HONDA

The Power of Dreams

At Honda R&D Americas, Inc., you'll be invelved in projects that not only
excite you, but also turn the heads of an entire industry. Our engineers are
designing, testing and using their talents to create the motorcycles/ATVs,
automobiles and power equipment concepts of the future. And in the process
they rediscover why they chose this profession — the power to turn today's
dreams into tomorrow's products. It's a high-performance, highly rewarding
opportunity and we invite you to come along for the ride of your life.

Our success is built with a hands-on approach beginning with concept
generation and continuing through the finished vehicle. All this is made
easier by our proximity and accessibility to Honda's manufacturing facility.

Be part of the excitement. If you are interested in a career at Honda, send
your resume to: Human Resources, Honda R&D Americas, Inc., 21001
State Route 739, Raymond, OH 43067-9705. Fax: 937-645-6337.
Email: emp@oh.hra.com. An equal opportunity employer.

Honda R&D Americas, Inc.

www.hondaresearch.com

finishing your degree or
ve just completed it, we invite you
o consider starting your career here.
‘Gain all the advantages of expanding
’ opportunity, individual prosperity, and high visi-
blﬂiywhen you invest your talent in one of our dynamic divisions:

=» Accounting and Finance

=» Commercial Banking

=+ Information Technology

= Investment Advisors

= Fifth Third Processing Solutions
=+ Operations

= Retail Banking

=> Support Services

Check with Career Placement and Planning to get our campus
visit schedule, and see our website for specific opportunities.

For further consideration, please complete your
profile on our website. Fifth Third is committed

to diversity and equal employment opportuni-

ty. We support an environment in which all
people can succeed.

see What the
“"NETWORK"

Wwww.CAREER-GUIDES.net

£* Search the nation’s top
employers by major or

industry.

£3¥ View an on-line version of
this Career Guide.

¥ Explore career opportunities
from organizations that are
looking to hire quality people
like YOU!
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Explore ... Experience ... Evolve

The mission of Career Services is to encourage students and alumni to:

EXPLORE . .. career interests by utilizing our programs and services.

EXPERIENCE . . . hands-on exposure in a real work environment, to develop a more competitive edge.

EVOLVE . . . in chosen fields as distinctive graduates of the University of Dayton.

On-Campus Recruiting Program Programs, Services and Resources
Information Available to You

» Program is open to all graduating students and

hen | X i » Hire A Flyer - Students and alumni in any Career
students seeking internships (October-April).

Services program use this online system to view job

. .. ) ) listings, sign up for on-campus interviews, and more.
» A variety of nationwide companies from diverse

industries participate. You MUST upload your current resume into the Hire A

Flyer system.
»  You must have your registration information and

resume updated in our system. » Have your individual resume critiqued.

» October and November are the busiest period of the ~ P Practice your interviewing skills with a member of
recruiting season. You can access interview sign-ups our staff.
online as early as the summer.
» Attend our first and second semester Career Fairs.
» Sign up for interviews online 24/7.
P Participate in the internship/graduating student on-

» Company Information Sessions - if a company is campus recruiting program.
having one, be sure to attend to learn about their
opportunities. Business casual dress is appropriate. » Utilize the online Alumni Career Network.

» All deadline dates to sign up for interviews must » Resource Center - Provides students with employer
be met. information such as company brochures, annual

reports and electronic media.
» If you must cancel a company interview, call our

office ASAP at 229-2073. (At least 48 hours in » Unsure of your career interests? Schedule an
advance of interview). appointment with the Career Development Division
of the Counseling Center, 229-3141, http:/[www.
» Always dress professionally for interviews. udayton.edu/~cc/

» Upon accepting a job offer, contact our office at 229-
2073 to report this information.

€

~

he main services provided by Career Services are:

3 Resume Critique 3 On Campus Recruiting

3 Interview Preparation 3 Bi-annual Career Fairs

3 Job Search Strategies a Specialized Workshops

3 On-Line Job Postings and 3 Customized Presentations
Interview Scheduling for Classrooms &

Organizations /

- mOos -
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What is an Information Session?

Information sessions are held by company recruiters,
usually the night before a scheduled on-campus recruiting
visit. The purpose is for the company representative to
provide you with a broad base of knowledge about their
organization and to answer your questions. The recruiter
will generally discuss the organization’s history, culture,
mission, structure, products or services and career paths.
Specific information regarding training programs and

the positions for which they are hiring will usually be
discussed.

What is the structure of an
Information Session?

The structure of an information session will differ from
individual employers. Some recruiters will show slides,
videotapes or conduct a PowerPoint presentation, while
others will conduct an informal discussion about their
organization. Occasionally, several representatives,
including recent University of Dayton graduates, will
speak at an information session. They will usually discuss
the topics mentioned previously and will answer questions
you may have.

How will | know if an organization is
sponsoring an Information Session?

If an organization intends to have an information session,
it will be noted on the organization’s sign up screen on the
UD online interview scheduling system. Just click on the
company’s name under the interview scheduling section
and it will be listed under the interview details. Be sure to
write down the date, time and location of the information
session.

How should | prepare for an
Information Session?

After you schedule your interview on-line and pick up
the organization’s recruiting literature, which is usually
available at Career Services, we recommend you review
this information prior to the information session. You
may want to formulate some specific questions based

on your review of the literature or other research you
have done, including a review of the employer’s web site.
Questions you may have are:

e  What are the long-range goals of your
organization?

e What qualities are you looking for in new hires?

e What are your organization’s strengths and areas
of improvement?

e What differentiates your organization from your
competitors?

*  How would you describe your organization’s
personality and management styles?

What should | wear to an
Information Session?

Unless instructed to the contrary, it is usually best to err
on the conservative side and wear business casual attire.
Once again, you'll want to try to make a positive first
impression. Please see Career Services for details.

What if 1 cannot attend the
Information Session?

Unless you have a conflict with a class, or another
commitment, employers will expect for you to attend
their information session. However, if you cannot
attend the information session, simply apologize to the
employer at an appropriate time during the interview
and explain the circumstances. The important thing is
to acknowledge that you were aware of the information
session and that you regret being unable to attend. This
will show both courtesy and conscientiousness, and will
distinguish you as a thoughtful and mature candidate.
Of course, if you receive an invitation to a information
session directly from an employer with an RSVD, be
certain to respond to the invitation as soon as you can.
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What Recruiters Seek In Candidates

1. Ability to communicate. Do you have the ability
to organize your thoughts and ideas effectively and
express them clearly when speaking or writing? Can
you present your ideas to others in a persuasive way?

2. Intelligence. Do you have the ability to
understand the job assignment, learn the details of
operation, and contribute ideas to your work?

3. Self-Confidence. Do you demonstrate a sense
of maturity that enables you to deal positively and
effectively with situations and people?

4. Willingness to accept responsibility. Are you
someone who recognizes what needs to be done and
is willing to do it?

5. Initiative. Do you have the ability to identify the
purpose for work and to take action?

6. Leadership. Can you guide and direct others to
obtain the recognized objectives?

7. Energy level. Do you demonstrate a forcefulness
and capacity to make things move ahead and
maintain your work effort at an above-average rate?

8. Imagination. Can you confront and deal with
problems that may not have standard solutions?

9. Flexibility. Are you capable of changing and being

receptive to new situations and ideas?

10. Interpersonal skills. Can you bring out the best
efforts of individuals so they become effective,
enthusiastic members of a team?

11. Self-Knowledge. Can you realistically assess your
own capabilities, see yourself as others see you, and
clearly recognize your strengths and weaknesses?

12. Ability to handle conflict. Can you successtully
contend with stress situations and antagonism?

13. Competitiveness. Do you have the capacity
to compete with others and the willingness to be
measured by your performance in relation to that of
others?

14. Goal achievement. Do you have the ability to
identify and work toward specific goals? Do such
goals challenge your abilities?

15. Vocational skills. Do you possess the positive
combination of education and skills required for the
position you are seeking?

16. Direction. Have you determined what type of
position will satisfy your knowledge, skills and
goals?

Selling Yourself

Students are usually terrified when asked to sell
themselves. They lack enthusiasm and confidence and
are unable to tell the prospective employer that they are
good and how they can meet the employer’s needs.

Let me ask you a few questions:

* If you arent enthusiastic about yourself, why
should the employer be?

* If you don’t have confidence in your abilities,
why should anyone else?

* Ifyou don’t think you are good to hire, why
should the employer?

* Ifyou don’t tell the employer how you can help
meet the employer’s needs, how will he or she

know?

Key Personality Traits

There are 20 universally admired key personality traits;
they are your passport to success at any interview. Use
them for reference as you customize your answers to
tough questions.

Personal Profile

The interviewer searches for personal profile keys to
determine what type of person you really are. The
presence of these keys in your answers tells the company
representative how you feel about yourself, your chosen
career, and what you would be like to work with. The
following words and phrases are those you will project as
part of your successful, healthy personal profile.

*  Drive: A desire to get things done. Goal-oriented.

*  Motivation: Enthusiasm and a willingness to ask
questions. A company realizes that a motivated
person accepts added challenges and does that little
bit extra on every job.

¢ Communication Skills: More than ever, the abil-
ity to talk and write effectively to people at all levels
in a company is key to success.

e Chemistry: The company representative is looking
for someone who does not get rattled, wears a smile,
is confident without self-importance, gets along with
others - who is, in short, a team player.

* Energy: Someone who always gives that extra effort
in the little things as well as important matters.
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¢ Determination: Someone who does not back off
when a problem or situation gets tough.

* Confidence: Not braggadocio. Poise. Friendly,
honest, and open to employees high or low. Not
intimidated by the big enchiladas, nor overly familiar.

Professional Profile

All companies seek employees who respect their
profession and employer. Projecting these professional
traits will identify you as loyal, reliable, and trustworthy.

* Reliability: Following up on yourself, not relying
on anyone else to ensure the job is well done, and
keeping management informed every step of the way.

*  Honesty/Integrity: Taking responsibility for
your actions, both good and bad. Always making
decisions in the best interests of the company, never
on whim or personal preference.

e DPride: Pride in a job well done. Always taking the
extra step to make sure the job is done to the best of
your ability. Paying attention to the details.

* Dedication: Whatever it takes in time and effort to
see a project through to completion, on deadline.

* Analytical Skills: Weighing the pros and cons.
Not jumping at the first solution to a problem that
presents itself. The short- and long- term benefits of
a solution against all its possible negatives.

* Listening Skills: Listening and understanding, as
opposed to waiting your turn to speak.

Achievement Profile

Companies have very limited interests: making money,
saving money (the same as making money), and saving
time (which does both). Projecting your achievement
profile, in however humble a fashion, is the key to
winning any job.

* Money Saved: Every penny saved by your thought
and efficiency is a penny earned for the company.

* Time Saved: Every moment saved by your thought
and efficiency enables your company to save money
and make more in the additional time available.
Double bonus.

* Money Earned: Generating revenue is the goal of
every company.

Business Profile

Projecting your business profile is important on those
occasions when you cannot demonstrate ways you have
made money, saved money, or saved time for previous
employers. These keys demonstrate you are always on
the lookout for opportunities to contribute, and that you
keep your boss informed when opportunity arises.

* Efficiency: Always keeping an eye open for wastage
of time, effort, resources, and money.

*  Economy: Most problems have two solutions:
an expensive one, and the one the company would
prefer to implement.

*  Procedures: Procedures exist to keep the company
profitable. Don’t work around them. That also
means keeping your boss informed. You tell your
boss about problems or good ideas, not his or her
boss. Follow the chain of command. Do not
implement your own “improved” procedures or
organize others to do so.

¢ Profit: The reason all the above traits are so
universally admired in the business world is because
they relate to profit.

Key Skills That Employers Look For

» discipline
» teamwork
» communication

» flexibility
While in college:
* learn to make tough decisions
* develop strong people skills
* demonstrate ability to motivate and lead others
*  see new perspectives (improve your creativity)
 dig for information to solve problems

* learn about yourself (people most industrious in
college, usually have the most successful careers)
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How To Prepare For The Second
Interview

Once you make it past the first interview, you must begin
y padt the TSt you TSt O<8
preparing for the challenging, important second interview.

5 Steps
1.

Prior preparation
» Visit the company website, look at company pro-
file and annual report.

» Obtain recent articles on company from business
journals, newspapers or periodicals.

Observation
» Make mental note regarding work environment
and company surroundings.

Active Listening
» Pay particular attention to your gestures, eye
contact, posture, hands and facial expressions.

Thoughtful Responses

» Long-winded responses are as negative as one-
word answers. Say enough to adequately answer
the question.

Good Questions

» Consider asking something about the company
you don’t know, further clarification about the
industry, hypothetical questions about career
paths and job responsibilities. Examples below.

» Women and minority students should inquire
about track record and key positions held by
women and minorities within the corporation.

Types of questions students might want to ask at
the second interview.

Further clarification on what might be the initial
assignment.

What are organizational relationships of this depart-
ment to the rest of XYZ Corporation?

How would you describe the work environment here?

How would you describe the professional environ-
ment here?

What type of performance appraisal would I have?

What are the plans for the future of my potential
department and XYZ Corporation?

What degree of interdepartmental or interplant con-
tact is there in this job?

What background and training do the department

heads and their assistants have?

What are your policies concerning benefits (vacation,
pension, insurance, and so on)?

Is there a tuition refund plan? What is covered in
relocation reimbursement?

How long are the typical assignments?

Rating the employer

Does the organization meet its obligation in terms of
verbal agreements, travel, and other expenses incurred
in the employment procedure?

Does the employer seem to operate efficiently and
properly, as far as you can judge from correspon-
dence, plant facilities, and personnel?

As you talked with the various echelons within the
organization during your plant visit and interviewing
process, did the people you met represent the kind of
persons you would like to work with for five, ten, or
twenty years?

Does there seem to be a great deal of dynamics with-
in the organization, or do the employees seem to be
lethargic and going through the motions?

Does the prospective employer seem to have a salary
schedule that is competitive?

Does the employer have a philosophy of operation
that fits with your expectations and lifestyle?

Does the organization seem to be highly structured,
. g e g y . . .

or does it seem to pay off on ability and individual

progressiveness?

Does the organization seem to be fundamentally
sound from the financial point of view?

Is the location geographically right for you?

Does the community represent the type of commu-
nity where you would like to live?

Do the job and organization fit your interests and
qualifications and provide potential satisfaction for
expectations and lifestyle?
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» Mr. George Manger
Manager of Production
ACME Company
1234 Address Ave.

City, UT 87888
801-752-9999

» Ms. Carla Prof
Professor of Finance
Business Administration
Department
Utah State University
Logan, UT 84322-9999
801-797-0008

» Ms. Gale Supervisor
Training Supervisor
XYZ Company
1234 Address Ave.
Mail Stop D34
City, UT 87888
801-752-9898

References For
Jane Jobseeker

» Mz Cal Vale
Vice President
BIG Firm
987 Avenue Way
Mail Stop 131
City, UT 88888
801-987-9999
Long-Time Acquaintance®

» Always talk to the people you want to list as
a reference, and ask if they will give you a
good recommendation. Provide them with a
resume and background on the experience or
the situation you shared so that they can speak
intelligently about you.

» Use no more than 4 references.

» Use at least 1 (better 2) employment-related
references. When using faculty, make sure
he/she is someone you know and not just a
teacher of a favorite class.

\

Important Tips:

» Use the same color and quality of paper for the
reference sheet as you do for your resume.

» DPut your name at the top of the list in case it
gets separated from your resume.

» When you do use a reference that is not clearly
related to jobs and education listed on your
resume, identify that person. It is best not
to use familiar or religious names (i.e. uncle,
bishop) - instead use an association such as
long-time acquaintance or family friend.
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Preparing for A Career Fair

1 » Clarify your goals. What do you hope to get out of
the job fair: information about employers? a chance
to meet a representative from a particular company?
an overview of the job market in Columbus? Make
sure your expectations are consistent with the purpose
of the event.

2 » If you can, review the list of attending employers.
Identify those that are looking for candidates with
your qualifications. Read any information available
about the company and jot down a few questions
about the organization you can ask each representa-
tive.

3 » Prepare a one-minute introductory “commercial” for
yourself. In addition to stating your name, school
and major, it should express why you are interested
in the organization or field and briefly relate your
background to what you know about the employer’s
needs. Practice your commercial until you feel
comfortable with it.

4 » Make sure you have enough copies of your resume--
between 20 and 30 is usually sufficient.

During the Event

1 » Take a few minutes before you enter the room to
review the employer booklet for more information
about the attending employers. Highlight and pri-
oritize those you are most interested in so you can
organize your time efficiently.

2 » Dress and act professionally. Business casual means
you do not have to wear a suit, but you should still
look neat and tailored--no jeans or sweatshirts! As
always, good grooming is essential. The top twelve
inches of your body are the most noticeable for neat-
ness and style. Avoid anything distracting, like too
much jewelry, heavy makeup or a messy hairstyle.

3 » Show interest and enthusiasm by smiling and speak-
ing clearly. Walk confidently with good posture.
Make direct eye contact and shake hands firmly.
Have a positive greeting: “Hello, I'm Chris Smith.
I’'m a business major and will graduate in June. I'm
glad to see your company here and would like to ask
you about...”

4 » Answer questions clearly and concisely. There may be
many people in line behind you, so you don’t want to
take up too much time. Concise answers also show
that you are well prepared.

5 » Ask appropriate questions. (For example, don't ask
about salary or basic information that is easily avail-
able in the literature.) Offer to leave a copy of your
resume.

6 » Ask for a business card because you'll want to follow
up on interesting leads. Thank them for their time.
Don’t just collect give-aways; take information too.

Following Up

Since you have business cards and company information,
you can write individualized follow-up letters (include
another copy of your resume) to appropriate employers,
expressing your continuing interest. If you can, mention
something you discussed in your conversation at the job
fair to help the employer remember you.




Planning a career direction and finding the
position you want is a full-time job in itself
and requires a personal commitment of time
and energy. The sheer number of options
and amount of information available to

you can be quite overwhelming. However,

your job will be much easier if you map out
a plan of action and carefully track your
efforts. Your first step is to realize that you
are going to be selling a product-you! You
must figure out how best to market your
product, and that involves a careful and
thorough assessment of yourself and what
you can bring to a future employer.

S TOOLS FOR YOUR CAREER SEARCH B~

Self-Evaluation

Before you try to market yourself to potential employers,
you need to know something about what you are looking
for and what you have to offer. The more you know about
your interests, skills, abilities, values, goals, and personal
qualities, the greater your opportunities are for finding the
most suitable career.

Networking Skills

Networking is gathering information from and making
contacts through the people you already know. Learn how
networking can help you with your career search.

Researching Employers

Your task in the career search is to find the most suitable
position for yourself. This section will show you how to
use your research and investigative skills to discover job
openings and prepare for an interview.

Your Resume

A resume is a critical tool in your job search. It is a
summary of your qualifications and experience used to
elicit further interest from a prospective employer. This
section contains guidelines on constructing a resume that
will get you noticed.

Cover Letters

Letter-writing skills are essential to your job search.
Excellent cover and thank you letters often make a difference
in whether or not you are considered for a position. See this
section for tips on writing winning letters.

Interview Preparation

For most fields, without an interview you will not get a job.
It is in this stage of your job search that you convince an
employer to hire you. This section shows you how to make
the best possible impression during an interview.

Career Fairs

Attending career fairs can be extremely beneficial to your
career search. This section gives you tips on preparing for
a career fair, what to expect during the career fair, and how
to follow up with employers afterwards.

Evaluating Job Offers

This section outlines the factors you will want to consider
when determining whether or not you will accept a
position.

From College to Career
This section gives tips that can help you to excel in the
workplace.
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Self-evaluation is a process of identifying your personal and professional
values, interests, personality type, and skills. You should also pinpoint
the kinds of things that motivate you to perform well in the workplace.

Essentially, with self-evaluation, you are attempting to answer the

questions of who you are, what you want to do, why you want to do it,

where you want to work, and what your goals are.

Below are some questions developed by executive
recruiters to help you better understand yourself and
your career aspirations. They are also questions an
employer may ask you during an interview. Answer

/Would | work better in a large or small organization? \
How important is geographic location to me?

Do | work better alone, or as part of a group?

these questions as accurately and honestly as you
can. They will help you ascertain your career assets
and liabilities, which will prepare you for your job
search and for future interviews.

Am | more comfortable as a follower or a leader?
Which do I do better: analyze or execute?

Do | prefer to work with people or things?

Do | work more successfully under pressure?
Am | a good planner or idea person?

Do | think well on my feet? Do | make decisions easily?

J

\Do | express myself well orally? In writing?

/

What characteristics do | admire in others? \
Which function of my job do | perform most effectively?
Which function of my job do | perform least effectively?
What do | enjoy doing most? What motivates me?

What accomplishments have satisfied me in the past year?

What have | done to correct my shortcomings?

What level of responsibility do | aspire to in five years?
What should | be earning then?

How will | achieve these levels? What skills do | need?

\Am | a good listener?

J




percent of jobs are found through networking,.
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Recruiting experts agree that a very small percentage of jobs are found by
combing through classified sections of newspapers. In fact, around 80

~

What is networking?

Networking is simply gathering information
from and making contacts through the
people you already know. How do you
start establishing a network? After you have
professional objectives in mind, begin talking
to people you know such as:

friends and family

classmates and professors

former employers

colleagues from professional, community,
and religious groups

m former teachers and faculty from schools
you have attended

The key to creating a network is to obtain
the names of at least two additional contacts
each time you talk to someone. The types
of questions you should ask when obtaining
further contacts are:

m What organizations should I investigate?

® Do you know anyone who works in
or is associated with my field of interest?

® May [ mention your name when contacting
other people or organizations?

J

Develop a tracking system

Develop a method of keeping track of each
conversation, phone call, letter, interview, follow-up
and promise. Without a good organizational system,
you could become confused.

Be professional

As you begin to make professional contacts, make
sure you dress and act the part. Conduct yourself in a
manner that will convince your professional contacts
that you can do the job. This will also help you obtain
other referrals much more easily.

Return the favor
Networking is a give-and-take
proposition. Send thank you letters

after each meeting or helpful phone conversation.
Keep in touch with members of your network and give
back to it whenever possible.

Informational Interviews

You can collect information on your chosen field
via informational interviewing. Informational
interviewing is simply asking questions of different
members of your network. Remember to ask for
the names of at least two more contacts during an
informational interview.

Questions you may want to ask during an
informational interview are:

m What aspect of your job was the biggest challenge
when you first started?

® What qualifications do you seek of new employees?
® What are the things you like or dislike about your job?

m If you could start over again in this field, what
would you do differently?

m Should I have a particular certification or achieve a
higher-level degree in order to advance in this field?

® What classes and activities in college best helped
prepare you to enter this field?

® How can I make myself a more desirable job
candidate?

m What kinds of job titles would I probably have in
this field?

m What life experiences have most helped you
acquire and develop knowledge of this field?

m Are there any professional groups you would
recommend I join?

® How do you see this industry changing in the future?

m Who else should I contact within the field?
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Before applying for a position within an organization, you should first do
some research to find out essential information about it. You should do this
to discover the employer’s needs and make sure your qualifications are a

good fit for the organization. You also need to have as much information
about the organization as possible before going into an interview, because

the interviewer may ask you pointed questions to assess how much you

know about the company.

/Make sure you are familiar with az Jeast these \
aspects of an employer:

Name, age, and location(s)

Product lines and/or services

Parent company and/or subsidiaries
Financial picture of organization, assets,
stock picture, recent mergers, etc.
Major competitors

Growth history

Career possibilities

\ Deadline for application /

You can find this information in the following resources:

Your Career Guide

This Career Guide is an excellent resource to reach
organizations that are actively recruiting college graduates
like yourself. Take time to carefully review the career
opportunities that these companies have placed in
your Career Guide. These advertisements will typically
include open positions and contact information. You
can then contact the organization if you desire additional
information. Be sure to check out the on-line version of
this publication at www.Career-Guides.net.

The Employer’s Website

You can frequently locate an employer’s website by typing
the company name into many search engines. Most
employers have specific sections of their own websites
devoted to employment opportunities.

Internet
There are numerous other places on the Internet that
contain employer information as well.

Job Search Assistance Sites

The following sites have valuable information that will
help you in your job search. Some of the sites give you the
option to post your resume on-line and search through
available job opportunities, while others provide more

N

general recruitment information about employers and
enable you to link to their websites.

m www.Career-Guides.net
» www.HBCU-Careers.net

Researching Companies
The following site allows you to search for companies
according to a number of search criteria.

® www.companiesonline.com

Researching Graduate Schools & Continuing Education
Programs

The Council of Graduate Schools website includes several
resources for students.

= www.cgsnet.org

Directories

These resources may provide information about an
organization’s products or services, number of employees,
principal executives, history etc. You should be able to
locate the directories listed below in the reference section
of a public library.

» Americas Corporate Families
» Dun & Bradstreet’:
Million Dollar Directory
Middle Market Directory
Reference Book of Corporate Managements
» Moodys Manual
» Standard Directory of Advertisers
» Standard Rate and Data (Business Publications Directory)
n The Directory of Corporate Affiliations: Who Owns Whom

Trade Associations

These organizations produce membership directories, journals
and informational briefs. Find associations that match your
career interest and then write to ask for their membership list
or any printed material they offer. If they publish job listings
or have a resume referral service, these could prove to be a great
asset to you. And if they have student memberships, then all
the better. Remember, almost every type of field or industry

that exists has a trade association affiliation.

J
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A resume is one of the most important elements of your job search, and will need to be updated

periodically throughout your career as you gain new skills and experience. Your resume will serve as the

first impression potential employers will have of you. Employers spend an average of less than 60 seconds

reviewing any resume. For these reasons, it is essential for your resume to project a clear and concise picture
of your skills, professional qualities, achievements, and goals.

The tips below will help you begin constructing your resume. They are meant solely as guidelines, and you

should always check with your career services office and follow their recommendations.

Stand out

Be cautious if you choose to use a resume wizard or
template; they tend to generate resumes that all look alike.
Individualize your resume, but be sure not to overdo it.
You want your resume to be distinctive, but always remain
streamlined and conservative for easy readability.

Structure of Your Resume
The overall structure you choose for your resume will
depend on what suits your employment history and
experiences best. The following are the most widely
recognized resume formats:

Chronological

This is the most common resume format, and probably
the easiest to prepare. The chronological resume
emphasizes employment and/or experience history, listing
these elements in reverse chronological order. (In other
words, your most recent experience is listed first.) This
format is especially useful for new graduates or those with
limited work experience.

Functional (Skill-Based)

The functional resume emphasizes skills and attributes
that can be applied to a variety of employment
situations. Your skills are broken down into categories
that quickly communicate to employers what you
can do for them. This format is useful for candidates
without direct employment-related experience, or for
those who wish to work in fields unrelated to their
academic background.

Combination
For many candidates, a combination of elements from the
chronological and functional resume formats works best.

Targeted

Some candidates prefer to focus on specific job “targets,”
and tailor a different resume for each target. With this
format, your skills can be redirected with each resume to
hit each target most effectively.

Elements of the Resume

Contact Information

List your name, address, telephone number(s), and e-mail
address. Make sure your e-mail address sounds professional
or neutral. If necessary, set up an alternate screen name to
use for business contacts exclusively. Above all, make sure
that any potential employer can easily contact you! Other
personal information such as religion, age, marital status,
etc. should not be included.

Objective/Summary of Qualifications

There are differing viewpoints as to whether an objective
will help or hurt your chances in the job market.

Check with your career services office for their
recommendations. 1f you decide to use an objective,
state the type of position you are seeking. Also, consider
including in your objective how you will benefit the
employer—not what you are seeking from the employer.
An alternative to an objective is a summary

of qualifications. The
summary of qualifications
simply includes skills/traits that
you can bring to an employer.

Educational Background

List names and locations of educational institutions
attended, degree(s) awarded with completion dates,
majors and minors, and anticipated or actual dates of
graduation.

Employment History

List employment experience in reverse chronological order,
including any summer/part-time jobs and internships.
Use action words to describe your duties and achieve-
ments, and be sure to indicate when and how increases
of responsibility occurred.

J




Action Words

The following list of words is useful when describing your
job duties. These words represent skill areas that you may
have that would be beneficial to a prospective employer.
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Optional Items
If any of these items are related to your objective and can
help sell you as a job candidate, you may want to consider
including them:

References m G.PA. (if 3.0 or above) or major G.PA.

You can list references as the final major category of the  w  Academic awards, honors, or scholarships

resume or as an attachment page. Check with your career 4 Special projects/research

services office for their recommendations. = Personal skills/computer skills

m  Extracurricular activities/community service
m Leadership
4 )
ACTION WORDS

accomplished | composed earned handled observed recruited
accelerated conducted edited implemented | obtained reduced
achieved consolidated | eliminated improved operated reinforced
adapted controlled established increased organized researched
administered | created evaluated initiated participated reviewed
analyzed delegated examined instituted performed scheduled
appraised delivered exhibited launched planned supervised
assisted demonstrated | expanded maintained presented strengthened
budgeted developed expedited managed processed translated
built diagnosed explained mastered produced updated
calculated directed facilitated mediated programmed | wrote
charted discovered formulated motivated proposed
compiled distributed generated negotiated recommended

N

Editing Your Resume
Length

Ideally, your resume should be one
page. You should make certain all
pertinent information is included. If
your resume requires more than one
page, label the second page with your
name and the page number.

Appearance

The body of the resume should be an
eleven or twelve point standard font
of no color other then black. Fonts
such as Arial, Helvetica, or Times
New Roman are always a safe bet
when constructing a resume that has
a profesional appearance. Spacing and

size of the page are key elements to
ensure optimum readability. Print
your resume on quality 8%2” x 117
paper in white or conservative colors.

Accuracy

Proofread carefully for spelling and
grammar and ask someone else to
proofread your resume. Accuracy
is essential; nothing stands out like
spelling or grammatical errors!

~




Electronic/Scannable Resumes

In all likelihood, you will be submitting your resume
electronically to on-line job search sites, or sending it to
organizations that scan resumes and keep them on file
electronically. When doing this, compose your resume
according to the following guidelines:

Electronic Resumes

® Use a common word processing program such as

Microsoft Word

m Day attention to the format the employer requests. For
example, some employers prefer a PDF file, others
prefer a plain text file

® E-mail the resume to yourself as a test before sending
it to employers

m Forward a hard copy of your resume and cover letter as
a follow-up

S 88l YOUR RESUME BB EE

Scannable resumes
m Print on one side of the paper only

m Use non-decorative fonts such as Helvetica, Arial, and
Times New Roman

» Avoid graphics, shading italics, underlining, and
boldface text

Avoid using horizontal and vertical lines

Use all upper-case letters to emphasize words

Include a “Key Word” section and list words that the
scanning program may be seeking (e.g., web
development, administration, negotiation, html, etc.)

Use plain white paper
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Your Name
Your Address
City, State, Zip
Area Code/Phone Number
E-mail Address

Objective A position as/a position in the field of...

Education Name of University, City, State
Degree(s) received, Major(s), Minor(s), Date degree(s) received,
GPA (if it is a 3.0 or higher)

Skills/ = List of acquired skills that supports your objective

Attributes

Employment Most Recent Job Title Dates Employed
Experience Name of Employer, City, State

= What you did, duties performed, responsibilities, accomplishments.

Next Job Title (Before Most Recent) Dates Employed
Name of Employer, City, State
= What you did, duties performed, responsibilities, accomplishments.

Next Job Title Dates Employed
Name of Employer, City, State
= What you did, duties performed, responsibilities, accomplishments.

Honors Awards, scholarships, merits, etc. and dates received
Other Extracurricular activities, club memberships, group affiliations, etc.
Activities that support your objective along with applicable dates

References available upon request
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Richard Resume

1111 Main Street

(555) 555-5555
rresume@email.com

Objective A programmer position in the software development and
engineering field.

Education ABC University, Anytown, US
Bachelor of Science, Computer Science, Business minor, 4/20___
Languages/ = Access = Assembly sC++
Software =MODULA-2 =SQL =JAVA
=Qracle nC =Visual Basic
= NET =SAS =FOCUS
Hardware =IBM PC/AT/IT/Ps-w’s and compatible

=Ethernet networks using Novell or Windows NT servers
=Cisco 2500, 4000, and 7000 series routers
=AS 400 and 4380 IBM Mainframes

Employment Programmer/Analyst 8/20__-present
Experience Anytown Bowling and Billiards, Anytown, US
= Developed and performed maintenance on applications in an IBM
Mainframe environment. Produced user requested reports in SAS.

Programmer 6/20__-4/20__

ABC University Bookstore, Anytown, US

= Developed and implemented inventory system in Access using Visual
Basic and C. Responsible for the overall technical and maintenance
support of the system.

Computer Lab Assistant 8/20  -4/20_

ABC University, Anytown, US

= Provided technical assistance on operations and use of lab
equipment. Provided tutorial help on class projects.

Honors Technical Achievement Scholarship, 20___
Distinguished Honor Graduate, US Army Leadership Course, 20___

Other Member, Association of Computer Machinery, 20__ -present
Activities Volunteer Host ABC University Career Day, 20___

U.S. Army, Sergeant/E-5, March 97-present

Volunteer, ABC Basic Programming Contest, 20___

Anytown Festival Staff, 19_ -20__

References available upon request
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Your Name

Your Address

City, State, Zip

Area Code/Phone Number
E-mail Address

OBJECTIVE A position as/a position in the field of...
EDUCATION Name of University, City, State
Degrees received, Major(s), Minor(s), Date degree(s) received

GPA if it is a 3.0 or higher

RELATED SKILLS

Name of Skill » An accomplishment that illustrates or documents this skill
Name of Skill * An accomplishment that illustrates or documents this skill
Name of Skill » An accomplishment that illustrates or documents this skill
ACTIVITIES Extracurricular activities, club memberships, group

affiliations, etc. that support your objective

EMPLOYMENT

Most Recent Job Title, Name of Employer, City, State Dates Employed
Next Job Title (Before Most Receny, Name of Employer, City, State Dates Employed
Next Job Title, Name of Employer, City, State Dates Employed
Least Recent Job Title, Name of Employer, City, State Dates Employed

REFERENCES AVAILABLE UPON REQUEST
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Jessica Jobseeker
1111 Main Street
Anytown, US 22222
(555) 555-5555

jjobseeker(@email.com

OBJECTIVE A challenging position requiring organizational skills and creativity to
coordinate convention events.

EDUCATION ABC University, Anytown, US
Bachelor of Science in Sociology
Minor in Spanish
Graduated Cum Laude, 4/20  GPA 3.8

RELATED SKILLS

Event Planning * Collaborated with students to organize and implement various
campus entertainment and activities
* Promoted and advertised campus shows
» Attended programming retreats which provided information
and instruction about event planning

Leadership * Served on the Executive Board of two campus organizations
* Recruited members for a campus club
* Directed research sessions for an ABC University professor
* Facilitated group discussions as program mentor for child
mentoring program
* Spoke on a panel for ABC University’s Sociology Department

Language * Capable of communicating with native Spanish speakers
* Studied in Mexico, Summer 20
* Resided in native home where only Spanish was spoken

ACTIVITIES Member of Campus Productions Programming Groups
Study Abroad: Guadalajara Mexico, Summer 20
Independent Research Project, Psychology Dept, fall 20
Mentor, Child Education Program, Anytown School District

EMPLOYMENT

Substitute Teacher, Anytown School District, Anytown, US 10/ -6/
Intern, XYZ Consulting, Anytown, US 9/ -12/
Accounts Payable Assistant, A Plus Accounting, Anytown, US 6/ -9/
Sales Consultant, Q Mart Department Store, Anytown, US 2/ -5/

REFERENCES AVAILABLE UPON REQUEST
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JANE SMITH

Present Address: 1111 Main Street, Anytown, US 22222, 555-555-5555
E-mail address: jsmith@email.com

Permanent Address: 1234 Main Street, Anytown, US 22222

EDUCATION

ABC University, Anytown, US

Bachelor of Arts in Communications, May 2003

Overall GPA 3.4; Major GPA: 3.6

Relevant Courses: Interpersonal Communication, Marketing, Psychology
Relevant Projects: Developed Marketing Strategy for local chapter of PRSSA

EXPERIENCE

Associate Manager, My Store, Anytown, US, June 2001 - present.

Supervised staff of 10 part-time employees. Increased sales 25% in 6 months. Utilized
team-building, goal setting, and business knowledge to improve employees’ skills.
Maintained company web site. Opened and closed store in absence of owner. Created
window and in-store displays.

President, College Honor Society, ABC University, Anytown, US, August 2001- present.
Utilized leadership skills to increase membership and encourage active participation in the
organization. Planned and conducted monthly meetings. Contacted guest speakers and
organized fundraisers.

Salesperson, Smith County Fast Food, Anytown, US, January 1998- June 2000.
Interacted with customers and utilized suggestive selling techniques. Increased sales by
15%. Salesperson of the month twice. Created product displays. Conducted inventory.
Assisted in training new sales staff.

SKILLS, HONORS, AND ACTIVITIES

American Marketing Association, Treasurer: Managed $16,000 budget, 2000-2001 Alpha
Phi Omega National Service Fraternity, Membership Chair, 2000-present

Graduated top 10% of high school class with 3.8 GPA; Senior Class President

80% self supporting in college; work 25 hours per week as full-time student

Big Brothers/Big Sisters Volunteer

PRSSA - Attended National Conference, 2001, 2002

Computer Skills: Microsoft Windows 2000, Microsoft Office 2000, Quattro, C++, Visual
Basic

Speak fluent Spanish
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Effective letters are just as important as a strong resume. Well-written letters will command the

attention of prospective employers and ensure that others will remember you, helping to develop a
strong network of contacts.

The following are types of letters you will be writing to prospective employers. Make sure that every letter you write
is addressed to a specific person, and not a form or copied letter. If necessary, phone the organization to ascertain the
correct person to receive correspondence. Write down the correct spelling of the person’s name and title, and remember

to proofread your letter carefully.

Inquiry Letter

This letter is written to express interest in employment
within an organization and to obtain information about
any possible openings. Since this letter is not written in
response to a job posting, communicate flexibility while
being specific about the type of job you would like.
Include your resume with this letter. Indicate when you
will be checking back with the organization.

Application Letter

The letter is written to express interest in a known vacancy
or job posting. After expressing your interest in the specific
position, briefly summarize how your background and
skills relate to the job requirements. Again, include your
resume and indicate when you will be checking back with
the organization.

Application Status Check Letter

Two or three weeks after sending an application to or
interviewing with an employer, you may want to send
a letter asking about the status of your application.
Recap your history of contact with the employer (dates
of correspondence and interviews, etc.). Reiterate your
interest in the position and express appreciation for the
employer’s cooperation and time.

Thank You Letter

You should always send a thank you letter within 24
hours of a job interview. This letter should be brief, but
be sure to express appreciation for the interviewer’s time.
Mention a few key points discussed during the interview,
and indicate your continued interest in the position.
Thank you letters reflect well on you and may help you
when hiring decisions are made.

Rejection Letter

If you decide to turn down an offer of employment with
an organization, always send a letter to the employer
briefly explaining the reasons for your decision, even
if you have already declined verbally. This letter helps
support your network of contacts; you never know when
you may have to contact this employer again. Always
thank the employer for the opportunity and consideration
of your candidacy.

Acceptance Letter

After accepting a position with an employer, always
send a letter of acceptance. Express appreciation for
the opportunity of joining the organization, and briefly
confirm the terms of employment (title of position, salary,
responsibilities, benefits, and start date).
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Your Address
City, State, and Zip Code
Date

Contact’'s Name

Title

Company Name

Address

City, State, and Zip Code

Dear Mr./Ms. (Contact’s Last Name):

Get the employer’s attention in the opening paragraph and arouse interest in you.
When indicating your reason for writing the letter, indicate where you received
information about the vacancy or position.

In your middle paragraphs, give details of your background that will show the
reader why you should be considered as a candidate. Create desire on the part of
the reader.

Refer the reader to your general qualifications on your enclosed resume or other
materials. Use as much space as needed to tell your story, but keep it brief and to
the point.

In your closing paragraph, ask for action. Ask for an appointment suggesting a
time when you will be available. A positive request is harder to ignore than a vague
hope.

Sincerely, / \
] ] Cover Letter Tips:

Your Handwritten Signature

= Always enclose a cover letter when you mail your resume

Your Typed Name

» Your cover letter should be brief—no more than one page
in length

Enclosure

» Cover letters should be individually typed and signed and

should follow standard formatting for business letters,
such as the sample that appears on this page

®» Proofread your letter carefully for typographical and
grammatical errors

- J
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Your Address
City, State, and Zip Code
Date

John Williams

System Administrator
Superior Diagnostic Services
123 Main Street

Townsville, IN 55555

Dear Mr. Williams:

| recently noticed a vacancy at your organization for the position of Computer Programmer in a
recent issue of Tech World. | have been working in a computer environment for several years,
and | am anxious to learn more about this opportunity.

| recently graduated from ABC University with a Bachelor of Science in Information Technology.
| have acquired a great deal of hands-on experience during the last few years through many
detailed class projects. Most recently, | have developed large Access inventory systems using
C++ and Visual Basic.

| believe my combination of education and experience are an excellent match for the
qualifications of your position. | have enclosed my resume for your review. | am very interested
in meeting you to discuss this opportunity within your organization. If you would like any
additional information, my number is (444) 555-1212. | will be in the Anytown area from May 5
through June 16, and would greatly appreciate the opportunity of meeting with you during that
time. Thank you very much for your consideration.

Sincerely,

Your Handwritten Signature

Your Typed Name

Enclosure
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Your Address
City, State, and Zip Code
Date

Name of Interviewer
Title of Interviewer
Company Name

Address
City, State, and Zip Code
Dear Mr./Ms. (Last Name of Interviewer):

In the first paragraph, state when and where you had your interview. Thank the
interviewer for his or her time, and reaffirm your interest in the organization.

In the second paragraph, mention something that particularly appeals to you about
the prospect of working for them. Also, reinforce a point or two in support of your
application.

If after the interview you thought of something you wish you had said, the third
paragraph of the letter is a good place to bring that up. You can also restate your

understanding of the next steps in the hiring process.

In the last paragraph, thank the employer for considering your application and ask for
further communication.

Sincerely,
Your Handwritten Signature

Your Typed Name
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Your Address
City, State, and Zip Code
Date

Ms. Angela Chastain
Director of Human Resources
Modern Advertising

345 Center Drive
Centertown, PA 55555

Dear Ms. Chastain:

Thank you for meeting with me last Thursday, August 8, to discuss the position of
copywriter at Modern Advertising, Inc. I was quite impressed with the enthusiasm you
displayed for your company’s future and the helpfulness of your office personnel. Learning
about Modern’s present media campaign for the Pennsylvania Sausage Company was
exciting and demonstrated your creative approach to advertising. Modern Advertising is a
company with which I want to be associated.

Your description of the special qualifications needed for this position was especially
interesting. My ability to work under pressure and meet tight deadlines has already been
proven in the advertising position I held with The Slippery Rock Rocket. As I stated at our
meeting, | enjoyed the challenge of a competitive environment in which success is based on

achievement.

I would also like to mention that since our meeting I have received the College Reporter’s
Award for an article of mine published in the Rocket. This is my first national award, and I

am quite encouraged by this approval of my work.

Again, thank you for considering me for the position of copywriter. Ilook forward to
hearing from you soon.

Sincerely,
Your Handwritten Signature

Your Typed Name
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Interviews allow employers to assess you as a complete person, rather than just your qualifications
on the printed page. Employers want to gauge whether or not you would be a good “fit” for their

s

What Employers Look for
in a Candidate

m  Self-confidence/ability

to communicate

Work ethic: teamwork,
leadership, initiative,
flexibility, ability to
handle conflict

Intelligence, critical
thinking

General personality:
poise, enthusiasm,
creativity, high energy
level, interpersonal skills

Personal management,

self-knowledge

Qualifications-Can you
relate your academic
program, skills, and/or
prior work or internship
experience to the needs
of an employer?

~

organization. This is also an opportunity for you to find out the same thing about the employer. Most
employers consider the interview to be the most important part of the hiring decision.

Key Points to Remember:
Do:

Arrive 10-15 minutes early

Maintain good eye contact with the interviewer
Use a firm, professional handshake

Listen carefully to the interviewer’s questions

Be aware of your body language; maintain good posture,
appear relaxed and not fidgety

Show enthusiasm, confidence, courtesy, and honesty

Keep a positive attitude about former employers, supervisors, and
co-workers; be tactful and do not criticize former employers even if
discussing an unpleasant situation

Maintain a professional image-don’t let the employer’s casual
approach fool you

Always present the best of your background and qualifications

At the close of the interview, establish a date for your next
communication

Always remember to thank the interviewer for his/her time

Don’t:

Give terse or rambling answers to questions; find a balance

Be too casual with language or use non-words (“thinking words” like
“um...” “uh...”)

Address the interviewer by his/her first name unless invited to do so

Dominate the interview or appear arrogant; do not interrupt the
interviewer when he/she is speaking

Criticize yourself or your former employers

Discuss your personal problems

What to Bring:

Directions to the interview site

Name(s) and title(s) of interviewer(s)

Extra copies of your resume

Reference lists

Portfolio of work samples, if applicable

Good quality pen and pencil

Leather folder (black or dark color) or briefcase
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Practice Answers to Questions Before
the Interview

You will generally be asked two types of
questions during an interview: traditional
and behavioral.

Traditional Questions

Traditional questions are designed to pinpoint aspects of
your basic personality, work ethic, history, attitude, etc.
When practicing answers to traditional interview questions,
try to develop answers that illustrate how your education
and life experience can benefit the employer. If you have
done a thorough self-assessment and know why you want
to work for this employer and in this field, you will be able
to answer traditional questions easily.

m  What are the two or three things most important to
you in your job?

m  What is your philosophy of life?

m  Tell me about yourself.

m  What are your short-term and long-term career goals?
How do you plan to achieve them?

m  What do you consider to be your greatest strengths and
weaknesses?

®  In what ways do you think you can make a
contribution to our organization? / Why should we
hire you?

m  What do you know about our organization?

m  What did you learn from co-op, internship, or
part-time job experiences?

m  Why did you choose this career?

m Why would you like to work for this company?

Behavioral Questions
Behavioral questions are designed to
examine how you have responded to
specific situations in the past as an indicator
of how you may behave in the future. When
practicing answers to behavioral questions, think
about how you have dealt with specific problems in the
past. Consider how your qualifications and attributes
enabled you to demonstrate leadership, initiative, and

problem-solving ability.

»  How have you demonstrated initiative?

®  How have you motivated yourself to complete an
assignment or task that you did not want to do?

m  Tell me about the riskiest decision that you have made.

®  Can you tell me about an occasion where you needed to
work with a group to get a job done?

m  What was the greatest challenge you ever faced, and
how did you approach it?

®  What did you do in your last job to effectively plan
and organize?

m Tell me about a time on any job when stressful
situations or problems tested your coping skills. How
did you handle it?

m  What leadership positions have you held? Describe
your leadership style.

m  Tell me about a time when you failed at something. If
you could do it again, what would you do differently?

m  Describe your involvement in a team situation in
which you were not in a leadership role.
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Questions to Ask the Interviewer

Before closing the interview, the interviewer will usually
give you an opportunity to ask questions. It is always
good to do this because it shows that you are interested in
the position. The following are questions you may wish to
ask the interviewer:

m  Please describe a typical day on the job.

m  What personal qualities, skills, or experience
would help someone do well in this position?

m  What are the company’s plans for future growth?
m  What are the most challenging aspects of this job?

m Describe the position in terms of the overall department
structure.

Follow Up!

Always send a thank you letter to the organization within 24
hours after an interview. Be sure to reiterate your interest in
the organization and position. Call the interviewer within
two weeks of the interview to inquire about the status of
your application as well.

What are typical career paths within this organization?

What types of initial and future training programs do
you offer?

Can you explain the performance evaluation and
promotion process?

What is the retention rate of people in this position?

What makes your organization different from your
competitors?

What to Wear

The following are general tips; some organizations may vary
somewhat on what is considered appropriate or inappro-
priate interview attire. Researching the organization
beforehand may yield some insight into these standards.
However, when in doubt, it is always best to err on the
conservative side.

Dress Tips for Men

m  Single or double-breasted suit in small pinstripe or
solid shades of navy or charcoal gray.

m  Shirts: Light colors, starched cotton. Non-button
down collar and long sleeves.

m Shoes: Well-polished, black or brown leather lace-up
wingtip or slip-on dress shoes.

m Ties: Solid, thin striped, or small geometric print.
Bottom of tie should meet the belt line.

m  Accessories: Long, dark socks in solid dark color that
complements suit. No jewelry besides wedding band
and watch.

Dress Tips for Women

Suit or tailored dress in solid shades of navy, gray, or
black with skirts hemmed above the knee. May also
wear pant suit.

Blouses: White or pastel colors. Silk, cotton, or
polyester material with long sleeves and conservative
neckline.

Polished, closed toe shoes with low heels.

Accessories: Subtle makeup. Nails should be neat with
no polish or a clear neutral color. One ring per hand
with exception of wedding set. Avoid carrying a purse
if holding a briefcase or portfolio.
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Numerous benefits and opportunities are available to you when you attend a career fair, regardless of
your chosen major or your future goals. However, simply attending a career fair is not enough; you

need to make your participation count. If you understand what to expect at a career fair and take the
proper steps to prepare beforehand, you will receive the maximum benefit from the event and increase
your chances of obtaining interviews.

s

Benefits of Attending a Career Fair

m Increase your chances of
receiving an interview with an
employer

» Expand your network of
contacts and receive job search
advice from experienced
recruiters

m Investigate positions,
occupations and /or career
fields you could pursue
with your specific major and

background

m Learn more about employers
and available co-op,
internship or permanent career
opportunities

What to Expect at a Career Fair

m Employers expect students to
be prepared. Ask thoughtful
questions and have a polished
resume.

m Employers expect to interact
with students seeking
employment as well as those
simply researching careers and
employers.

m Most recruiters are not
authorized to hire candidates
on the day of the fair. Your goal
should be to land an interview,
not a job offer.

m Employers’ goals are to be
exposed to as many job
candidates as possible. You will
have a relatively short amount
of time to sell yourself and
make a positive impact on the
employer.

Before the Career Fair

Target your top five companies

If possible, obtain a list of the
employers who will be attending
the career fair, and select the top five
organizations you would most like to
visit. Make sure that at a minimum
you research these organizations
before you attend the career fair.
(Refer to the “Researching an
Employer” section of this guide for
researching tips.) The more you can
show an employer that you know
about their organization, the more
likely you are to leave a positive
impression.

Prepare a resume

A well-written, error free resume is a
must. Make sure you have multiple
copies of your resume and a list of
references to distribute at the career
fair. Refer to the “Your Resume”
section of your Career Guide for
information on resume writing.

Create a list of questions

to ask employers

By asking meaningful questions to
employers you show that you have
an interest in their company and
that you have good listening and
communication skills. Be sure to
prepare a short list of questions to
ask employers. Refer to “Questions to
Ask An Interviewer” in the “Interview
Preparation” section of this guide for
a list of possible questions you may
wish to ask.

Prepare to answer questions

You may not sit down to a formal
interview, but employers are likely
to ask you questions that would
be asked during an interview.
Review and practice answers to the
traditional and behavioral questions
that interviewers may ask in the
“Interview Preparation” section of

this guide.
Sell yourself

Be prepared to introduce yourself
to each employer with your name,
a firm handshake, a copy of your
resume, and your objective. (Why
are you attending a career fair
and what type of career are you
seeking?) Practice this introduction
before the career fair so you will
be comfortable interacting with
employers at the career fair.

Be professional

Present a professional appearance
and dress as if you were attending
a job interview. If you are in doubt
about what to wear at a career fair,
refer to “What to Wear” in the
“Interview Preparation” section of

this Career Guide.

Arrive early

In order to avoid long lines you
should plan to arrive at career fairs
early. You will spend less time
waiting in lines and more time
visiting with employers.
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During the Career Fair

Use your time wisely

Survey the room to determine where
employers are located and in what
order you plan to visit them. If
there is a long line to speak with one
of your “chosen” companies, keep
moving and return later. Your goal
should be to make contact with as
many employers as possible.

Be confident

Project enthusiasm, confidence, and
sincerity.  Smile, walk confidently
with good posture and make
consistent, direct eye contact.

Introduce yourself

When it is your turn to speak with an
employer, greet him/her with a firm
handshake, a copy of your resume
and a brief summary of why you
are attending the career fair and/or
the type of career you are seeking.
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When appropriate, be sure to ask
one or more of the questions that
you prepared.

Prepare for follow-up

Thank the employer for his/her
time, and be sure to leave a copy of
your resume. Ask the employer for a
business card or company literature
for the follow-up protocol. If the
employer says they do not have a
position in your field, ask for the
address of the Human Resources
Department so you can write a
letter and send your resume. Nearly
all employers hire all majors. The
person you are speaking with may
not be aware of all opportunities
offered by the company.

As soon as you walk away from the
employer, jot down a few notes about
your conversation so you will have a
few memorable points to mention in
your follow-up letter.

After the Career Fair

Follow up!

Send thank you letters to employers
you met within a week of the fair.
This shows the employer that you
have a genuine interest in their
organization and position and may
give you a competitive edge over
those candidates that do not follow
up. Review the “Cover Letters”
section of this Career Guide for tips
on constructing powerful thank you
letters.

Be persistent

If you have observed the follow-
up protocols as outlined by the
employer, it is appropriate to send
a letter inquiring about the status of
your application after a reasonable
amount of time has passed.

J

potential of the position and the cost of living of the geographic area where you plan to live. Also,

consider these factors:

Job/Employer Related Factors

m Potential for career advancement

m Work schedule (traditional “9:00-5:00” n

or flexible hours)

m Work environment/attire (formal vs. informal) n

» Bonus or commission plans

m Benefits such as profit sharing, 401K plan, insurance, etc.

m Travel

m Size of employer
» Ability to gain a mentor

» Type of industry

Reputation and stability of employer

— S @8 EVALUATING JOB OFFERS HREBER——

Listed below are factors you will want to consider when determining whether or not you will accept a
position. While salary is an important factor, be sure you weigh your starting salary against the salary

Geographic/Life-Style Factors

Climate

m Social life for singles, couples or family

m Availability of suitable housing

Geographic location

Commute to work

m Size and type of community
(suburban, metropolitan, rural)
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The less formal atmosphere of your academic career may not provide you with enough opportunities

to hone the skills you will need to develop in the workplace. Take time to consider the following as you

begin your new career.

Be a dependable employee

Be punctual to work and meetings, and avoid frequent
absenteeism. Meet established deadlines. Be someone
that can be counted on to get the job done.

Master your job tasks
If you want to move up, you must first prove that you
understand and can accomplish the basic requirements

of the job.

Understand expectations
Determine what is expected of you from the very beginning.
This includes developing clear deadlines for your projects.

Exceed expectations

Work hard and plan to do more than is expected. Show
enthusiasm and take initiative. Avoid “it’s not my job”
thinking.

Strive for excellence

Always do the best you can. Work towards providing
your employer with the highest quality final product
possible.

Ask for feedback

Keep your supervisor informed of your progress and
ask for regular feedback on your performance. If any
assignments are unclear, ask for clarification instead of
proceeding in the wrong direction because you are fearful

of looking foolish.

Adapt to the corporate culture

Learn your organization’s style and culture and be
willing to adapt to it. Companies expect their employees
to “fit in” and accept the corporate culture. If you don’t
understand it, you are more likely to make errors that
could hurt your progress. Learn the corporate culture
by familiarizing yourself with the employee handbook,
observing co-workers’ behavior, and asking questions
when in doubt.

Develop strong oral and written communication skills
Every job, including technical ones, requires some degree
of communication skills. Look for opportunities to make
oral presentations and written reports and do them
conscientiously and carefully.

Learn to be a good listener to ensure you fully understand
instructions. Demonstrate patience and sensitivity with
others; avoid public confrontation or complaining. Learn
to be tactful when working on a team; consider what
others on the team have to say and work with them.
Proofread all written work carefully for content, spelling
and grammar before submitting it.

Establish positive working relationships

Get to know and be known by others in your work
environment, and be professional and courteous at all
times. Maintain confidences and avoid gossip because it
can be destructive and puts you in a bad light.

s

Phone

m Call during typical business hours
m Have all necessary information in front of you

m Call from a quiet location, or reduce/eliminate
background noise

» Notify people when they are on a speakerphone

m  Make sure voice mail messages are concise and
professional. Be sure to clearly state your full name,
telephone number (with extension if applicable)
and reason for calling

~

You may correspond with customers, clients, business contacts, and co-workers via telephone and e-mail. When doing
s0, it is vital to maintain a professional image. The following tips will help sharpen these skills in the workplace.

E-mail

m  Write in complete sentences; don’t use one-word

replies

m  Use the subject line to specify the point of the

message (not for informal greetings)

m Structure your e-mails like a business letter, and

including greetings and closings

m Review the content of your e-mail to make sure the

point of the message is clear

m Be sure to use correct grammar and to perform a

spell check before sending




7-‘ . 3
e ™9

Visit:
BCU: @@mﬁ@amcﬁ

= Search the nation’s top employers by major or mdustry‘ Q_"
YOl b

* < Post your resume.

_' ' '-fjfﬁ Explore career opportunities from organizations that
~ are looking to hire quality people like YOU!

o & 1500 seialavefit fup Y0
aud & Qoo o yurp el
@w@aﬁ@ﬂb@nﬂm@mw}a&

CAREER
PUBLISHING
NETWORK






