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ASE STUDENT CAREER DEVELOPMENT 
APPLICATION PROCESS

APPLICATION FOR AN ASE STUDENT INTERNSHIP
STEP 1
Successful completion of one-half year of an automotive program and PDP Levels 1 & 2 by end of junior year.


The student applying for an ASE student internship must successfully complete *one-half year (junior) of an automotive program. Job shadowing is expected during the junior year.


*Unless exception approved by school instructor/school-to-work coordinator.
STEP 2
Completion of Application & Resume

The student must complete the application materials, including the following:

1. Letter of transmittal, including career goals and interests

2. Application form and resume

3. Attendance and discipline records

4. Drug test results

5. Transcript

6. Letters of reference

[Materials should be distributed by the school in early December with an early January due date.]

STEP 3
Automotive Instructor’s Recommendation


An automotive instructor must recommend the student.



[Should be completed by end of December.]

STEP 4
Committee Screening
An ASE Student Career Development committee, (primarily school personnel) will review the materials for accuracy and completeness.

The committee may ask the student for clarification if there are any “gaps” in the materials submitted.


[The screening committee usually meets in late January.]

STEP 5
Selection of Candidates for Interview Process
The committee selects the student as an ASE Student candidate.  At this point, the student prepares for job interviewing. The ASE Student Career Development Business and Education Council reviews results of this step.



[Usually done in February.]
STEP 6
Student/Employer Interview
The candidate will apply for a position and will be interviewed by participating employers.  (See attached Interview Process Example.)

STEP 7
Matching Interns With Employers
A “match” means the student has been accepted for an ASE Student internship. The school will work with personnel from all employers to match students (interns) with worksites.  (See attached Matching Process Example.)



[Usually done in early May.]

STEP 8
Training Agreement, Tool Scholarship Contract & Work Permit Completion
The ASE Training Agreement, Snap-on Tool Scholarship Contract, and work permit documentation must be completed prior to the start of the internship.


[Usually done in early May.]

STEP 9
Student Orientation (Training)
The student will be required to attend two training sessions – one to provide orientation to the worksite environment and one to facilitate a working relationship with a mentor.

[These sessions will be coordinated with mentor training.]

<School Name>
<Program Type>
<Address>
<City, State  Zip>
<Phone>
ASE STUDENT CAREER DEVELOPMENT
APPLICATION FORM

	PERSONAL INFORMATION

	First Name
     
	Last Name
     
	Date of Birth
     

	Address
     
	Student ID Number

     

	City
     
	State
     
	Zip
     

	Home Phone
     
	Email
     

	High School

     

	Parent/Guardian

     
	Parent/Guardian Phone

     

	Emergency Contact

     
	Emergency Contact Phone

     


	WORK EXPERIENCE

	Employer

     
	Position

     

	Supervisor’s Name

     
	Phone Number

     

	Employer

     
	Position

     

	Supervisor’s Name

     
	Phone Number

     

	Employer

     
	Position

     

	Supervisor’s Name

     
	Phone Number

     


	What other types of work have you done?

	     

	

	List School or Community Activities:

	     

	

	List Honors Received:

	     

	

	Memberships:

	     

	

	Why do you want a career in automotive technology?  Include career goals and interests.

	     

	


	ATTENDANCE & DISCIPLINE RECORD

	Student Name
	     

	Student ID #
	     

	High School
	     


	ATTENDANCE RECORD

	
	Absences
	Tardies
	Days Suspended
	Times Reference

	This Year
	     
	     
	     
	     

	Last Year
	     
	     
	     
	     

	Date
	     

	Certifying Officer
	     

	Signature of Officer
	


APPLICANT ACKNOWLEDGEMENT & AGREEMENT

In making this application, I understand that:
1. The submission of an application and supporting materials is the first step in the selection process.  I have attached a transcript, attendance and discipline records, and three letters of reference to this application.

2. To be eligible for an ASE Student internship, I must meet qualifications in all areas: education, aptitude, interest, assessments, attendance, behavior, reference check, and interview.

3. I must be employed in the automotive service field to become an ASE Student intern.

4. Grades, attendance, and performance will be reviewed periodically by the automotive dealership and school coordinator.

5. Acceptance into an internship includes on-the-job training and related training classes.

6. I must maintain the Student Work Journal documentation and assignments during my entire internship.

7. If accepted, I will give my full cooperation and attention to instructors and mentors, and I will accept and complete assignments as required.  If I do not meet the performance standards, I will be terminated from my internship.

I ACKNOWLEDGE AND AGREE TO THE ABOVE STATEMENTS

	Signature of Student


	Date

     

	Signature of Parent/Guardian
	Date

     


INTERVIEW PROCESS EXAMPLE

SELECTION PROCESS (ONE-ON-ONE)

· A student/employer interview date is identified at the school for all potential interns.  A designate of the Business and Education Council coordinates the timing of the interviews.

· A sheet will be posted for each participating employer listing available interview time slots.  Students may sign up for the available times under the locations they choose.  Students are scheduled at 20-minute intervals; however, interviews should be limited to approximately 10 minutes to allow for “paperwork.”

· Representatives of the employment locations are supplied with copies of student application materials.  These materials are given to the representatives one-day prior to the interviews or upon their arrival at the school.  Representatives are asked to be at the school one hour prior to the first scheduled interview to allow time to review applications, ask questions of the instructor, and prepare interview questions.  (NOTE:  For this interview session, separate areas should be made available to conduct the interviews.)
Application materials include:

1. Letter of transmittal, including career goals and interests
2. Application form and resume
3. Attendance and discipline records
4. Basic skills assessment (provided by instructor)
5. Drug test results
6. Transcript
7. Letters of reference

(Interviews should be limited to 10 minutes.  The school should provide a monitor to keep the interviews on schedule.)

MATCHING PROCESS EXAMPLE

· Students will interview with all employers offering positions.  At the end of the interview session, the student will list locations in order of preference and submit their list to the school coordinator before leaving the interview session.

· Employment site representatives, at the end of the interview session, will list all students in order of preference, and submit their list to the school coordinator before leaving the interview session.

· The school coordinator will attempt to match preferences.

· The school coordinator will notify the employers of the student selected to intern at their location.  The student will be notified of the location and mentor’s name.

· Newly selected interns and mentors will be notified of mentor and student intern training schedules.

GROUP SELECTION PROCESS

· A committee of employer representatives interview students one at a time.  
· The representatives assign the student to employment locations facilitated by the automotive instructor.
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