
ATS3775 Theatre Internship Unit  

Writing an Expression of Interest  

 

An Expression of Interest is an opportunity to present yourself in a clear, professional document. It is 

an opportunity to provide important information and to demonstrate your suitability, interest, 

availability in relation to the position.  

It is not an opportunity to tell the entire story of your passion for the field.  

Keep it clear and to the point.  

 

An EoI is usually created as a traditional ‘letter’. This is so that it can be passed to the right person in 

the organisation, or be included amongst a bundle of applications. 

It can be attached (as a pdf) to a very short succinct e-mail identifying yourself and advising on the 

nature of the e-mail.  

If an internship has been advertised, the cover e-mail might simply identify the internship being 

applied for, and draw attention to the attached Expression of Interest, and CV.  

If you are approaching a company ‘cold’ you might incorporate your EoI into your e-mail, or advise 

that you are inquiring about an internship and to ask for the attached Expression of Interest and CV to 

be passed on to the relevant person.  

 

 

Keep your EoI to a page or a page and a half (max).  People are very busy and you can demonstrate 

that you understand this by providing a succinct introduction 

 

Because it is short, there is more demand on you to make sure the sentences are well written; flow 

well; are free of grammar and spelling mistakes. This is an opportunity to share who you are: be clear, 

focussed, and well presented! 

 

 

Expressions of Interest, like CV’s are an extension of your personality.  There are many different 

ways to approach them so look online for examples, and ask people your respect to read a draft. 

A good EoI would go through at least 3 or 4 drafts before you find the right tone. 

 

The following is an example only but might give you a few ideas.  

 

 



Look up the correct way to structure a formal letter (usually address on top left corner) 

Find the right person to address it to (this shouldn’t be too hard)  

Include your own basic contact info (e-mail and phone) 

Include the date 

 

Dear ……. 

My name is _________ and I am writing to ask whether you might consider me for an internship with 

The Performance Group. I believe it to be an excellent opportunity, strongly suited to my skills and 

interests. 

Keep the first paragraph succinct. State why you are writing and what you want. Maybe introduce 

yourself.  

This internship …. 

Second paragraph might be an opportunity to demonstrate that you understand the nature of the role; 

the host organisation; that you have done some research; that you understand the vision or the host 

or individual; or the nature of the internship. 

I believe I am particularly well suited to this internship …  

The third paragraph might be an opportunity to introduce yourself and briefly state your interests., 

your background, and why you are interested in an internship or why you feel you are the right 

person to for the opportunity.  Remember, you are also including your CV so no need to state 

everything.  

I would like to add that …. 

You might develop into a fourth paragraph (but no more) stating what you would hope to gain from 

the internship and what you feel you could offer in the context of an internship.  

I am available … 

State your availability and the nature of the time commitment you can reasonably agree to. Include 

the kind of dates and the kind of days / times. A 6-point internship unit requires approx. 75 – 100 

hours within the organisation.  Don’t offer all your time and then find you can’t deliver. 

A Monash University internship …. 

Advise that all insurance matters are looked after by Monash and that there is no requirement for host 

organisations to submit a report. Include the contact of your supervisor for further questions. 

 

I have attached my CV … 

Make sure all information is stated and included (your contact details are easily accessible) 

 

And sign off 

 

 


