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Success

Top 10 Things To Know About 499

1. The student must have completed Greenlee School 
     prerequisites. 

2. The student must be classified as a junior or senior. 

3. Greenlee faculty and internship coordinator will 
     assist and guide students through the process.

4. Finding an internship is the student’s responsibility.

5. Greenlee’s online resources, including the Greenlee 
     School Internship Web System, under the internship 
     tab are free for students to use. 

6. The internship must be approved by the student’s 
    academic adviser. 

7. The internship includes a minimum of 400 hours of 
    work.

8. The hours must be completed with one employer, 
     who has no family relation to the student, and  
     within 12 months from the start date.**

9. The final exam is an essay and a portfolio containing 
     the student’s work during the internship.

10. Depending on student’s major, the course is listed 
       as either JL MC 499, PR 499, or ADVRT 499.

Experience
There are many student organizations, including ISU Advertising  
Club, PRSSA (Public Relations Student Society of America), The 
Iowa State Daily, ISUtv and numerous student publications, on 
campus that provide the skill-building experience needed for a 
student’s resume and before a student’s internship experience.  

The Greenlee School’s internship course has one objective: 

To give students the professional experience and connections 
they need to transition from student to career after their four year 
college education.

Passed the Greenlee English Usage Test 
         - OR have an ACT English score of 24 or above 
       - OR have a SAT Verbal score of 550 or above

C+ or better in the following courses:
     - JL MC 201
     - JL MC 202, 206, or PR 321
     - ADVRT 301(ADVRT majors only)

Success in every mass communication industry starts with hands-
on, real-life experiences, which is why the Greenlee internship 
course is required for all JLMC, PR, and ADVT majors.

“The skills I learned on the job during my 499 internship are the reasons I landed my next internship 
and then my next internship and then my first job after college.” - Carter D. Collins, 2015 JLMC and PolS
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“The skills I learned on the job during my 499 internship are the reasons I landed my next internship 
and then my next internship and then my first job after college.” - Carter D. Collins, 2015 JLMC and PolS

The FIVE Stages of Greenlee’s 
499 Internship Explained
#1 Planning: Students are expected, during both their junior and 
senior years, to be actively seeking an internship and then obtain 
an internship offer. After an offer, students are expected to explain 
the course to their expected internship supervisor and begin to fill 
out the Pre-Approval Form. After the supervisor understands their 
role in the course, students must set up an appointment with the 
Greenlee School internship coordinator.

#2 Pre-approval: The coordinator reviews the Pre-approval Form 
to ensure the internship meets all of the requirements. Once the 
student and the coordinator complete the Pre-approval Form, the 
student must meet with their faculty adviser. The adviser then 
reviews the form and discusses with the student the internship 
course. The adviser approves the Pre-approval Form and then the 
student submits the form to the internship coordinator’s office.

#3 Approval: Once the internship coordinator has collected the 
form they will open the student’s online portal website called the 
Internship Web System, or IWS for short. On this Greenlee website 
the student, adviser, and internship supervisor must complete 
their own questionnaires. The academic adviser reviews each 
questionnaire, the online student proposal, and then approves 
the student’s eligibility to register for the 499 course.  

** Students must pay tuition and fees to Iowa State University for the three 
credits of 499 in  the semester they register and enroll, including summer.

#4 During Internship: The student should record completed 
hours and collect samples of their work. Students should contact 
their adviser and the internship coordinator every other week via 
ONE email to give updates about their experience. After 200 hours 
of work the student and the internship supervisor are to submit 
the online mid-internship evaluation on the IWS. The student is to 
ensure their supervisor completes the evaluation.

#5 Exit Review: Completion of the 400 hours means the student 
and the internship supervisor must submit a final evaluation. The 
student is to ensure their supervisor completes the evaluation. 
Then the student writes a final report about their experience, and 
creates a portfolio of their work. During an exit interview with their 
adviser, the student submits the report and portfolio. This must be 
completed by the end of the term to receive credit for the course.
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Students ought to complete research on companies 
they are interested in working for. Students should 
consider numerous large and small corporations, 
agencies and non-profit organizations in and out of 
their home state.

Continuation of hands-on experience in ISU’s 800+ 
student-organizations is expected. Students should 
look for communication related experience in and out 
of Greenlee. Leadership positions in publications  and 
other clubs should be considered for more hands-on 
experience and to strengthen resumes.

Students need to register for either JL MC 202, JL MC 
206, or PR 321. Advertising majors should also plan to 
register for ADVRT 301. All other prerequisites should 
also be taken care of by now.

Students should update their resumes and have them 
reviewed by career service staff, Greenlee faculty, LAS 
faculty or people in the industry. Students should 
consider a communications related job on campus or 
nearby cities. Job shadowing at organizations that are 
of interest to the student are encouraged.

Students should schedule an appointment with their 
faculty adviser to discuss other courses besides the 
prerequisites students may need to take before they 
enroll in 499. These courses would be based on the 
internships the student is interested in applying for. 

One spreadsheet of internships containing  deadlines, 
contact information and required materials for each 
application should be created. This tool is helpful for 
choosing, applying and narrowing down interesting 
internship opportunities.

Printing off and reading the Student Guide for 499: 
Syllabus, Guidelines, and Pre-approval Form from 
the Greenlee School’s internship webpage will help 
students with organizing their six months of intense 
planning for this course.

Talking to and asking professors if their networks 
have internship opportunities is something students 
shuold consider. The Greenlee Internship and Job 
Board webpage of the Internship Web System should 
be used to find more opportunities.
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Students must have completed the approval stage of 
the course and can now accept their internship offer. 
The Greenlee office will officially enroll the student 
with Enrollment Services and the class will appear on 
AccessPlus. The course is three credits and will have 
tuition and fees the student must pay in the semester 
they are enrolled.

Students are expected to have perfected their online 
portfolios and have updated the website with their 
latest work samples. Students need to individualize 
their resumes and cover letters for each application 
they are planning on filling out.

All applications should be submitted for interested 
internships and follow-ups with organizations a few 
days after submission should begin. Interviewing in 
person or on the phone would start around the same 
time as well. Students should be sure to send thank 
you notes after all interviews.

Students must start sending completed applications, 
especially to their top five organizations. Students are 
encouraged to send out resumes and work their own 
networks for possible internships.

Physical copies of students’ work should be created 
to take to interviews. Interviewing outfits should be 
purchased and cleaned. Mock interview questions 
should be practiced for each interview and students 
should consider a practice interview or two.

Students must begin the pre-approval stage and set 
up an appointment with the internship coordinator. 
Then, students must meet with their faculty adviser 
to discuss the chosen internship and complete the 
Pre-approval Form.

The 499 course requirements should be explained to 
potential internship supervisors, in case they need to 
make special arrangements. Students who have this 
conversation early are less likely to have an internship 
that does not meet requirements.

The Pre-approval Form should be reviewed and used 
by students to evaluate internship offers. After this 
evaluation students need to choose an internship 
opportunity to use for 499. Students may continue to 
apply for internships if needed. 



GSJC
@ ISU

Juli Probasco-Sowers 
Internship Coordinator
Call for an Appointment: 515-294-4342
julep@iastate.edu
101 Hamilton Hall

Greenlee School of Journalism and Communication 
College of Liberal Arts and Sciences 
Iowa State University
2014-2015

“The journalism school is also one of 
the best in the nation.”  - CollegeAtlas.org

The Greenlee School had a  99% job 
placement rate  for the 2012-2013 

academic year. - ISU College of Liberal Arts and Sciences

Website: www. jlmc.iastate.edu


