


§ Did your workplace supervisor guide you well or did you wish for more on-
the-job instruction? Explain. 

§ Did you come to understand the business of writing and editing more 
deeply? In what ways? 

§ Did you learn more than you hoped to about office politics and/or soft 
skills? Such as? 

§ Have you changed or modified your future plans abased on this internship? 
Explain. 

§ Do you have suggestions for how the Department of English Studies might 
better prepare future interns? Be constructive. 

o Finally, include a discussion of any other aspects of the internship or co-op 
that you want to address. 

3. =(,))'&+'-+",'52$*.)5'+-':+",'8,%&%4/'+,')7%&%4/'8+,>. Each sample should be 
preceded by a short introduction or paragraph that explains what the sample is, 
who it was written for, and any other significant information you would like to 
share about it. If the piece was collaboratively written, provide proper attribution 
for the other writer(s). 

Write this part of the portfolio for future employers. The introduction for each 
sample provides employers with context, such as audience, purpose, and the 
breadth and depth of your work on this project. 
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This first example is a letter of inquiry (LOI) to the Kettering Family Foundation 
for the Live Blue Ambassadors program at the Aquarium. Live Blue Ambassadors 
is a youth volunteer program that educates Aquarium visitors about how to save 
the blue planet. Volunteers also work in the field to conduct research with 
scientists, collect samples, and clean up the waterways in and around Boston. 

I was the sole author of the original draft, but I worked with my supervisor, 
Meghan Driscolll, to edit it for submission. The information presented in the letter 


