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Dear Unpaid Internship Applicant, 

Thank you for your interest in The New York Botanical Garden Unpaid Internship program. Please complete and submit the following:

1. Application
Completed application form. 
2. Résumé
Your résumé/curriculum vitae.
3. Essays
There is one required essay. Each essay should be no longer than 500 words and describe your career goals and professional plans and how interning at The New York Botanical Garden will help you achieve them. 
4. Letters of recommendation
Send in two letters of recommendation from an academic or professional reference. Be sure to request recommendations in advance of application submittal; we require that letters of recommendation be sent along with other application materials by the deadline. 
5. Transcript
Transcripts are required only when requested by specific departments, which will be listed on the position listing or department list at http://www.nybg.org/employment/internship-departments.php. We accept either official or unofficial transcripts.
6. Samples of Design Work
If you are applying for an internship in our Creative Services department in 1) Graphic Design or 2) Marketing or Horticulture department in Landscape Design, you must submit five samples of your design work. Send two copies of a CD-ROM containing these samples with your other application materials. (We won’t be able to return these CDs.) OR provide your website address with samples of your work. Do not submit any extra materials, unless requested. (If you’re not planning on applying for an internship in these departments, skip this step.)
Mail all application materials to:
The New York Botanical Garden
Unpaid Internship Program/Volunteer Services Department
2900 Southern Boulevard
Bronx, NY 10458
Or send via email to:

volunteer@nybg.org
Each internship term has its own application deadline and decision notification date. The deadline date refers to the date by which applications must be postmarked, therefore it is not necessary to submit your application via express mail. We will not review applications postmarked after the deadline and we will only review complete applications. You will receive confirmation by e-mail within four weeks of the application deadline only if we have received all of your materials.
The most qualified applicants will be contacted to arrange interviews. If we request an interview with you, we will e-mail you to arrange a convenient date and time for you. Please do not contact NYBG about scheduling an informational interview. Due to the high volume of applications and interest, we do not have the available resources or staff to conduct informational interviews.
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Type or Print

Name: ___________________________________________________________________________________________
Permanent Address: ________________________________________________________________________________
Telephone Number: ___________________________Cell Phone: ____________________________________________ 
Primary Email: _________________________________ Secondary Email: _____________________________________
Present Address: ___________________________________________________________________________________
How did you learn of this internship? ___________________________________________________________________
__________________________________________________________________________________________________
EDUCATION
High School or Equivalency: __________________________________________________________________________
Address: _________________________________________________________________________________________
Diploma Received: ( Yes   ( No

If No, current grade level: _____ Anticipated graduation date: ________ Academic concentration:__________

College or University: ________________________________________________________________________________
Address: __________________________________________________________________________________________
Degree Received: ( Yes   ( No

If No, current grade level: _____ Anticipated graduation date: _________ Academic concentration:_________
Graduate, post graduate, professional/technical schools attended:

Year of 



Degree

Name of Institution:


Dates Attended


Graduation


Obtained

__________________________________________________________________________________________________
__________________________________________________________________________________________________

__________________________________________________________________________________________________
Academic honors: ___________________________________________________________________________________
__________________________________________________________________________________________________

Scholarships/fellowships and dates: _____________________________________________________________________
__________________________________________________________________________________________________

*EMPLOYMENT
(  Past 
(  Present            Name of Employer: _____________________________________________________________

Nature of Business: ____________________________   Name of Supervisor: ____________________________________
Address: _____________________________________ Phone Number: ________________________________________
Dates of Service: _______________________________ Title of Position: _______________________________________
Brief description of duties: _____________________________________________________________________________
* May we contact prior to placement? ( Yes (  No
*INTERNSHIPS/VOLUNTEER WORK
(  Past 
(  Present            Name of Employer: _____________________________________________________________

Nature of Business: ____________________________   Name of Supervisor: ____________________________________
Address: _____________________________________ Phone Number: ________________________________________
Dates of Service: _______________________________ Title of Position: _______________________________________
Brief description of duties: _____________________________________________________________________________

* May we contact prior to placement? ( Yes (  No

Are you fluent in another language? If yes, please list language(s) and level of fluency. (Answer only if relevant to the internship sought.) ___________________________________________________________________________________

Additional experience, skills and activities: _________________________________________________________________

Memberships: ______________________________________________________________________________________
Leadership Positions:_________________________________________________________________________________
Areas of interest (Please check all that apply.):

(Refer to the list of departments at http://www.nybg.org/employment/internship-departments.php for more information.)

	(Science
	(Education/

Public Programs
	( Development
	( Creative Services/

Graphics Design
	(Special Events

	(Horticulture
	(Marketing/PR
	( Finance/

Administration
	( Retail/Business

Development
	( Other


Emergency contact (please include name, daytime telephone number, and relationship to you).
__________________________________________________________________________________________________

APPLICANT’S CERTIFICATION:

I authorize the NYBG, without liability, to contact references given by me, to conduct background checks, and authorize organizations where I have been employed or volunteered/interned to provide such information concerning me. I certify that the information provided on this application is correct and complete to the best of my knowledge. I understand that misrepresentations or omissions may be cause for my immediate rejection as an applicant for an unpaid internship position or my termination as an unpaid intern.
_____________________________________________              ______________________________________________

Date:





 

Signature

The New York Botanical Garden
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