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HONORS INTERNSHIP FREQUENTLY ASKED QUESTIONS

HOW DO | SUBMIT AN APPLICATION?

Please submit one application per student to the Honors Internship program mailbox at

NCIS Internships@NCIS.NAVY.MIL or Handshake. Students do not need to submit an application to both
the Honors Internship program mailbox and Handshake. Applications submitted to the program mailbox
or Handshake are equally reviewed and processed.

WHAT ARE THE APPLICATON REQUIREMENTS?

The Honors Internship application and eligibility requirements are located at the following link:
www.ncis.navy.mil/Careers/Internships/

WHERE CAN | FIND MORE INFORMATON ABOUT THE HONORS INTERNSHIP PROGRAM?

Information about the Honors Internship program is located on the NCIS website,
www.ncis.navy.mil/Careers/Internships/, and also, Handshake.

WHAT IS HANDSHAKE?

Handshake is a career platform of students, alumni, employers, and career educators. The NCIS Honors
Internship program has a company account with Handshake to connect and engage with undergraduate
and graduate students across the United States for internship and job opportunities. Students can
submit an application to the Handshake platform, and also, have the option to submit an application to
the Honors Internship program mailbox NCIS Internships@NCIS.NAVY.MIL. Students do not need to
submit an application to both the Honors Internship program mailbox and Handshake, one application
per student is required. Applications submitted to the Honors Internship program mailbox or Handshake
are equally reviewed and processed.

IS MY APPLICATION DISQUALIFIED BECAUSE HANDSHAKE DOES NOT ALLOW TO SUMBIT ALL OF THE
APPLICATION DOCUMENTS?

No, a student is not disqualified from the application process if Handshake is used to submit an
application because Handshake limits the number of documents submitted per applicant. The NCIS
Internship Program Specialist will contact the student via email to request the remaining required
application documents.

DO | HAVE TO JOIN THE MILITARY TO PARTICIPATE IN THE HONORS INTERNSHIP PROGRAM?

No, NCIS is a civilian federal law enforcement and national security agency.
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| HAVE A QUESTION ABOUT THE HONORS INTERNSHIP PROGRAM, WHO DO | CONTACT?

Students can submit questions to the Honors Internship program mailbox,
NCIS Internships@NCIS.NAVY.MIL, or the Handshake inbox.

IS ENROLLMENT IN SCHOOL REQUIRED TO PARTICIPATE IN THE HONORS INTERNSHIP PROGRAM?

Yes, enrollment in a baccalaureate or graduate degree program is an eligibility requirement for
participation in the Honors Internship program. Applicants must be enrolled in a baccalaureate or
graduate degree program at the time of application submission, and also, the duration of the internship
in order to meet the eligibility requirement.

DOES NCIS OFFER AN INTERNSHIP PROGRAM FOR RECENT GRADUATES?

No, NCIS does not have an internship program for recent graduates.

DO | HAVE TO EARN ACADEMIC CREDIT TO PARTICIPATE IN THE HONORS INTERNSHIP PROGRAM?

No, a student does not have to earn academic credit to participate in the Honors Internship program.

CAN | EARN ACADEMIC CREDIT DURING MY INTERNSHIP?

Yes, a student can earn academic credit during the internship time frame. Students that earn academic
credit during the internship are solely responsible to ensure academic requirements established by the
college or university are met, it is not the responsibility of NCIS, the Internship Program Specialist, or the
Honors Internship program.

DOES NCIS OFFER REMOTE INTERNSHIPS?

No, NCIS does not have remote internships.

IS THE HONORS INTERNSHIP AN ONSITE POSIITON?

Yes, the Honors internship is an onsite position at NCIS headquarters in Quantico, VA or a NCIS field
office.
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WHERE ARE THE NCIS FIELD OFFICES LOCATED?

NCIS operates in approximately 191 locations, in more than 41 countries. For more information about
what NCIS field offices are available for the Honors Internship program, please visit
www.ncis.navy.mil/Careers/Internships/ and review the NCIS Internship Field office Locations and
Directorates document.

CAN | APPLY FOR AN INTERNSHIP AT AN INTERNATIONAL FIELD OFFICE LOCATION?

Yes, students can apply for an internship at an international field office if you currently live in the
country where the field office is located. Eligibility for the Honors Internship program requires the
student is a U.S. Citizen. Students that live in the United States are not eligible for an internship at an
international field office location.

RECOMMENDATION LETTERS

The Honors Internship program has two options for submitting recommendation letters: either
submitted by the applicant or the recommender sends the letter directly to the Honors Internship
program mailbox NCIS Internships@NCIS.NAVY.MIL. Recommendation letters sent directly to the
Honors Internship program mailbox should include the student's first and last name in the subject line of
the email.

DO | NEED TURN IN A LETTER OF RECOMMENDATION IF | DO NOT KNOW ANYONE TO ASK?

Yes, two letters of recommendation are required for the application submission, one letter from the
college or university the student currently attends. Options to consider for a college or university
includes but is not limited to: professor, academic advisor; or dean.

AM | ELIGIBLE FOR THE HONORS INTERNSHIP IF | HAVE A 2.99 GRADE POINT AVERAGE?

No, a student with a 2.99 grade point average is not eligible to participate in the Honors Internship
program. Eligibility for the Honors Internship program requires a 3.0 grade point average at the time of
application submission, and also, if a student is selected for the internship, there are no exceptions to
this eligibility requirement.

IS MARIJUANA USE A DISQUALIFIER FOR APPLICANTS WHO LIVE IN A STATE WHERE MARIJUANA 1S
LEGAL?

NCIS is firmly committed to a drug-free society and workplace. Applicants who have used cannabis
within the past three (3) years are considered unsuitable for an internship within the requisite 3-year
time frame.
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WHAT ACADEMIC DEGREES ARE REQUIRED FOR THE HONORS INTERNSHIP PROGRAM?

The Honors Internship program does not have an academic degree requirement, students from all
academic backgrounds and academic year are encouraged to apply.

WHAT IS THE AGE REQUIREMENT TO APPLY TO THE HONORS INTERNSHIP PROGRAM?

Eligibility for the Honors Internship program requires the student is 18 years old at the time an
application is submitted, and also, the student must be enrolled in an undergraduate or graduate degree
program.

HOW MANY HOURS PER WEEK IS AN INTERN EXPECTED TO WORK?

SPRING & FALL TIMEFRAME

The spring and fall internship time frame students have two options for hours worked per week: 16
hours per week, 32 hours bi-weekly or 32 hours per week, 64 hours bi-weekly.

e Eligibility for participation in the internship requires the student commits to a minimum 16-
hours per work week schedule, there are no exceptions to this eligibility requirement.

e The agency’s core business hours are Monday — Friday, 8:00 am — 5:00 pm. Intern supervisors
will work with the student to identify a weekly schedule that aligns with the student’s academic
schedule, and also, aligns with the agency’s core business hours.

SUMMER TIMEFRAME

Students selected for the summer internship time frame are expected to commit to a full-time work
schedule, 40 hours per week, Monday — Friday. There are no exceptions to the full-time work schedule
requirement for the summer internship.

HOW IS THE INTERSHIP START DATE DETERMINED?

The Honors Internship Program Specialist will work with the selected student to establish a start date
mutually beneficial for the student and NCIS.
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IS THE HONORS INTERNSHIP PAID?

The internship is paid and the compensation is established based on the student’s current academic
transcript. Compensation is either one of the following:

e @GS 3, Step 1 is completion of one full academic year post-high school study.

e GS 4, Step 1is completion of two full academic years of post-high school study or associate’s
degree.

e GS5, Step 1is at least 120 semesters hours in a collegiate degree program that is below a PhD
and admission to graduate school is required.

HOW LONG IS THE HONORS INTERNSHIP?

Students selected for the Honors Internship program are expected to commit to a minimum of 10 weeks
as anintern.

WHAT IS THE CURRENT STATUS OF MY HONORS INTERNSHIP APPLICATION?

Due to the high volume of applications received and processed, the Honors Internship program is unable
to provide an applicant with a status update.

CAN | RECEIVE FEEDBACK ON MY HONORS INTERNSHIP APPLICATION?

The Honors Internship program is unable to provide or answer any inquiries as it pertains to application
feedback, recommendations, or explanation for application declination.

WILL | HAVE A SECURITY CLEARANCE DURING THE INTERNSHIP?

Yes, interns begin the internship with an interim secret clearance. If the applicant currently holds a
security clearance with another agency, the Internship Program Specialist will work with the NCIS
security office to transfer the existing security clearance to NCIS.

DOES NCIS COVER HOUSING AND RELOCATION COSTS DURING THE INTERNSHIP?

No, NCIS does not provide financial or logistical assistance for housing, relocation, or transportation
costs.

HOW CAN | PREPARE FOR THE HONORS INTERNSHIP INTERVIEW?

If selected to interview, a student can prepare by reviewing the agency’s mission, core mission areas,
mission support, and the directorate the student is selected to interview. Students can also prepare to
discuss academic and professional goals, knowledge, skills, and experiences as it relates to the student’s
application submission.
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WHAT ARE THE HONORS INTERN DUTIES AND RESPONSIBILIES?

The Honors Internship program offers students hands-on, real-world experiences to gain relevant work
experience, skill sets, knowledge, and professional development toward attaining educational and
career goals. The intern’s job duties and responsibilities will vary depending which NCIS directorate the
student works.

WHAT IS THE DRESS CODE REQUIREMENT FOR THE HONORS INTERNSHIP PROGRAM?

The Honors Internship program recommendation for a dress code is business-casual.



