


INTERNSHIP HANDBOOK

 The Complete Guide to Internships for Under-
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 Recommended for all undergraduates and aspiring 
interns across India



Disclaimer
The information provided in this eBook is 

meant for general purposes. No part of this eB-
ook may be reproduced or transmitted in any 

form or by any means, electronic or mechanical, 
including and not limited to photocopying, re-
cording or by any information storage and re-

trieval system, without written permission from 
Switch Idea.



About
The Complete Guide to Internships for Undergrad-

uates is an easy to follow guide on how to get the 
industry internship experience. It is written from a 

college student’s perspective to provide the most up 
to date strategies and tactics for a successful search. 
This is a must read for students pursuing BA, BCA, 

BE/B.Tech, BSc, among other technical and manage-
ment degree programmes.



Introduction

Hello Reader,

Congratulations! Your internship is a big step towards your 
professional career path.

This handbook is to help you prepare for your internship, 
and future job opportunities.

As you begin this new phase in your life, take advantage 
of all the knowledge around you. Talk to family members, 
seniors/alumni, friends and your faculty. Ask questions! 
Listen, learn, and be prepared to create and plan your own 
future.

At Switch Idea, we believe “Work is of great importance, 
and of great value in building both individuals and soci-
eties. The size of a salary is not a measure of the worth of 
an individual. What is important is an individual’s sense of 
dignity and self-respect. We look forward in the future to 
see our nation’s students playing a more active role broad-
ening their participation in industry internships, especially 
in the private sector, so as to get required exposure and 
experience.”

Best wishes,
Team Switch Idea
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Our Policy

Say ‘No’ to Unpaid Internship
 
Many recruiters look for cheap labor under the disguise of 
the internship. To prevent exploitation of interns, Switch 
Idea (www.switchidea.com) has a minimum compensa-
tion benchmark that every internship opening posted on 
the portal has to meet. All the verified internship projects 
posted on Switch Idea offer a guaranteed monthly stipend 
ranging between 5000 INR – 15,000+ INR to interns, 
along with below fixed deliverables.

Say ‘Yes’ to Only Verified Internships

Unlike other internship or job portals that allow any com-
pany to register and post internship opportunities on their 
portal, Switch Idea only allows authorised companies to 
post internship projects. The verification process is strict 
and completely manual. Our placement team performs 
strict groundwork to ensure the authenticity of the com-
pany as well as the internship project. There are multiple 
checks, including company’s registered address, employer 
identity validation, Company’s Linkedin history, Glass-
door reviews, a VOIP confirmation, etc before approving 
internship posting.



Below is a comparison table for verified and unverified 
internship:

REQUIRMENT(S) VERIFIED 
INTERNSHIP

UNVERIFIED 
INTERNSHIP

LISTED COMPANY HAS A REGISTERED 
OFFICE ADDRESS
INTERNSHIP OFFER LETTER MATCHES 
WITH THE EXACT DETAILS MENTIONED 
ON THE INTERNSHIP PORTAL.
THE INTERNSHIP IS BOUNDED TO GIVE 
AN ASSURED STIPEND OF SAME AMOUNT 
AS MENTIONED ON THE
INTERNSHIP PORTAL
LISTED COMPANY ASKS STUDENTS TO 
DO A FREE ASSIGNMENT BEFORE START-
ING THE INTERNSHIP
LISTED COMPANY HAS A WORKING WEB-
STE WITH PROPER CONTACT DETAILS

EMPLOYER PROVIDES A REASON/
FEEDBACK FOR REJECTING AN 
APPLICATION
ON COMPUTION OF INTERNSHIP. IN-
TERN RECIEVES AN EXPERIENŒ LETTER 
(PRINTED ON COMPANY LETTERHEAD)
INTERN RECIEVES A SIGNED/STAMPED 
INTERNSHIP CERTIFICATE
MENTOR PROVIDES A SIGNED/STAMPED 
PROGRAM OUTCOMES (POS) REPORT OF 
THE INTERNSHIP PROJECT
MINIMUM DURATiON OF THE INTERN-
SHIP IS 30 DAYS
THE INTERNSHIP REQUIRES INTERN TO 
WORK FROM COMPANY’S REGISTERED 
OFFICE AND IS NOT A ViRTUAL OR WORK 
FROM HOME INTERNSHIP



Internships explored further

Q. What is an internship?

A. An internship is a work training for a temporary period 
of time at an organisation. It comprises of on-site practical 
work, and is considered a stepping stone into the profes-
sional arena.

Q. Why do an internship?

A. Apart from bridging the gap between the theoretical 
and practical aspects of a course, an internship is a perfect 
opportunity to gauge one’s interests in an option. Getting 
first-hand experience of how the industry works is possi-
ble with an internship.

Q. Is it mandatory for me to do an internship?

A. Union Human Resource Development Minister Prakash 
Javadekar said in July 2017 that it will be mandatory for 
students in technical institutes to be involved in at least 
3 internships during the course. Thus, you need to have 
completed a minimum of 3 internships during your 
course tenure, each spanning from 4 to 8 weeks.

Q. What types of internships are available for students?

A. Internships available for undergrads are in fields related 
to engineering, computer/IT, law, social causes, volun-
teerships, blogging & content based, architecture, campus 
ambassador, marketing etc. The government also rolls out 
internships for students throughout the year.



Q. What is the right time to start applying to internships?

A. Usually, internships are rolled in summer and winter 
breaks, i.e. between June-July and December-January. You 
can apply for these a two-three weeks in advance. Also, 
many organisations need interns throughout the year, you 
can apply for them too.

Q. I’m a first year student, can I do an internship?

A. Do you have the necessary skills and interest in the area 
that the internship deals with? If yes, go ahead and apply 
for that internship position, you are eligible!

Q. What to do when my college needs permission letter 
for doing an internship?

A. You need permission from your college in the form of a 
NOC (No Objection Certificate) signed by your HOD/T&P 
Head/Principal. This allows you to intern with a company 
without falling short on attendance. Additionally, a LOR 
(Letter of Recommendation) signed by the HOD/Principal 
acts in favour of your candidature. At times, companies 
may ask for a SOP (Statement of Purpose) as well, which is 
a written account of why you want to pursue your intern-
ship with that company or the role assigned to you.

Q. What kind of work would I have to do during the in-
ternship?

A. During the internship, you would work on the project 
assigned to you by the employer. That may include blog-
ging, social media marketing, volunteering, creating web-
sites and working around mechanics of the project. The 
work you would be in charge of doing is mentioned in the 
internship posting, as well as the internship letter that you 
receive.



Q. Will I have to give an interview after getting selected?

A. The recruiter receives gigantic numbers of applications 
for an internship position. The selection process may be 
based on screening the resume you submitted, a small test 
to gauge your level, and an interview process too when 
you make through these rounds.

Q. What are the office timings for interns?

A. You are expected to adhere to the company’s policies 
on timings and suitable behaviour. In case there occurs 
some delay at your end in the assignment, inform your 
senior about it, so that he/she may handle things accord-
ingly. However, such timings are relaxed in a work from 
home internship, and you can work at any time that suits 
you.

Q. Do I have to pay for an internship or the company 
pays me?

A. An internship is an opportunity for you to improve 
on your expertise in an area, while working on a project 
assigned to you by the company. For this, the company 
is subjected to pay you , because you are working on its 
project. You are thus not liable to pay the organisation any 
sum of money.

Q. What documents you should ask from the company 
after completion of your internship?

A. You are stipulated to get the following exit-assets after 
the successful completion of your internship: internship 
certificate, experience letter and program outcomes re-
port.



Q. Are internships paid?

A. It depends on organisation-to-organisation. In both 
cases, consider the internship experience as an investment 
in your future education and future career aspirations

Q. What are the documents that need to be submitted for 
an internship?

A. You are required to submit your resume, certificate 
copies (if asked) and no objection certificate from from 
your college. Also, you may be asked to submit a letter of 
recommendation and a statement of purpose to the em-
ployer.

Q. What is a CV?

A. A CV is a summary of your relevant skills, qualifications 
and experience that demonstrate your suitability for a job. 
It is an essential marketing tool in your internship and job 
search. It is used by recruiters to assess your suitability 
against the requirements for a job role.



Myths busted

Q. I am an undergraduate student. Can I be an intern?

A. Yes you can! An internship does not necessarily require 
you to have a degree.

Q. I don’t have any experience in the field. Can I still  
intern with an organisation working in that domain?

A. As an intern you are expected to only have the requisite 
skills essential for the project/internship. Experience is not 
a requisite. Additionally, the companies may provide you a 
training for the project, as per the needs of the project.

Q. My academic records aren’t bright. Will I land an in-
ternship?

A. As long as you fulfil the skill set required, your academ-
ic records would not pose a hurdle.

Q. What skills do I need to land an internship?

A. This depends on the industry you are looking to intern 
at, the demands of the project that the employer will put 
you onto, and your interests. If you are a student who’s 
applying for a web development internship, it is required 
that you be aware of HTML, CSS, PHP etc, which would 
help you to work efficiently on the project. Let’s assume 
another student wants to experience the graphic design-
ing option. It is desired that he/she be aware about using 
necessary softwares, irrespective of his experience in the 
industry. For a Law based internship, prior knowledge 
about the laws is desired. Similarly, if you want to explore 
the animation sector, working knowledge of the animation 
softwares would do you a good deal of assistance. Do you 



want to try social media marketing? Gathering knowledge 
about SEO shall help you.

Q. Requisite skills in the internship posting have not 
been taught at my college. What do I do?

A. Colleges may not be able to impart knowledge about all 
skills, owing to meeting syllabi and course requirements. 
However, you can add a new feather to your hat by learn-
ing the requisite intricacies yourself from the multitude of 
free courses available on websites like Coursera, Udemy, 
Alison and Khan Academy, MOOCs (Massive Open Online 
Courses) from MIT, Harvard and Microsoft. You can get a 
certificate after successful completion of these courses too.

Q. Can you list some helpful skills that I could learn from 
these resources?

A. Following skills are suggested:
Arts & Culture, Business and Entrepreneurship, Finance, 
Health & Fitness, Humanities, Language, Lifestyle, Mar-
keting, Mathematics, MS Office, Music, Operations, Pro-
gramming, Science, Workplace ethics etc.

Q. Will I get training for the project from the employer?

A. It is desired that you have a necessary level of prow-
ess required for the successful completion of the project. 
Secondly, the employer shall provide you with a training, 
as and when required. The kind of training you receive is 
based entirely on the project you would be working at.



Q. Can I get a job after doing my internship if I have per-
formed well?

A. Depending on your performance during the intern-
ship and the quality of work that you put forth, there is an 
optimistic probability that you may get a job offer from 
the company. This is in the form of a pre-placement offer 
that you receive. After completing your degree, you can go 
back to the organisation and work full-time there.



Internship Examples &    
Durations
Typical examples of internships for students (degree wise):

Science:

Degree Suggested internships

BSc (Computers, IT)
Web Development, Mobile App 
Development, Security, DB Man-
agement

BCA
Web Development, Mobile App De-
velopment, DB Management

BSc (Chemistry, 
Physics, Mathemat-
ics)

Chemist, Chemical Production, 
Design Thinking, Statistics

 

Engineering:

Degree Suggested internships

BE/BTech (Computer 
Science/IT)

Web Development, Mobile App      
Development, Game Develop-
ment, UI/UX Design

BE/BTech (Electronics 
and Communication, 
Electrical)

Embedded Systems, UI/UX De-
sign, IoT, Raspberry Pi, 3D Design         
Engineering, Circuit Designing,    
Power Electronics

BE/BTech (Civil, Me-
chanical)

Turbomachinery, Texturing, CAD   
Design, 3D Modelling



 
Humanities:

Degree Suggested internships

BA (All 
streams)

Policy Research, Intelligence Associate

Journalism Content Development, Video Editing, Fash-
ion Journalism, Blog Editorial

Management
(BBA, BAF, 
MBA)

Finance, Digital Marketing, HR

 

Below is the standard list of internship durations (de-
gree-wise). However, it also depends upon organisa-
tion-to-organisation requirements.

DEGREE
INTERNSHIP DURATION (Days)

Minimum Maximum
B.Sc.(all streams) 30 60

B.Com (all 
streams)

30 60

B.A (all streams) 30 60

B.Tech (all 
streams)

30 60

BBA 30 60

BMS 30 60

BJMC 30 60

MBA 30 180



Applying To Internships

Q. How do I begin?

Begin with yourself, and by asking questions. What do 
you want out of an internship? What are your skills? What 
do you want to improve on? Do you want to work in your 
city or some other? What type of projects excite you? 
Your honest answers to these questions will become your 
framework for your internship search and help you hone 
in on the perfect position. Once you’ve taken all of these 
questions into consideration, begin creating one of our 
favorite things: a list.

Q. What is a Cover Letter?

A. Many internship portals would have asked you to write 
a cover letter in addition to your resume. Let’s decode 
what mystery a cover letter actually is! It provides infor-
mation on why your candidature should be selected, why 
you are a strong match for the requirements of the em-
ployer. Written with a personal touch to it, a cover letter is 
your first contact with the employer and it should make a 
lasting impression. Writing about your interest in the in-
ternship position and organisation might just give you the 
much needed edge!

Q. How many internships can I do during graduation?

A. Since internships are rolled out twice a year, in summer 
and winter breaks, you can apply for them each year. Ad-
ditionally, depending on the free time at your hand, you 
can apply for internships throughout the year.



Q. What types of internship projects can I work upon?

A. Any project which suits your interests, and requires 
the skills you have can be taken up by you, subject to you 
meeting the other eligibility criteria.

Q. What do I comprehend from summer/winter intern-
ships?

A. There are colleges/universities which stipulate an in-
ternship every summer and winter. These mainly differ 
in the times they are rolled out at by the companies. So 
you can be a summer intern with a company during the 
June-July period, and a winter intern during the Decem-
ber-January tenure. These tenures can be understood 
better as, summer internships been taken up after the even 
semester exams, while winter internships been the ones 
pursued after odd semester exams.

Q. What is a NOC? Do I need to get it attested from a ga-
zetted officer?

A. A No Objection Certificate is provided by the college’s 
training and placement, stating that the college has no 
objection with you interning during a particular duration. 
It is not required to be attested by a gazetted officer, your 
T&P head’s signature will do.

Q. How long will an internship last?

A. Read the internship posting carefully for this detail. 
An internship may last anywhere between a month to 2 
months, depending on the availability of the project and 
the need of the employer. The duration is stipulated in 
the internship posting. In case any a sliver of doubt looms 
over you, contact the employer, he/she shall share this 
fact.



Q. Would I get a certificate?

A. Yes you would. A certificate is issued to a student after 
the internship’s completion, certifying the student’s  expe-
rience, skill and performance.

Q. Would I need a special document for enhancing my 
future employability?

A. An experience letter is what you’re looking for. It cer-
tifies the work experience and project details of the in-
tern, assisting in visa processing and future employability. 
Additionally, a recommendation letter may be received, 
which would assess and recommend the qualities, capabil-
ities and characteristics on the basis of your performance 
during the internship.

Q. Would I get college credits?

A. Yes, you would forsooth. On completion of an intern-
ship, you are entitled to receive a program outcomes 
report, based on your performance during the tenure of 
the internship. National Board of Accreditation (NBA) has 
defined Program Outcomes (POs),  a document which is 
given to the HRs and they provide a signed copy to the 
interns. A copy of the POs is submitted to the HOD or the 
Training & Placement Department of the college. This 
can help the students in gaining extra credits during the 
course.

Q. What would the dress code be?

A. Informal dress code is usually allowed for interns, 
wherein they can turn up in casual, neat and work appro-
priate clothes.



Q. How do I get an internship?

A. You can contact the HR managers of the companies 
directly and send your resumes to them. Also, you can 
apply on various internship portals to get an internship. 
At times, the colleges help their students in getting in-
ternships as well through the T&P Cell. Also, some of your 
professors, relatives and friends may assist you with the 
Mission Internship as well.

If this seems tedious, fret not, for we at Switch Idea are here to 
help you!



About Switch Idea

Providing a step towards building the dream careers of the 
youth, Switch Idea has been working towards bridging the 
gap between the employers and the undergraduates. It is 
an internship platform connecting students with verified 
employers. 

Q. Why you should register on Switch Idea?

A. The following benefits can be availed as a registered 
user on our platform:

1. Paid internships:

What fair deal would an internship be if it cannot pay for 
the occasional splurges? In order to avoid intern exploita-
tion, we have a minimum monthly compensation stipu-
lated which every employer has to meet, between 5,000-
25,000 INR. You can now gladly say goodbye to the unpaid 
internships, and add in some extra bucks while you intern.

2. Verified employers:

Every employer on Switch Idea goes through a series of 
verification checks, ruling out fake employers. We have 
had their addresses and contact information verified, apart 
from their reviews, LinkedIn history, validation and VoIP 
confirmation. Every employer on our portal has been 
through these probes and scrutinies, before posting an 
internship.

3. Student verification:

The identity of every student is checked, and the employ-
ers are thus confident of having the databases of authentic 
students only. 



4. All-in-one documents folder:

You can get the necessary documents’ format from the 
Switch Idea portal. Your searches for the right format and 
all requirements regarding paperwork are resolved in one 
go-to link on our platform, hence reducing the effort and 
chance of errors at your end. 

5. Internship Assistance:

We provide internship assistance to all our users, for an 
year or two, depending on the subscription plan chosen 
by them. A student enrolled for an year would be assisted 
thoroughly for 365 days, while a student registered for two 
year tenure would be assisted for two years’ duration.

Q. How do I register on Switch Idea?

A. Go to Switch Idea’s official website: https://www.
switchidea.com/, and click on SIGN UP as student. Many 
portals allow fake IDs to be created, and our strong aver-
sion towards this has pushed us for creating a subscription 
plan for the students. In order to create an account on 
Switch Idea and get legit internship opportunities straight 
to your inbox, you can choose between the following 
plans:
1.  499 for a year
2.  699 for two years

In both the plans, you get access to these services:

• Verified internship projects
• Dedicated internship helpline
• Industry-academia assistance
• Application tracking
• HR reports
• Fixed delivery assets



The difference between the two subscription modules is 
the accessibility period only, all services remaining the 
same. Thus, a student who opted for One Year Module will 
be able to apply to unlimited internships from verified 
companies for a duration of 365 days, while one who opt-
ed for Two Year Module would do so for 730 days.

Q. There is a card in my internship kit. What is it about?

A. When the corporate industry emerged in 1960s, com-
panies preferred hiring ‘recommended candidates’. Pop-
ular even today, recommended candidates get an upper-
hand in the internship process.

With the summer vacations approaching, Sneha and 
Abhishek decided to apply to companies for internships. 
Sneha’s father worked at ABC Corp., and she got an easy 
and recommended access for her internship. However, 
Abhishek could not arrange such recommendation. His 
parents owned a small shop in the town, and could not 
help their son with the recommendations.

With the growing connectivity, we believe that Switch Idea 
is not just an internship platform which connects students 
with internships, but way beyond that. We believe that 
every individual has potential in one field or the other, and 
that potential needs to be developed. The Recommended 
Card is a representation of that trustworthiness that every 
student on our platform receives from the industry.

On the front, the card’s validation date and reference 
number are mentioned. This reference number identifies 
authentic users, and can be used when contacting Switch 
Idea. The back of the card bears space for your signature 
and a scratch code. You can use this scratch code to avail 
the discount upto    151 on the subscription fee.



Internship Resources

Common Interview Questions and Answers

Below are a list of common questions asked at interviews. 
Your responses to these questions shall help you prepare 
for the interviews. A range of typical questions has been 
provided here that employers usually ask. The more com-
mon questions are marked with ***.

1. Tell me about yourself.***

A. An open question, this allows you to talk about your-
self and break the ice between the employer and you. It is 
suggested to keep a short statement prepared beforehand, 
although ensure that it does not too rehearsed. An inter-
esting start sure makes a good first impression!
Mention about your work experience and highlight rel-
evant achievements from your course. If you have been 
involved in extracurricular activities in or off campus, 
talk about them. Try relating them to the position you are 
applying for, and spend no longer than 2 minutes on the 
introduction.

2. What do you know about this organisation?***

A. Research! Before you are interviewed, read about the 
organisation, the major areas of business and current proj-
ects. This information is available in plenty on the compa-
ny web site. Prior research about the organisation can save 
you a lot of embarrassing ‘uhms’, so go on and spend some 
time reading about the company.



3. Describe a situation where you worked as part of a 
team. What role did you play?

A. Think of an example when you worked in a team to 
achieve a common positive goal, be it sports, a literary 
club, or an event you managed. Mention the skills you 
used, such as planning, organising, coordinating and com-
mitment. The example you talk about must depict your 
team attitude, and a passion to work for the good of the 
team.

4. Explain what you can bring to the role offered and to 
this organisation.

A. Your employer is looking for skills and as a suitable 
employee, you should match them and bring them to the 
table. Your strengths which relate to the position would fit 
this response.

5. What do you consider to be your strengths?***

A. The skills you excel at, like problem solving, leadership, 
teamwork, setting priorities, etc. Your friends, family and 
teachers may help you with this. Additionally, show, not 
tell your skills. Use examples where you portrayed these 
skills, avoiding only listing them.

6. What do you consider to be your main weaknesses?***

A. Humans are flawed and we all have weaknesses. At 
the interview, mention about the weakness which does 
not relate to the job, and tell how you’ve worked upon to 
improve that aspect. You may add that you are willing to 
improve and learn the skills required for the job.



7. Describe a situation when you were faced with conflict-
ing priorities. What was your approach and the result?

A. A competency based question, it is asked to see how you 
manage conflicting priorities. You may have dealt with 
university assignments, sporting events, exhibitions and 
familial commitments, all at the same time. Mention how 
you dealt with them, managing time and priorities.

8. We are seeing five other candidates today. Why should 
we employ you?

A. Research about the company and the needs of employ-
er shall help you here. Your response should focus on the 
skills and experience you have which match with the posi-
tion’s need. Convey a genuinely positive ‘can do’ attitude.

9. What motivates you to do your best on the job?

A. Be ready to give an example from your experience. This 
is a personal traits-based answer, some good examples 
being: challenge, achievement and recognition.

10. Describe your work ethic.

A. Your response here must emphasise benefits to the or-
ganisation by hiring you. Give examples, like your 100% at-
tendance, timely turning up for classes and at internships 
as punctuality. Your double checkings assignments depict 
a high work standard, and adhering to deadlines a mark of 
organising priorities.



11. Where do you see yourself in the next 5 years?***

A. You should show that you are keen to develop your 
skills, by doing additional trainings and courses if re-
quired. You should be able to show that you can develop 
your career in the course of next 5 years.

12. Tell me about one of your greatest achievements.

A. Your parents were proud and smiling, you were happy 
beyond words, and your teachers/friends/family couldn’t 
stop praising you. Got a picture in your mind? Share that 
event, to depict your commendable performance at ed-
ucation, personal experience or work. It can range from 
scoring the highest to achieving a personal milestone.

13. What would your University Professor/colleagues say 
your strongest point is?

A. Good responses may include the following: Energetic, 
friendly positive attitude, leadership skills, team player, 
initiative, patience, creativity, time management etc. You 
must be able to demonstrate these with examples.

14. What has been the biggest challenge in your life and 
how did you overcome it?

A. You may have faced a hurdle, relating to your studies, 
personal issues etc. Mention about them here, identifying 
the issue and how you overcame them.

15. Do you have any questions?***

A. When you read about the company, the position you’re 
applying for, some questions may turn up in your mind. 
Ask them. You should have at least 2 questions prepared 
beforehand, to show your enthusiasm and interest.
Some examples could be:



• Are there opportunities for employment after intern-
ship?

• What opportunities are available for my career growth 
within the company?

• How would you describe the culture of the organisa-
tion?

• What roles do the graduates which were recruited ear-
lier hold now?

• How is the job likely to develop over the next two 
years?



 
CV Resources

Power Words That Can Be Used In Your CV

TO DESCRIBE YOUR STRENGTHS

Accomplished, Academic, Accurate, Active, Adaptable, 
Ambitious, Artistic, Business-like, Calm, Capable, Careful, 
Competitive, Considerate, Conscientious, Confident, Co-
operative, Courageous, Creative, Decisive, Dependable, 
Determined, Disciplined, Efficient, Energetic, Enterprising, 
Enthusiastic, Flexible, Friendly, Hard working, Honest, In-
dependent, Loyal, Meticulous, Methodical, Optimistic, Open 
minded, Organised, Patient, Positive, Proactive, Progres-
sive, Rational, Reliable, Resourceful,
Self-Confident, Tactful, Tolerant, Trustworthy, Versatile.

To Describe Your Experience And Achievements

COMMUNICATED

Addressed, Advised, Controlled, Coordinated, Counseled, 
Demonstrated, Performed, Directed, Encouraged, Guided,        
Instructed, Interviewed, Liaised, Presented, Marketed, Me-
diated, Motivated, Negotiated, Promoted, Recommended.



FOUND OUT

Analysed, Assessed, Classified, Collated, Defined, De-
signed, Devised, Established, Evaluated, Forecasted, Iden-
tified, Interpreted, Interviewed, Investigated, Researched, 
Tested, Traced, Verified.

SORTED OUT

Analysed, Arranged, Budgeted, Classified, Collated, Com-
posed, Conducted, Coordinated, Defined, Distributed, Edit-
ed, Established, Evaluated, Identified, Improved, Investigat-
ed, Operated, Organised, Planned, Prepared, Processed, 
Produced, Redesigned, Reduced,
Refined, Reorganised, Researched, Resolved, Reviewed, Revised, 
Scheduled, Simplified Solved, Streamlined, Transformed, Uncov-
ered,Verified.

SHOWED HOW

Advised, Coached, Conducted, Directed, Guided, Demon-
strated, Illustrated, Instructed, Led, Managed, Organised, 
Performed, Presented, Trained.



SET UP

Composed, Conceived, Created, Designed, Developed, 
Devised, Established, Founded, Generated, Implemented, 
Initiated, Introduced, Invented, Launched, Led, Opened, Pi-
oneered Planned, Prepared, Produced, Promoted, Started.

IMPROVED

Broadened, Combined, Consolidated, Converted, De-
creased, Devised, Edited, Eliminated, Expanded, Innovat-
ed, Minimized, Modernized, Recommended, Redesigned, 
Refined Reorganised, Resolved, Restructured, Revised, 
Saved, Simplified, Solved, Streamlined Strengthened, 
Transformed, Unified.

RESPONSIBLE FOR

Administered, Approved, Conducted, Controlled, Coordi-
nated, Delegated, Directed, Headed, Led, Managed, Ran, 
Represented, Supervised.



CV Checklist

You must ensure that you have included all relevant in-
formation in your CV. For this, you may use the following 
checklist:

Contact Details:

1. Are the telephone number and email ID 
provided?

2. Have the contact details been doubly 
checked?

Introductory Profile/Career Objective:

1. Does the profile have a brief summa-
ry about you, mentioning about your 
strengths and skills?

2. Is it identifiable with the role applied for?
3. Is the career objective specific to the role 

you are applying for?

Education
 
1. Have you listed your degree, course and 

percentage and graduation date?
2. Are the courses and projects listed rele-

vant to the job role?
3. Have you added your class 12/diploma 

percentages?



Work Experience

1. Are all the company names included with 
dates and job titles?

2. Are all the paid and voluntary experiences 
included?

3. Are the brief descriptions of your roles/du-
ties included?

4. Does your experience identify with the role 
you are applying for?

Extra- Curricular Activities/Interests
 
1. Have you mentioned about your skills and 

competencies that the employer is looking 
for with examples?

2. Have you written about your membership 
details of any cubs/societies that depict 
skills relevant to the position?

Skills & Achievements

1. Are the achievements related to the role 
specified?

2. Is there suitable evidence provided for 
your skills?

References 

1. Have you contacted your referees for per-
mission to include their contact details?

2. Can the references be easily contacted?



With all these inputs, your CV shall not miss out a point 
and ensure that all relevant details are included.

Happy interning to you! 

General

1. Have you doubly checked your CV for 
grammatical errors, incorrect spellings and 
correct words’ usage?

2. Is the font size consistent and easily read-
able?

3. Have all the dates in your CV been listed 
in reverse chronological order?


