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Copy of the Experiential Learning Agreement:

Students will agree to this when they start using SSOE SELECT. Any questions can be directed to the

ELPE staff.

10.

| understand that Co-op is an academic program in which | can gain experience, compensation,
and academic credit. To gain academic credit and complete the Co-op program, participation
consists of 2 six-month rotations for undergraduate engineering students, or 3 alternating work
rotations in-between semesters of classes. Engineering Co-op students will register for the Co-
op course and gain 1.5 credits each six-month rotation or register for the co-op course and gain
1 credit per alternating rotations. Students will register and pay the fees for any co-op they
obtain through the ELPE office.

International students (whether graduate or undergraduate) should speak with their OIS
representative and understand the CPT application process in addition to the Co-op program
requirements.

If | remain with my Co-op employer, | will be considered a Co-op. | understand that | do not
have the option of changing my status from Co-op to Intern to avoid paying the Co-op fee.

| understand that while | am on a Co-op, | will adhere to SSOE’s Academic Integrity policy, as
well as professional behavior and ethics.

If | accept an internship with assistance from the ELPE office, | understand | am still
representing Pitt SSOE and will remain professional and adhere to the moral code of conduct
even though | am not gaining academic credit.

| understand that once | verbally accept or sign my offer letter, | have made a commitment to
that opportunity, and | will not continue to interview for other positions. Reneging on an offer
may cause dismissal or suspension from all ELPE services. Apprise the Co-op/Intern Division
of all offers and the staff can assist you with your decision-making process.

The philosophy of Co-0p is to usually remain with the same employer for all work assignments
with the idea to progress in projects and work responsibilities. Returning for additional rotations
is dependent upon both the student and employer’s satisfaction. Students do have the ability to
work 2 different types of six-month rotations, but communication must be timely between the
student, employer, and the ELPE office. Students on the traditional alternating schedule can
switch employers once after working 1 or 2 rotations with an employer. | understand that | must
tell my employer in a timely manner that | am not returning before the ELPE office can assist
me with another placement.

| understand that if | decide to only complete 1 six-month Co-op rotation, | do not gain all 3
credits toward an elective, but still must register and pay the fees for that one rotation. Same in
the event you are on the alternating rotation schedule and do not complete all 3 rotations.

| understand that all Co-op students must submit an approved Co-op schedule from the
departmental faculty Co-op advisor. If it is necessary to make any changes to your rotations,
please contact the ELPE office ASAP. The employer, faculty advisor, and Co-op office all need
to approve the changes. This is to ensure classes are offered when needed and you stay on
track to graduate.

| understand and agree that upon accepting a co-op or internship position, | will complete my
work assignments in full as far as | am able. It is important to read the handbook, plus it
provides sample resumes, interviewing tips, as well as detailed information about the Co-op
program and internship assistance. | have read the student handbook and agree with ELPE
Co-op and internship policies and practices.
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Student Resume #4
157 Atwood Avenue
Pittsburgh, PA 15216
(412) 123-1223 / abc21@pitt.edu
E ion
University of Pittsburgh, Swanson School of Engineering Pittsburgh, PA Graduation: December 2022

Mechanical Engineering GPA: 3.757
53 credits completed by August 2020

Relevant Coursework: Intro to Mechanical Design Calculus 3
Statics and Mechanics of Materials Physics 2
Material Structures and Properties Linear
Computer Skills: Matlab C++ Solidworks
Excel HTML UNIX
R rch and Rel Experien
Plus 3 Vietnam Study Abroad Program May 2019

¢ Visited several engineering companies to gain international exposure
¢ Experienced the Vietnamese culture and business customs

Freshman Engineering Conference April 2018
¢ “Using Turbochargers and Direct Fuel Injection to Improve Efficiency”
¢ Researched effectiveness of turbochargers and direct fuel injection systems
¢ Presented findings at 2017 Freshman Engineering Conference
* Awarded “Best Paper” in section

AlU Engineering 2018- May 2019
¢ Visited local engineering companies and firms in Pittsburgh

Extracurricular Activities

Engineers Without Borders, University of Pittsburgh

Local Project Lead December 2019 — Present
¢ Organize and lead weekly meeting for Local Project
¢ Oversee the Volunteer Committee and arrange projects and events

Volunteer Committee Lead April 2018 - Present
¢ Work with a group to plan volunteer eventsmonthly

First Food and Friends Soup Kitchen, Pittsburgh, PA
Volunteer March 20147- July 2020
¢ Helped prepare and serve meals to thehomeless

Seton La-Salle Marching Band, Pittsburgh, PA

Drum Major August 2018- May 2019
¢ Organized and conducted band rehearsals and performances
Honors and Awards
Dean’s List, University of Pittsburgh December 2019, April 2020
Qutstanding Young Citizenship Award, Tribune Review March 2018
Work Experience
Sheetz, Pittsburgh PA
Sales Associate May 2017 — August 2019

¢ Responsible for register, preparing/serving food, assisting customers


mailto:abc21@pitt.edu

Sample Cover Letter #1

Student Name
Address
Contact Information

August 20, 2020

Dear campus recruiting,

I am interested in applying for the summer 2021 engineering Co-op position with XYZ Company that |
learned of through the Cooperative Education Program at the University of Pittsburgh.

I am especially interested in obtaining a position with XYZ Company because of its long history as one of the leaders
in the EXAMPLE industry and because of your company’s wide international presence. I am currently majoring in
MAJOR Engineering at the Swanson School of Engineering (SSOE), and some of the skills I can bring to XYZ
Company include communication, an ability to learn quickly, and considerable lab experience.

Since January I have worked at the Radio Frequency and Devices Lab at the University of Pittsburgh where I have
gained valuable experience solving complicated real world design problems. One problem involved to design a blood
pH RF sensor model using a thermistor. Additional experience includes surface mount soldering of resistors and
capacitors to a printed circuit board.

In the spring of my first year, I participated in the Freshman Engineering Conference at the SSOE. I worked on TITLE
OF PAPER and (explain research that you did). We presented our paper to many faculty, peers, and people of
industry. Our efforts helped us earn the ‘Best Paper” award in our section.

Over the past summer, I taught myself the fundamentals of object-oriented programming by developing IOS
applications for the iPhone. I am currently furthering my knowledge of object-oriented programming in my
Intermediate Programming with Java class. My programming background along with my lab experience and

communication skills provide me with a solid foundation for a successful Co-op with XYZ Company.

I am interested in coming onsite for an interview with XYZ Company. I look forward to hearing from you soonand thank
you in advance for yourconsideration.

Regards,

Signature
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SAMPLE COVER LETTER #2

111 ABC Highway
Pittsburgh, PA 15555

July 1,2019

Ms. Jane Doe

Manager, Executive Recruitment
XYZ Company 400

Fifth Avenue

Pittsburgh, PA 15219

Dear Ms. Doe,

I am interested in interviewing with XYZ Company during your September 6™ recruiting visit to the University of Pittsburgh. I am
particularly interested in a career with XYZ Company because of your reputation as one of the 10 best executive training programs
in your industry. As a candidate, I can offer your company strong interpersonal skills, organizational ability, and retail sales
experience.

As a sales associate at Rave, | developed effective selling techniques, resulting in consistently exceeding my store’s quotas.
Through extensive contact with customers, assisting in merchandising, and performance of daily store operations, I gained

valuable experience.

My internship at WIPA Radio and my work-study position at the University of Pittsburgh have provided me with an opportunity to
develop oral and written communication skills, as well as experience in researching and analysis of data. These skills have provided

me with the background for a successful and productive career at XYZ, Company.

I have enclosed a resume for your review and am interested in discussing my qualifications with you further. I will contact your
office on August 2™ to arrange a mutually convenient time for a meeting. Thank you in advance for your consideration.

Sincerely,
(Pen written signature)
Joe Retailer

Enclosure
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Post-Interview Thank You Note Samples

150 Farmington Avenue
Hartford, CT 06105
August 21, 2018

Mr. John Doe

XYZ Enterprises

1931 W. Willow

Drive Chicago, IL
00178

Dear Mr. Doe,

Thank you for meeting with me this morning to discuss the media relations position at XYZ Enterprises. I would
like to reiterate my interest in the position and your organization.

The enthusiasm I have felt right along about the possibility of working for you has increased with our meeting. I am
more certain than ever that my qualifications and attitude will make the kind of contribution to XYZ Enterprises that
you are expecting from your media relations specialist.

I will look forward to hearing your decision regarding my application.

Sincerely,

Clarence Smith

Hi Mrs. XYZ,
I wanted to thank you for your time in coming over and setting up the interview.

It was a great opportunity for me to interact with you and learn about the basic challenges that a global company like
ABC Company faces. The fact that you took my inputs and discussed how they could effectively change the
operations within ABC Company was a highly valued experience for me.

Thank you for considering me for the co-op and please let me know if there is any additional information that I can
provide.

Yours Sincerely,

Student Name

Electrical and Computer Engineering Department
Swanson School of Engineering, University of Pittsburgh
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Post-Interview Rejection Letter Sample

150 Farmington Avenue
Hartford, CT 06105
August 21, 2018

Mr. John Doe

XYZ Enterprises

1931 W. Willow

Drive Chicago, IL
00178

Dear Mr. Doe,

Thank you for the offer to begin a co-op with (company name) in/on (the start date agreed upon with the
employer). Unfortunately, I am unable to accept this offer. After careful consideration, I have decided that (reason
for not accepting the offer), and I have decided to pursue a co-op with a different company.

I appreciate the opportunity I had to interview with you (also thank them for any extension they might have

given you in order to make your decision), and I wish you luck in your candidate search.
Thank you again for your consideration.

Sincerely,

Clarence Smith

Post-Interview Acceptance | etter Sample

150 Farmington Avenue
Hartford, CT 06105
August 21, 2018

Ms. Jane Smith
XYZ Enterprises
1931 W. Willow
Drive Chicago, IL
00178

Dear Mr. /Ms. /Mrs. or To Whom It May Concern:

Thank you for the offer to pursue a co-op with (company name) beginning in/on (the start date agreed upon with the
employer) and ending (the end date agreed upon) at a rate of (wage agreed upon). It is with great pleasure that I
accept this offer. I look forward to working with your company and am confident that I will be a great asset to your

team.

I have attached the hiring paperwork to this message (if they have you sign any of these prior to starting the co-op).
Thank you again for this opportunity.

Sincerely,

Clarence Smith
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IMPORTANT!!!

What is an interview?

Typically, an interview is used as a screening process in which you are given the opportunity to learn more about an
organization. At the same time, it is the company’s opportunity to evaluate you as a prospective employee. The
effective interview is the most important aspect of the employment search. In a 20- or 30- minute interview, your
personality, educational background, and work experience are appraised. It is usually the most decisive part of your
campaign for the job opportunity you want. Initial contacts by letter, resume or application describe one’s credentials.

The interview demonstrates these credentials.

QUALITIES THE INTERVIEWER L OOKS FOR:

Personality Be genuine, self-confident, pleasant,
and honest. Be yourself.

Articulate Express yourself clearly and concisely. Answer
questions thoroughly and in a candid manner.

Alertness Make your answers and questions relevant and
intelligent. Develop your questions prior to the interview.

Enthusiasm Be enthusiastic, optimistic, and show an
appropriate amount ofinterest.

Maturity Express clear professional goals. Know what you
want. Conduct yourself as if you are determined to get the
job you are discussing.

Motivation Show your incentive andwillingness through
your desire and interest in the jobopportunity.

Compatibility Express, through your behavior, your ability
to have a good relationship with others.

Preparation Know relevant information about the
company — location, product, and general knowledge about
its business purpose. The more you know, the greater
impression you will make on the interviewer.

POSITIVE INTERVIEW TIPS:

Some interviewers like to do most of the talking and judge
you by your reactions — the understanding and intelligence
you show. Other interviewers say little. Their attitude is that
it is up to you to sell yourself. In either case, the following
tips can be of terrific value toyou:

Approach the interview with a positive attitude and sincere
interest in the company.

Pay attention to your appearance. You want to appear
professional, so dress conservatively.

Arrive a few minutes early for the interview.

Allow the interviewer to initiate the conversation.

Be friendly, relaxed; be yourself.
Maintain good eye contact.
Communicate accomplishments.

Do not monopolize the conversation but be an active
participant.

Be an attentive listener when the interviewer is speaking.
Respond to questions with more than a yes or no answer.

Show interest through asking well-thought-out questions.
Ask some definite questions about the company.

Do not try to fill in the silent spots. You may tend to ramble.

Display your personality and achievements, initiating as well
as responding.

Accentuate the positives. Be optimistic. Display self-
confidence, ambition, and a competitive attitude. Be sure
your good points get across to the interviewer.

Emphasize your specific skills and interests.

QUESTIONS THE INTERVIEWER IS LIKELY TO ASK:

What do you know about our company? (CRITICAL!)
Why did you decide to interview with our company?
Tell me about yourself.

What personal qualities do you possess which might
distinguish you from other applicants?

What are your basic interests and your non-job or school-
related achievements?

Why did you decide to attend college?

How did you choose this school?
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How did you choose this field of study?

What have been some of the more important aspects of
your education?

What courses did you like best? Least? Why?

Do you feel you have done the best scholastic work of
which you are capable?

Which of your college courses were the more difficult?
Why?

What type of work interests you?
Under what kinds of conditions do you work best?

What jobs have you held? How were they obtained and
why did you leave?

What personal factors do you consider most important in
evaluating yourself or your success?

How do you weigh career priorities such as job security,
satisfaction, work hours, salary, and working conditions in
evaluating your needs in a job?

To date, what have been some of your more important
work responsibilities?

What have you enjoyed most and liked least about the
work you have done?

What work satisfaction or achievements have not been
realized or at least have not been at the level that you had
hoped?

Do you have a geographical preference? Why?

What consideration have you given to further enhance your
performance and personal growth?

How do you schedule your time? Set priorities? VWhat are
your hobbies?

What do you consider to be strengths and weaknesses?

What was your most difficult decision in the last six
months? What made it difficult?

Give some instances in which you anticipated problems or
influenced new directions.

How do you deal with pressure?
Do you prefer working with others or by yourself?

Would you prefer a large or small company? Why?

In what school activities have you participated? To what
extent?

How have your extracurricular activities helped prepare you
for the work you have done or influenced your development
as a person?

Do you think that your extracurricular activities were worth
the time you devoted to them? Why?

At this point in your life, what would you like to be doing in
the near future in terms of your career goals?

QUESTIONS THE INTERVIEWEE IS LIKELY TO ASK:

What are the opportunities for advancement?

Does your company have a practice of promoting on merit
and of promoting within?

Describe initial assignments in my area of interest.
What opportunities will | have for professional development?

Does your company encourage and support “continuing
education” for its employees?

Tell me about the community in which | would be employed.

What will | be doing?

CHECKLIST FOR CO-OFP/INTERN INTERVIEWING:

Dress professionally for the Co-op interview. “You never get
a second chance to make a first impression.”

Do not chew gum, smoke, or use too much perfume or
aftershave.

Be on time for an interview. Call if an emergency prevents
you from being on time.

Bring a copy of your resume, a list of at least 3 references,
pen and notebook, and list of questions to ask the
interviewer.

Know something about the company. Websites are the
easiest resource, and the ELPE Office may have additional
information.

Send thank you note to the interviewer noting your interest
and how you can contribute to the company.
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TIPS FOR PHONE INTERVIEWS:

You should prepare for a phone interview just as you would a face-to-face meeting, so research the company, review
the position description if you have one, and be ready to highlight achievements from your resume.

¢ Find a place to take the call that will be quiet and with no interruptions if possible. You can reserve one of
the interview suites in the ELPE office if they are available. Contact one of the staff members to do so.

e Schedule the interview to allow yourself enough time. Do not feel pressured into scheduling quickly or trying
to fit it in-between classes. Allow enough time in case the interviewer calls a few minutes late or the
interview runs longer thanexpected.

o Keep a copy of your resume in front of you during the call, and you can also keep any notes handy (list of
questions you want to ask, etc.)

* Answer by using your name. This will eliminate the need for the caller to ask for you.
e Make sure you speak clearly and slowly. When nervous, it is easy to speak toofast.

¢ Smile when you are speaking — it helps bring enthusiasm into your voice, especially if you are talking about
something you are passionate about.

e Really focus on not using slang — watch the “ums,
conversation.

ya knows” as they stand out even more during a phone

e Be convincing — and make sure you answer the questions directly and strive to show that you are a good fit
for the company.

e Say thank you — make sure to communicate you appreciate their time, and if you did not receive an email ask
for one. You want to be able to follow up and send a thank you email 24-48 hours after the phone interview.

TIPS FOR VIDEOCONFERENCING INTERVIEWS

The standard rules of interviewing apply with video/teleconferencing interviews. You can expect the same type of
questions and your body language will give the same first impression as in person. The ELPE office offers
videoconferencing capability in its interview suite. Please see an ELPE staff member to schedule.

Just some additional things to keep in mind:

e Arrive early and make sure you know how to use the equipment if you are using something else than your
laptop or PC. Either way, you want to get set up ahead oftime.

o Centeryourselfin the screen at medium distance. Sitting at the end of a long table might not be close
enough.

¢ You might find a delay in receiving the audio or video, but you should be able to adjust accordingly.
o  Still dress professionally. Some students have just dressed professionally with a suit coat, shirt, etc. while
just wearing jeans or shorts. If you do that make sure you do not stand up during the interview! Keep shirts

and ties conservative and not too busy. For women, too much jewelry or make-up can be distracting as well.

o As with a face-to-face interview, you want to maintain good eye contact and do not talk too much with your
hands.

o Be aware that the microphone picks up all the noise in the room. Do not tap your pen or shuffle paper.
However, speak naturally as there is no need todnt
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Pitt's Co-op Program

Pitt's Co-op Program is an academic program that offers an exciting opportunity allowing you to learn, gain
experience, professional development, and financial remuneration!

With the first degrees of "Engineer”" awarded in 1846, Pitt was established as the nation’s sixth earliest engineering
program. Keeping in stride with their “cutting edge,” Pitt's Swanson School of Engineering was among the first three
established Co-op programs in the country. Although the Depression forced its suspension in the 1930’s, cooperative
education at the University of Pittsburgh was re-established in 1987. Soon afterward, the university’s nationally ranked
chemistry and computer science departments were added to the program, as well as students from our regional
campuses. The graduate Co-op program was introduced in 2011.

Since 1987, over seven thousand students have benefited from this exceptional program. Although the program is not
mandatory, almost half of the undergraduate students in engineering participate.

19




What is Co-op?

Co-op provides students with work experience relating directly to their field of study. By alternating work and school
terms, the program enables students to complement classroom studies with practical experience, technical
knowledge, and financial reward. Co-op is an academic program where students earn credit while working in their
field of study. Students can work 3 alternating work rotations, or 2 six-month rotations.

All Co-ops are paid a competitive wage. The average pay range for 2022-2023 was $3578 monthly for
undergraduate students. Please keep in mind that this is an average, and some employers pay more or less
than the average.

Nuts and Bolts of Co-op at Pitt

e Students earn one and a half (1.5) credit for each 6-month term worked or 1 credit for each alternating
term worked: upon completion of terms, credits can be used toward departmental graduation
requirements.

o Participating departments determine how the credits will be used.

e Students can remain with the same employer while participating in Co-op. It is possible and not difficult to
change companies for the second 6-month rotation or remaining alternating rotations, but our philosophy is
that by staying with the same company, you will receive more in-depth and challenging assignments. If on
the alternating rotation schedule, students can switch employers one time (complete 2 rotations with the
same employer).

o e recognize that students might wish to complete another Co-op rotation in a completely different

environment, and the following experiences can be included as an additional Co-op rotation:

Students can:

1. Complete research at the University of Pittsburgh, including the summer research program sponsored
through SSOE

2. Complete a term of research that is full-time and paid at another university. SSOE Co-op review
required.

3. Complete a relevant full-time internship/Co-op with another company that is willing to complete our
Co-op evaluation and pay our students. If the internship is only 10 weeks involving a formal structured
summer program, approval will be considered by the Director if acceptable.

4. Remain with your current Co-op employer for another 6-month rotation of work, or additional 2
rotations.

5. Complete international work experience that is full-time. SSOE Co-op review required.

Our positions are with employers who are local, national, and niemdiord

Students who complete the Co-op requirements receive a cord and certification on theirtranscript. Please note

that 87% of students who begin the Co-op program will complete it!

Transfer students can and do participate in Co-op.

The for-credit Co-op course keeps you enrolled with full-time student saus.

Students do not pay tuition while on a Co-op assignment, but a modestfee.

Financial aid and scholarships are received during the school terms only, not on a rotation.

Participation in Co-op will not impact your participation in a study abroad program or other student

activities.

Program Requirements

Students must possess a minimum overall 2.0 GPA and should not be on term probation. If you are in doubt, please
check with us or a faculty advisor. Also, required coursework for each department must be completed, as well as a
Co-op schedule that is signed by the student and faculty co-op advisor. Some departments require that sophomore
year be completed before the first Co-op rotation. If you are in doubt regarding your academic status, see the co-op
advisor in your department. A listing of our co-op coordinators is on page 22 of this booklet. Students can begin the
program up until the mid-point of junior year and still satisfy the three-term co-op requirement.

International Students

Before registering with Co-op, international students are required to check with the Office of International Studies
(OI8) to determine eligibility to co-op and start date. Their website is http://www.ois.pitt.edu/ and appointments are
made online.

Eligible students accepting a co-op offer must complete the necessary forms for OIS and the Co-op office;
additionally, the student must inform both offices of any changes in visa status, work status or work rotations.
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