TXWORKS Internship Program Student Application Process Guide

Congratulations on taking an important step for your future by learning more about the TXWORKS
Internship Program! Please review this guide to learn about the items and steps required to apply
for TXWORKS internships and how to search and apply for a TXWORKS internship.

Overview: TXWORKS Application Process Steps and Requirements

» The six steps outlined below must be completed by undergraduate, Texas college and
university students that are interested in applying for TXWORKS internships:

Step Action Fn?d more details about
this step on:

Review Items Required to Apply for

Stepl | rxWORKS Internships Page 2

Step 2 Complete TXWORKS Student Eligibility Form Pages 3-4
Obtain a Copy of Your College or University

Step 3 Transcript (unofficial copy accepted) Pages 4

Step 4 Register for www.TxInternshipChallenge.com Page 5

Step 5 Search for TXWORKS internships on Page 5

P www.TxInternshipChallenge.com Tageo

Apply for TXWORKS Internships with

Step 6 TXWORKS Employers Page6

Additional Resources Available in this Guide:

Step-by-Step Instructions with Screenshots to search and apply for TXWORKS internships on the
www.TxInternshipChallenge.com are available on page 8.
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Application Process Requirements for TXWORKS Internships

» To apply for TXWORKS internships, you must provide proof of program participation
eligibility to TXWORKS employers by submitting these three required items:

Step 1: Review Items Required to Apply for TXWORKS Internships

Required Item Description of Required Item
Official Texas Higher Education Coordinating Board (THECB) Student
Required Item | Eligibility Letter stating your eligibility for the Internship Period
applying for.

Copy of your transcript (unofficial copy is acceptable) from ALL eligible
colleges or universities in Texas that demonstrates the following for the
semester prior to the internship period applying for:

=  Enrollment for at least the number of hours required of a half-time
student (6 hours or more) as an undergraduate student enrolled in
a degree or certificate program (Certificate, Associate, or Bachelor

. degree) at an eligible Texas college or university.

Required Item Il gree) & & Y

NOTE: The prior semester to an internship period is defined as follows:

The prior semester to the Summer internship period will be the spring
semester. The prior semester to the Fall internship period will be the
summer or spring semester. The prior semester to the Spring internship
period will be the fall semester.

TX Internship Application completed and submitted through

Required Item IlI www.TxInternshipChallenge.com site.

» To begin to submit the above required items, follow Step 2 on page 3 to complete the
TXWORKS Student Eligibility Form.
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Step 2: Complete TXWORKS Student Eligibility Form

TXWORKS
Eligibility Description of TXWORKS Eligibility Form Item
Form Item
For THECB to determine your eligibility to apply for a TXWORKS internships,
you will need to have:
[l completed the FAFSA for the time period for either the 2019-2020,
2020-2021, or 2021-2022 and received a Student Aid Report (SAR)
with an Estimated Family Contribution (EFC) between $0 and
$6,000.
0 Not previously completed more than one TXWORKS internship.
[0 been enrolled at a Texas college or university that has record of you
attending in Spring 2021 as a:
[0 undergraduate student
. U aTexas resident
Requirements [0 agraduate of a high school, a GED, or high school equivalency
to Complete program.
TXWORKS
Eligibility Note: When completing the TXWORKS Student Eligibility Form, you
Form will indicate which Texas college or university you attended in the
Education/Enrollment section. The screenshot below provides an
example how that section appears in the form:
Education/Enroliment History
For THECB to conclude verification of your eligibility to apply for a TXWORKS
internship, respond to the following questions.
Select the institution you attended Spring 2021:
| 3
TXWORKS TXWORKS Student Eligibility Form will be available to submit for the upcoming
Student internship periods. The specific form open, and close period can be found within
Eligibility the TXWORKS student webpage: https://www.highered.texas.gov/txworks/.
Submission
Period
Link to https://forms.thecb.state.tx.us/forms/TXWorks
TXWORKS
Student
Eligibility
Form
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After you submit this form, you will receive an email notifying you of your
eligibility status related to applying for TXWORKS internships with TXWORKS
Notification employers posted on the www.TxInternshipChallenge.com site. The email
of Eligibility notification will include an official Texas Higher Education Coordinating Board
to Apply (THECB) TXWORKS Student Eligibility Letter if you are eligible. This letter
must be provided to the TXWORKS employer when applying for a TXWORKS
internship.
Questions Contact THECB TXWORKS Program Staff by email or phone if you have a
about question about the form or your eligibility notification:
TXWORKS *  Email: txworks@highered.texas.com
Student =  Phone: 512—427—65‘82‘ . - ‘
Eligibility Please r'eference the submission code in the notification email when
Form contacting THECB TXWORKS Program Staff.

HELPFUL TIP: To access information about the Free Application for Federal Student Aid

https://studentaid.gov/h/apply-for-aid/fafsa.

I
I
(FAFSA) you have already completed OR to begin completing a new FAFSA, visit this link: |
I
I

» If you received a THECB TXWORKS Student Eligibility Letter stating that you are eligible to
apply for an upcoming TXWORKS internship period, proceed to Step 3.

Step 3: Obtain a Copy of Your College or University Transcript

Texas College and
University
Transcript
Requirements

Obtain and download a digital or hard copy of your college or
university transcript (unofficial is acceptable) from ALL eligible colleges
or universities in Texas that demonstrates the following for the prior
semester to the internship period applying for:

= enrolled as an undergraduate student at an eligible Texas
college or university

= enrolled for at least the number of hours required of a half-
time student (6 hours or more)

= degree seeking (certificate, associate Degree, or bachelor’s
Degree)

=  Students that have earned a bachelor, graduate, or
professional degree are not eligible to participate.

NOTE: The prior semester to an internship period is defined as follows:

The prior semester to the Summer internship period will be the spring
semester. The prior semester to the Fall internship period will be the
summer or spring semester. The prior semester to the Spring internship
period will be the fall semester.

HELPFUL TIP: Consult with your campus registrar's office or an academic advisor on how

I
to access your transcript if you do not already know how to do so. I
___________________________________________ I
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» After you have received an official THECB Student Eligibility Letter and obtained a copy of
your transcript that demonstrates the requirements outlined above in Step 3, proceed to
Step 4.

Step 4: Register for www.TxInternshipChallenge.com

TXWORKS internships are posted on
www.TxInternshipChallenge.com. Therefore, you will
need to register for this site to apply for TXWORKS
internships.

Registration Instruction S . .
egistratio structions For detailed instructions on registering for

www.TXInternshipChallenge.com:

= go to: https://www.twc.texas.gov/news/texas-
internship-challenge

= Select Download Student Quick Start Guide.

» After you register for www.TxInternshipChallenge.com, proceed to Step 5 to search for
TXWORKS internships with TXWORKS employers.

Step 5: Search for TXWORKS internships on www.TxInternshipChallenge.com

Review These Items to Search for

TXWORKS Internships Description of ftems

Type TXWORKS in the
www.TxInternshipChallenge.com search engine.
Internship positions that are part of the TXWORKS
program will have TXWORKS listed in parenthesis
after the position title.

Instructions for Finding
TXWORKS Internships on
www.TxInternshipChallenge.com

website
For example: Marketing Internship (TXWORKS).
Review the job description section of the posting for
a:
= summary of tasks, projects and
responsibilities of the position.
Review internship position = specific qualifications you need to have to
description and qualifications apply for the internship position.

= the career readiness competencies and skills
you will have the opportunity to gain and
strengthen.
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HELPFUL TIP: Sign-Up to Receive Updates When New TXWORKS Employers and
TXWORKS Internship Opportunities are Added!

Each semester, more employers will be added to the TXWORKS Internship Program and
therefore, more internship opportunities are expected to be available. Provide your
email address through the TXWORKS Internship Program Questions and Contacts Form

to:

»=  Submit questions about the program.

»= Receive updates about the TXWORKS Internship Program, which will include when
TXWORKS internship positions are posted and the TXWORKS Student Eligibility Form
is available to submit each semester.

» If you find an internship that is of interest to you and you meet the qualifications,

proceed to Step 6.

Step 6: Apply for TXWORKS Internships with TXWORKS Employers by

Completing the Following Items

Complete Each Item in This
Column to Apply for TXWORKS
Internships with TXWORKS
Employers

Item Description

Submit TX Internship Application

To apply to the TXWORKS internship position and to
submit the TX Internship Application, select the red
Apply button on the posting.

Submit official THECB Student
Eligibility Letter and copy of
transcript to TXWORKS employers

When you select the red Apply button on the
posting, the employer will provide instructions how
and where to submit a copy of your:
= Texas Higher Education Coordinating Board
(THECB) TXWORKS Student Eligibility Letter.
= transcript (unofficial copy is acceptable) per
the requirements outlined in Step 3.

Employers will contact eligible
and qualified applicants

TXWORKS Employers will contact applicants that
provided the above required documents
demonstrating program eligibility and the
gualifications for the position.
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HELPFUL TIP: Getting help with your resume! If an internship position requires you to
provide a resume to apply, make sure it’s updated!

have a professional resume appropriate for applying for an internship), find the career
center on your campus and explore resources available to help you develop or update

I
I
|
|
| If you need assistance with updating your resume (or creating one if you do not currently
|
I
I
| your resume.
|

Resources for www.TxInternshipChallenge.com Site

Resource Item Resource Description

On pages 8 — 14 of this guide, there are step-by-
step instructions with screenshots on how to:
Step-by-Step Instructions with * register for www.TxInternshipChallenge.com,
Screenshots = search for TXWORKS positions

= apply for TXWORKS positions

For technical assistance with the
www.TXInternshipChallenge.com site, contact:
Contact Information for
Technical Assistance with
www.TxInternshipChallenge.com
site

Texas Workforce Commission (TWC)
Workforce Systems Support Desk

Phone: 512-463-4210

Email: wfsupportdesk@twc.texas.gov
Hours of Operation: 8:00am - 5:00pm CST

TXWORKS Internship Program Student Application Guide February 2022



http://www.txinternshipchallenge.com/
http://www.txinternshipchallenge.com/
http://www.txinternshipchallenge.com/
mailto:wfsupportdesk@twc.texas.gov

Step-by-Step Instructions with Screenshot: Registering for
www.TxInternshipChallenge.com.

1. Register for www.TXInternshipChallenge.com

TXWORKS internships will be posted on this site. Therefore, we encourage you to register if you

have not done so already for this site.

To register, goto https://www.txinternshipchallenge.com/ and select Click here to register and

follow the remaining instructions.

/]
\
*

4 > |

hi--\Al

Enter a keyword and/or location to find jobs.

Meet the Challenge!

The Texas Intemship Challenge is a partnership among the Texas Workforce Commission (TWC), Texas Education Agency (TEA) and The Higher Education Coordinating Board (THECB), who challenge employers to offer paid internships and make it easy for students to search and
apply for them,

Students: Looking for an Internship?

Employers: Looking for an Intern?

For detailed instructions on registering for www.TXInternshipChallenge.com, go to

https://www.twc.texas.gov/news/texas-internship-challenge and select Download Student

Quick Start Guide.

Texas Internship Challenge Wil oo Ao

The Texss Intemship Challenge Is a recommendation from the Texas
Texas Ageney and Texas Higher

TEXAS Educalmn Cnordlnalmg Board to the Governor's Offics. as part of the Tri-
: Agency Initiative. challenging industry and employer partners to offer more - Texas Tri-Agency Pariners
INTERNSHIP paid internships for Texas students Promote "Texas Internship
Challenge” to Connect Education

CHALI:TEmEGRE i Help us Meet the Challenge! - Visit - T: hallenge.com with Careers
— - Blog Post TH]

Meeting the Cl

Resources for Students Resources for Employers

Learn about internships, create your resume and prepare Support the work readiness of Texas students by starting

for interviews. an internship program. Develop internship descriptions,
prepare for interviews,

_interview Tips T Related Topics
- Internship Position Template T

- Onboarding Guide T - Directory_of Workforce Solutions

- Employer Fiyer ) Offices & Services

[ = - Tri-Agency Report to the

- Downloadable Loga Governor

- Employer Quick Start Guide T

- Texas Internship Challenge FAQs

- Texas Employers Commit to the Texas Internship

Challenge
- “Where Can | Intern?" State Cq Report Fraud

Challenge Texas rers and Students

Student Quick Start Guide Tt |

- Report suspected fraud, waste or
program abuse
800-252-3642
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Step-by-Step Instructions with Screenshots: Search and Apply for TXWORKS

Internships with TXWORKS Employers

1. Enter the username and password you set-up when you registered for

www.TXInternshipChallenge.com. If you have forgotten your username or password, select

Retrieve Username or Password.

Check the box, I’'m not a robot and then select Sign In.

& Option 1- Already Registered

I'm not a robot

Sign In
If you have forgotten your user name andor password, please click Retrieve User Name or Passwort

2. Select Menu in the far upper-right hand corner.

TEXAS _E
INTERNSHIP [ |EmiS
CHALLENGE | 373

NTXINTERNS

3. Select Job Search.

Job Search

Choosa from a variety of opt

ions for your

View the résumeés you have creatad in the
systern and update their status.

My Portfolio 5
Access, review and modify your personal
emplayment plan, and s=arch history

profiles.
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4. Type TXWORKS in the box and select Search.

You may enter any combination of search criteria below. When you have complated antaring o

” TXWORKS] ation

ame, occupations and even military occupation codes

Internship positions that are part of the TXWORKS program will have TXWORKS listed in
parenthesis after the position title. For example: Marketing Internship (TXWORKS).

Preferred Employer Today

In addition, TXWORKS employers will have the TXWORKS icon displayed above their posting as
shown below:

Production Specialist (TXWORKS)

$2 0 O 0 QOccupation: Audio-Visual and Multimedia Collections Specialists
O Location: Dallas, TX Job #

Per Hour Positions available: 1
Updated: 8/3/2021 Source: Texas Internship Challenge
Expires: 10/2/2021 Site: Texas Internship Challenge

5. Open the posting and view the details about the position. If you are interested in applying, select
the red Apply button at the top of the posting.

More Like This

Marketing Internship (TXWORKS)
20 00 Texas Higher Education Coordinating Board
$ = Occupation: Market Research Analysts and Marketing Specialists

Per Hour Location: Austin, TX - 78752 Job # 442

Positions available: 1

Source: Texas Internship Challenge

Pasition rangs in Austi
Met

in-
Round ropolitan

Area
§25 85 - $46 35 Per Hour

Site: Texas Internship Challenge
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HELPFUL TIP: Make sure you have enabled pop-up windows to display in your browser for the
www.TxInternshipChallenge.com site so you do not miss any important application instructions.
You will need to see pop-up windows after selecting the Apply button. Go to the settings for
your browser to manage pop-up permissions.

job, you need to enable pop-
ups in your browser settings
and then select the Apply
button again to start your
job application.

l |
l |
l |
l |
l |
l |
l |
l |
l |
I In order to apply for this |
l |
l |
l |
l |
l |
l |
l |
l |
l |

6. After clicking the Apply button, the section titled Additional Application Information and
Provide a TX Internship Application Online will display as shown below.

Additional Application Information

If you have received an official THECB Student Eligibility Participation Letter, then proceed to applying for this
TXWORKS intemnship by following these steps:

1. Select Apply via Application Form on this internship posting and submit the TX Intemship Application.
2. Submit the following required documents by visiting [insert web fink] or sending to [insert email address]:
* an official THECB Student Eligibility Participation Letter

s 3 copy of your transcript (unofficial copy is acceptable) from ALL eligible colleges or universities in Texas

that demonstrates the enrollment requirement outlined on the TXWORKS website.

Provide a TX Internship Application Online

The employer has indicated that you may apply by submiting a TX Internship online application
form. You should attach your online application form for this employer to review.

[ Click here to view your current online applicaticn form ]

Apply via Application Form
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Read and follow the instructions provided in the section titled Additional
Application Information carefully to make sure you complete all the
steps provided to finish the application process for this internship.

Employers will provide instructions in the section titled Additional
Application Information for:
=  How to submit the TXWORKS Student Eligibility Letter and a
copy of your transcript (unofficial copy is acceptable).
= Additional steps you need to complete to finish the
application process. The additional instructions provided
may be different for each TXWORKS employer.

7. Al TXWORKS Employers will require you to complete a TX Internship Application Online. If you
have previously completed an application in www.TXInternshipChallenge.com, select Click here

to view your current online application form.

Additional Application Information

If you have received an official THECE Student Eligibility Letter, then proceed to applying for this TX\WORKS internship by following these steps:
1. Select Apply via Application Form on this internship posting and submit the TX Internship Application.
2. Submit the following required documents by visiting finsert web link] or sending to finserf email address]:
+ an official THECB Student Eligibility Letter.

* a copy of your transcript (unofficial copy is acceptable) from ALL eligible colleges or universities in Texas that demonstrates the enroliment requirement outlined on

the TXWORKS website.

Provide a TX Internship Application Online

The employer has indicated that you may apply by submiting a TX Internship online application form. You should attach your online application form

[ Click here to view your current online application form |

Apply via Application Form

for this employer to review.

12
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8. If you have NOT completed an application through www.TXInternshipChallenge.com, you will
have the opportunity to complete one on the next screen. Select Apply via Application Form to
proceed to the next screen.

Additional Application Information

If you have received an official THECB Student Eligibility Letter, then proceed to applying for this TXWORKS internship by following these steps

1. Select Apply via Application Form on this internship posting and submit the TX Internship Application

Il

Submit the following required documents by visiting jinsert web link] or sending to finserf email address]:
= an official THECB Student Eligibility Letter

® a copy of your transcript (unofficial copy is acceptable) from ALL eligible colleges or universities in Texas that demonstrates the enroliment requirement outlined on
the TXWORKS website

Provide a TX Internship Application Online

The employer has indicated that you may apply by submiting a TX Internship online application form. You should attach your online application form
for this employer to review.

[ Click here to view your current online application form ]

Apply via Application Form

9. After selecting the Apply via Application Form button, this screen will display. To complete an
online application or to edit an existing online application, select the Background Wizard.

Additional Application Information

Special instruction when applying for this job:
If you have received an official THECB Student Eligibility Letter, then proceed to applying for this TXWORKS internship by following these steps:

1. Selact Apply via Application Form on this internship posting and submit the TX Internship Application.
2. Submit the following required documents by visiting Jinsert web link] or sending to [insert email address]
+ an official THECB Student Eligibility Letter.

+ a copy of your transcript {unofficial copy is acceptable) from ALL eligible colleges or universities in Texas that demonstrates the enroliment requirement
outlined on the TXWORKS website.

Provide a TX Internship Application Online
Applying via online application submits all of your background information to the employer. Click below to preview what is being submitted or
click to edit your information.

lick here to view your current online application form ]

Background Wizard

10. To submit the application, applicants must review and acknowledge the statement below by
checking the box. After checking the box, select Submit Application.

ase check the checkbox to acknowledge that you will be providing your contact information to the employer posting this job in addition to any other
rmation you may have added to your background. If Apply by Résumé is available for this job order, you can restrict the background infermation displayed to

ployers by creating a résumé with limited employment history and use it 1
Submit Application
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11. After selecting Submit Application, the next screen will display and include confirmation of
your submission.

Thank you for your submission, Below is 2 summary of what infermation was submitted as well as any follow up information required to complete your application to the job.

You have applied via Application Form on 5/25/2021 6:27 PM

Before closing this screen, read the HELPFUL TIP below.

: HELPFUL TIP: If selected to interview for the internship position you applied for, you will
| want to have a copy of this posting to prepare for the interview. The internship posting
| may not still be posted on this site when you interview. Therefore, you are encouraged
| to save a coov of the internshio position descriotion. |

To save a copy of the internship posting, follow these steps:

1. After you have submitted an application, select the Return to Job Details button.

2. When viewing the Job Details (also referred to as the Job Order), go to the bottom right-hand
corner of the Job Order, find, and select Print Job Order.

(™ Change Job Search Criteria (&, Print Job Order
Select Another Job

Select an option:

=  Print Job Order or Export to PDF.

| HELPFUL TIP: If Export to PDF is selected, save to a location (i.e., your desktop, USB |
| drive, the cloud, etc.) you have easy access to in the future. I

i: Job Order Print Page - Work - Microsoft Edge

() https://www.txinternsjg pbOrderPrint_disp.aspi

Print Job Order Export to PDF

Close Window

Texas Job Order Print Dagiment

Job Information:
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