TACA Internship Interview Process and Notes
•

•

Candidates for an internship at TACA will ﬁrst have an informal phone screen to review the
interview format and provide details on the interview team members.
o

The informal phone screen will serve as a prac9ce with technology for the candidate.

o

This is a good opportunity for candidates to communicate any needs or concerns.

A panel interview with the interview team will be held via zoom, where several TACA staﬀ
members will ask ques9ons and interact with the candidate.

Best prac7ces for a video interview
•

Candidates should plan to have their cameras on during the interview.

•

Candidates should ensure they are in a space which is distrac9on-free.

•

Candidates should make sure the area behind their cameras is neat and appropriate.

•

Candidates should dress for success, as though they were interviewing in person.

What is TACA Looking for in an Intern?
•

Someone who is a learner and is not afraid to ask ques9ons if they do not know the answer.

•

Someone who can follow processes and who can stay organized.

•

Someone who is responsive with email and communicates respecDully.

•

A good team member, who can work well with our team.

•

Anyone who wants to grow their professional skills.

•

Someone who learns when they make a mistake—we know that mistakes are a part of growth.

•

Someone who believes in the TACA Mission: to provide educa9on, support, and hope to families
living with au9sm.

•

Someone who can be inclusive, thoughDul, and respecDul of all the diverse perspec9ves and
experiences in the community we serve.

Resume Resources and Sample
Part of a professional skill set is being able to develop a resume. We know that most TACA intern
candidates may have no work experience and that is not a problem! Consider what experiences you have
had in school, what your interests and ac9vi9es include, and any volunteer work. Here is a sample you
can reference for your own resume:

Cover LeCer Guide
Cover leMers are a part of most job applica9ons. They do not need to be complicated, but should do
three things:
1. Explain how you know about the organiza9on and the role you are applying for.
2. Explain any experiences you have that are related to the role.
3. Explain why you are a good match for the organiza9on’s mission and values.
Here is what it can look like:
Your Name
Your Address
Your Phone Number
Your email address
Hiring Manager’s Name
Company Name
Company Address
Date,
Dear Mr./Ms. or To Whom It May Concern,

The ﬁrst paragraph should contain an introduc9on, who you are, how you know about the internship
opportunity, and why you want to apply.
The next paragraph should review your experiences and why you feel like you have the skills for the
role.
The ﬁnal paragraph can explain why you feel like you are a good match for the organiza9on’s goals,
mission, and values. It should also include a statement that you are grateful for their considera9on of
your applica9on.
Sincerely,
Your Name

Interview Ques7ons for TACA Interns:
Tell us what you know about TACA and why you are interested in an internship role.
What are your professional goals?
How do you think that an internship at TACA will help you prepare for future work experience?
Can you tell us about a 9me that you have had a problem, and what steps you took to solve the
problem?
How do you stay organized?
How do you like to learn? Tell us about your favorite teacher and what made them eﬀec9ve.
What do you think is important when you are working with a team?
Tell us about a 9me that you have learned from a mistake. What did you learn?
TACA’s mission is to provide educa9on, support, and hope to families aﬀected by au9sm. Why do you
think that educa9on, support, and hope are needed?
What ques9ons do you have for us?

