requirements for internship placement.   Specify the skills the intern 
will need to utilize in the internship as well as a basic description of the position.  This information is necessary 
to obtain educational program approval for the internship.  Once the Academic Department Director in the 
program that applies to your request has approved the paperwork, Renee McCafferty will be contacting you 
with the resumes of interested candidates. 
 
After completing the form, please sign it and return it to the Career Services Department by email or fax 
(information located on the top page of the form). 
 
Once your request is received and processed, someone from the Career Services Department will contact you in 
an effort to fill the position.  Students who have a cumulative grade point average of 2.75 and are in the 6th, 7th 
or 8th quarter of their associates program or the 11th or 12th quarter of their bachelors program are eligible for an 
internship.  For an internship to qualify for academic credit, it must provide the student with the following: 
 
• 99 hours of work over an 11 week quarter (approximately 9 hours per week).  It is recommended that 

full time students work no more than 15-20 hours per week to responsibly manage their class 
schedule. 

• Supervision and access to equipment/hardware/software at internship site in order to fulfill 
internship duties 

• Experience relevant to the student’s program of study utilizing the skills and competencies of the 
respective program 

• During the internship, the Supervisor will be expected to provide training to the intern and approve 
the regular log of internship hours worked.  The Supervisor will also be required to complete a mid-
term and final internship evaluation for the intern. 

 
 
Thank you for your interest and I hope to hear from you soon. 
 
Sincerely,  
 
 
 
 
Renee McCafferty 
Student Employment Advisor 
 
 
 
 
 
PLEASE UNDERSTAND THAT THE ART INSTITUTE OF PITTSBURGH CANNOT GUARANTEE THAT A 
CANDIDATE WILL BE AVAILABLE TO MEET YOUR NEEDS FOR THE QUARTER YOU ARE REQUESTING.   
OUR QUARTERS ARE 11 WEEKS AND BEGIN IN JANUARY, APRIL, JULY AND OCTOBER:   
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EMPLOYER INTERNSHIP REQUEST FORM 
 

  
Company Name:  
 

Department: 

  
Intern Supervisor/Contact: 
 

Title: 

  
Address: 
 

Email: 

  
City, State, Zip: 
 

Website: 

  
Phone Number: 
 

Fax Number: 

 
 
Will a wage or stipend be offered for this internship? Yes  No 
 
If yes, what wage or stipend will be offered? ____________________________________________________ 
 
Total number of Students needed?  ______ 
 
Signature of Intern Supervisor Acknowledging Request __________________________________________ 

 
Brief Description of Intern’s duties including any projects they will be assisting with: 
Please be aware that if your requirements for an intern involve skills from various programs, you may need 
more than one student to fulfill your needs (i.e. photography and graphic design)……. 
 

 

 

 

 

 

 

 

 
 
Student’s Academic Department Director Approval____________________________ Date ___________ 



 
Career Services Department, 420 Boulevard of the Allies, Pittsburgh, PA  15219-1328 

Phone (412) 291-6395  Fax (412) 263-3805   rmccafferty@aii.edu 
 

RETURN COMPLETED FORM BY EMAIL OR FAX – CONTACT INFORMATION LISTED AT TOP OF PAGE 
 (Please be sure to complete all the information on this form as appropriate for the internship you are requesting.) 

 
 SOFTWARE / 

HARDWARE 
  SKILLS 

 3 Axis CNC Routing/Milling   Graphic Design  
 3D Studio Max   Design Concepts, Layout  
 Adobe After Effects   Traditional Illustration 
 Adobe Go Live   Marker Rendering 
 Adobe Illustrator   Logo Design 
 Adobe In Design    Digital Sound Editing 
 Adobe Pagemaker   Web Page Design 
 Adobe Photoshop   Line Art 
 Adobe Premiere   Letter/Signage 
 Apple Final Cut Pro   Caricatures/Humorous Illustration 
 Auto CAD   Corporate Identity Packaging 
 Avid Non-Linear Editing    
 C++ Coding   Industrial Design 
 Digital Sound Editing   Display/Exhibit Design 
 DVD Studio Pro   Package Design 
 Feature Cam   Sculpting 
 Form Z   Mask Making (Special Effects) 
 HTML   Model Making 
 I-Movie   Multimedia & Web Design 
 Java   Web Page Layout and Design 
 Macromedia Authorware   Storyboarding 
 Macromedia Coldfusion   Digital Sound Editing 
 Macromedia Director   Digital Media Production 
 Macromedia Dreamweaver   Videography  
 Macromedia Flash   Digital Sound Editing 
 Microsoft Excel   Non-Linear Editing 
 Microsoft PowerPoint   Media Arts & Animation 
 Microsoft Word   Cel Animation  
 Painter   Texturing 
 Picza 3D Laser Scanner   2D Animation 
 Protools   Storyboarding 
 QuarkXpress   Inking 
 Shockwave   Interior Design 
 Web Page Design   Interior/Exterior Renderings  
    Drafting (Floor Plans) 
    Space Planning (Floor Plans) 
    Photography 
    Photo Studio: Portrait/Modeling 
    Public Relations/Events Photo 
    Color Photo 
    Color Printing for Photo 
    Black and White Photo 
    Black and White Photo for Printing 
    Photo Retouching w/ Photoshop 
    Digital Photography 

PLEASE ATTACH ANY ADDITIONAL INFORMATION 
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