It takes the best and
the brightest
to change an industry

SpaceX is an engineering driven
company founded with the goal of making
humanity a true spacefaring civilization.

Positions are available for top mechanical,
electrical and aeronautical engineers
interested in:

Rocket engine combustion

Advanced structural design & analysis
High Mach aerodynamics

Avionics, guidance & control

Stop by the SpaceX booth for more information
on January 28th, 2006 or submit your resume
via our Web site at SpaceX.com.

/
SPACCEXA
Space Exploration Technologies

US citizenship or permanent residency is required of all

SpaceX employees by the State Department, due to the
sensitive nature of the technology.
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All Career Seekers

Please take advantage of the employment opportunities that appear throughout your
Job Fair Handbook! Help your career search by contacting the organizations listed
below. These employers are actively recruiting college graduates like yourself and have
made your Opportunity Job Fair Handbook possible.

Visit www.career-guides.net to view the online version of this publication.

EMPLOYERS

Applied Signal Technology, Inc.
Autodesk
Career Publishing Network
Detecon, Inc.
East Bay Municipal Utility District
Epocrates
First Solar
Geomatrix
Honda R&D Americas, Inc.
HRL Laboratories
Microsoft
Network Appliance
Risk Management Solutions
RMC Water and Environment
Shell Companies

SpaceX
Qﬂm CAREER
PUBLISHING
NETWORK
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JAMES D. PLUMMER School of Engineering
The Frederick Emmons Terman Terman Engineering Center
Professor of Engineering Stanford University

Dean, School of Engineering Stanford, CA 94305-4027

January 28, 2006

Dear Stanford Student:

Welcome to the Twenty-Ninth annual Opportunity Job Fair for Engineering, Science, and Math
students. This Fair is sponsored by the School of Engineering and is produced by a volunteer
committee from the Society of Black Scientists and Engineers (SBSE), the American Indian
Science and Engineering Society (AISES), the Stanford Society of Chicano/Latino Engineers and

Scientists (SSCLES), and the Society of Women Engineers (SWE). Brief descriptions of each
society are on the following page.

Each year the committee invites a range of high-technology corporations and organizations to
come to Stanford and recruit its engineering and science students. Last year’s Job Fair attracted
over 95 organizations and over 1400 Stanford students. This year we expect similar corporate
and student participation. We attempt to bring a variety of organizations to the Job Fair — you
will find organizations that cover the spectrum from start-ups to “Fortune 50” corporations.

This year the Fair is being held again in the new Frances C. Arrillaga Alumni Center which is a
magnificent venue for this career fair.

We invite you to discover and explore job opportunities with as many companies as you can
because this event only happens once a year. Please take the opportunity to look at all the

organizations and talk to a variety of companies. Take complete advantage of this Job Fair!

On behalf of the 2006 Opportunity Job Fair Committee, welcome and good luck!

Sincerely,
Jim Plummer, Ph-D-. . Noe Lozano, Ph.D.
Dean, School of Engineering Associate Dean, School of Engineering

Phone: 650.723.3938 e« Fax: 650.725.8545 ¢ E-mail: plummer@ece.stanford.edu ¢ Web: soe.stanford.edu



Stanford Engineering Societies

Society of Black Scientists and Engineers (SBSE)

The Society of Black Scientists and Engineers (SBSE) holds as Stanford University’s chapter of
the National Society of Black Engineers (NSBE), which is an organization comprised of over 10,000
members nationwide. Our local chapter has 100+ members, and over the past two years has received
back-to-back National Distinguished Chapter of the Year awards. The mission of NSBE is to increase the
number of culturally responsible Black engineers who excel academically, succeed professionally, and
positively impact their communities. Our chapter upholds this vision through our numerous academic,
professional, and outreach programs designed to promote and support the retention of minority scientists
and engineers on Stanford’s campus. A few of our regular activities include weekly tutoring sessions
with students from our high school chapter, frequent visits to an Intel Clubhouse at our local Boys and
Girls Club, and weekly general body meetings in which corporate representatives discuss employment
opportunities and address current diversity issues in engineering.

American Indian Science and Engineering Society (AISES

Stanford AISES aspires to embody the true definition of a society by working towards common
goals: successfully advancing our members’ college careers, facilitating the transition to future
professions through a network of resources and support, and wielding a positive influence on the Native
American community through proactive involvement. As part of this mission, Stanford AISES works to
provide its members with contacts in the Native American program office, the Stanford School of
Engineering, other campus resources, and various companies. Stanford AISES is a highly active
organization in the Stanford community, volunteering time and funds to Native American events, such as
the annual Stanford Powwow, and other community service ventures, including tutoring in San Jose. In
short, Stanford AISES contributes not only to the lives of its members through its programming, but also
creates a positive Native American presence on campus.

Stanford Society of Chicano/Latino Engineers and Scientists (SSCLES)

The Stanford Society of Chicano/Latino Engineers and Scientists (SSCLES) is a student chapter
of the Society of Hispanic Professional Engineers (SHPE) and the Mexican American Engineers and
Scientists (MAES). SSCLES is dedicated to promoting our vision of developing Chicano/Latino
engineering and science students into leaders, both professionally and within the community. The central
purpose of SSCLES is to increase the number of Chicanos and Latinos in the academic and professional
areas of Engineering and Science. The group serves the needs of its members by sponsoring both
academic and social programs, as well as promoting academic and career development for both
undergraduate and graduate students. SSCLES is committed to community service; we are especially
active in promoting educational achievement among elementary, junior high, and high school students.

Society of Women Engineers (SWE)

The National Society of Women Engineers was founded in 1950 as a non-profit organization
whose mission was to: stimulate women to achieve their full potential in careers as engineers and leaders,
expand the image of the engineering profession as a positive force in improving the quality of life, and
demonstrate the value of diversity. Stanford SWE strives to: build programs based on women's issues in
engineering from professional, personal and social perspectives, promote corporate involvement by
encouraging recruitment and participation on weekly meetings and events, spark interest in engineering
and science at the pre-college level by creating programs and projects that allow students to explore
engineering careers, and create a friendly, interactive atmosphere within Stanford SWE and in the
Stanford engineering community as a whole.
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Here are a few tips to consider when preparing for your job search. With good preparation and
forethought, your search can be an exciting and rewarding experience.

* DEVELOP A FOCUS FOR YOUR JOB SEARCH

Know yourself—your unique skills, interests and values. Then, take the time to explore and
research the types of jobs and industries that interest you and match your interests and abilities.
Having a focus will help you conduct a more effective and efficient job search.

°* PREPARE YOUR RESUME/CV AND COVER LETTER
If you cannot demonstrate your skills and abilities to the employer, your qualifications will not
matter. Your resume/CV and cover letter must be well written and organized.

* HONE YOUR INTERVIEW SKILLS
Take full advantage of your interview by preparing in advance. Know how to respond to different
questions and how to highlight your strengths and abilities.

°* DEVELOP YOUR STRATEGY

When developing your job search strategy, do your homework on the best way to contact your
target employers. Take advantage of all resources available to gather information: career fairs,
Internet job boards, corporate web sites, and business journals, CDC databases, books, and job
postings.

Different employers require different approaches. Some employers will spend the time and
resources to recruit at colleges - many won't. Some fields are noted for their reliance on
networking while others may use particular publications to advertise their jobs. Using multiple
strategies can often be the most effective way to land a job.

GENERAL FACTS TO CONSIDER REGARDING YOUR JOB SEARCH

Approximately 50% of Stanford students find their jobs through some form of networking.

Many companies report that 30-50% of their hires come from employee referrals. Networking is a
major plus for job searchers! 200-250 employers typically participate in Cardinal Recruiting, the
CDC'’s on-campus recruiting program. About 400 employers participate in CDC-sponsored career
fairs at Stanford. The number of new postings to job boards dropped dramatically. Most
employers do not have the budget or time to recruit specifically at Stanford University, but they
would love Stanford students to apply to them directly.

In a report published by CareerXRoads, employers use several recruiting methods for new talent.
Their greater returns are primarily the Internet and employee referrals. See the below mentioned
for employers’ sources of external hires: Internet 31.8%, employee referral 28.5%, newspapers
3.8%, career fairs 2.8%, direct sourcing 2.6%, college recruiting 2.4%, third party recruiters 1.2%,
and 27% of all external hires are from other sources. Of the hires from the Internet: 67.9% from
company web sites, 17.6% from niche sites, 8.7% from Monster.com, 4.1% from
CareerBuilder.com, and 1.8% from Hotjobs.com

DIFFERENT JOB SEARCH STRATEGIES

NETWORKING

Description: Networking means connecting with people in a field or organization in which
you wish to work, to ask for information, not a job. Networking, including informational
interviewing, is the job seeker’s equivalent of market research. Gather information about
different jobs, companies and industries. This information will help you conduct a more
effective search and develop possible leads to jobs. A key strategy to networking is
asking every contact for more contacts. The idea is to increase the number of people you
know who might be able to help you get the job you want.



Advantages: Effective way to access those jobs that are never advertised through want
ads or web sites. It's an opportunity to gather important information on the hiring process,
the work style/culture, and corporate values. Many jobs are filled by an employee referral,
and sometimes jobs are created to take advantage of your skills and experiences. Net-
working is one of the most effective ways to find employment.

Disadvantages: Networking is time consuming and requires a certain amount of comfort
to contact individuals and set up the informational interviews.

Consider utilizing these networking resources:

Stanford Career Network at www.stanfordalumni.org,

CDC'’s Shadow Program at cardinalcareers.stanford.edu/shadow,

read the “Networking” guide on the CDC web site at
www.stanford.edu/dept/CDC/graphics/pdfs/Networking.pdfguide.

Attend CDC networking events and workshops. You can also browse the collection of
networking books in the CDC Resource Center.

CONTACTING EMPLOYERS DIRECTLY

Description: Connect with employers via telephone or email to inquire about job
opportunities. Tactful persistence may help you get noticed by a busy manager or Human
Resources Department. Tactful persistence also lets the employer know that you are very
interested in the job/company and may distinguish you from other candidates.
Advantages: A great way to target specific employers that interest you and may not post
their jobs.

Disadvantages: Since you will be contacting employers who do not know you, it’s likely
that your response rate will be very low. Employers tend to prefer employee referral
candidates rather than “unknown” candidates. There’s also a great likelihood that no
position will be available.

After identifying fields and job functions that interest you, the suggestions below will help
you contact employers with more ease:

Step 1. Target 5 to 10 organizations:

Develop a list of organizations that may be a fit for you. Directories such as Wetfeet and
Vault guides, and the Stanford Employer Database, all of which are on the CDC’s
website, can help you identify organizations in your field of interest. Some other useful
resources located in the CDC’s Career Resource Center include the Hoover’s Business
Online Directory, Corporate Technology Directory (CD-ROM), and government and
nonprofit directories. The Leadership Directories is a “who’s who” database of upper
management in corporations, government, and professional organizations. Jackson
Library in the Graduate School of Business also has excellent resources, especially on
smaller businesses not covered in national directories. Research your organizations of
choice by visiting their websites to learn about their mission, products/services offered, to
learn names of their major divisions, and to determine where they are located. Check out
their careers/jobs section to learn about what it is like to work for the organizations.

Step 2. Locate contacts within an organization:
Identify specific individuals within an organization that can connect you to hiring
managers or the appropriate contacts. The tips below may help you identify contacts:

1) Conduct an informational interview with an individual in the organization. An
informational interview can create an opportunity for you to learn more about the
organization, find out about positions available, as well as obtain contact information of
those in a position to hire you. A great way to find people in a particular organization is to
search the Stanford Career Network, www.stanfordalumni.org. You can also ask your
professors, family, friends, etc. if they know anyone in the organizations you are
considering.




2) Use the CDC'’s Stanford Employer Database. A majority of the employers that recruit
at Stanford will have their contact information in our database. Typically those listed in
the database are human resource professionals, who can route candidates to the
appropriate hiring managers. For public sector employer information use the Stanford
On-line Public Service Employer Database.

3) Try calling the company headquarters or office of the Vice President of the division in
which you are seeking a position. Ask for an annual report and the name and title of the
head of a specific department in which you’d like to work. Check for the correct spelling of
the name and ask for their direct phone line.

Step 3. Contact those involved with the hiring process:

Your primary goal is to establish contact with a hiring manager or human resources
representative to introduce yourself and get a sense of any possible opportunities. You
can either send an email or make a telephone call. One strategy is to send an email to
the contact person, then call about a week later to follow up. Briefly describe your
background, what you can contribute to the organization, and the kind of position that
interests you. Don’t send them a cover letter and resume until you have a clearer idea of
what the job entails. You will be able to better target your cover letter and resume to the
position at that point. When calling, project a positive and courteous attitude, be brief and
to the point. If there are no openings, ask for a referral to another potential employer.
Because of their decision-making power, hiring managers tend to have strong networks
and may know other people interested in interviewing recent Stanford graduates. It's a
good idea to develop an introductory script before calling:

“Ms. Walker, my name is Morris Jackson from Stanford University. | sent you an email
recently, and | am calling to make sure you have received it. Do you have a few moments
to speak with me? | will graduate from Stanford in June with a degree in International
Relations and have experience interning in the marketing department of a growing
international company moving into the Latin American market. | am fluent in Spanish and
very interested in Global Enterprises. | am hoping that you can help me learn more about
possible job opportunities with your organization.”

CARDINAL RECRUITING (THE ON-CAMPUS CDC RECRUITING PROGRAM)
Description: Students schedule interviews on-campus. Approximately 250 employers
participate each year.

Advantages: Convenient way to interview with employers.

Disadvantages: Narrow selection of types of companies and opportunities.

JOB POSTINGS IN THE WANT ADS AND ON THE INTERNET

Description: Employers will post jobs in newspapers, on their website, and on Internet job
boards. You read about the jobs and apply. Usually, jobs on the Internet are easier to
work with in that you can do searches to find jobs and apply on-line.

Advantages: Easy to find and apply to jobs.

Disadvantages: Many employers do not post their jobs in the newspaper or on job
boards. Also, the typical job posting receives a great deal of attention and publicity.
Candidates often compete with many other applicants and may have difficulty
distinguishing themselves.

CAREER FAIRS

Description: Students have the opportunity to meet with representatives from different
organizations. Employers will have different agendas. Some want to collect resumes to
screen through later. Others will use career fairs to publicize their upcoming recruiting
events and promote their organization.

Advantages: A great way to gather information about companies, learn about job
opportunities, and make contacts.

Disadvantages: A small variety of companies participate in career fairs. There is limited
time to talk to each employer.
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EMPLOYMENT AGENCIES

Description: These companies will refer you to job openings and will typically be
compensated by the employer.

Advantages: Requires little work on your part and allows you access to opportunities you
might not have found on your own.

Disadvantages: An employment agency makes money when they place you into a job.
Often your personal interests are not their top priority. If you have good qualifications,
and you have an interest that corresponds with their opportunities, you might find these
agencies helpful. If not, then don't expect much assistance from these organizations. Tip:
Avoid agencies that require you to pay a fee for them to place you.

INTERNAL MARKETING

Description: Refers to strategies that actually place you within the company and then
allow you to use this position to apply to other more desirable positions. Internships,
temporary jobs, and volunteer opportunities are some of the strategies that can help you
find the job you want.

Advantages: A great way to market yourself and highlight your strengths.

Disadvantages: Sometimes the job you get may not allow you the opportunity to show
your strengths. You have to be patient with this technique and may experience frustration
because you’re not doing what you want to do.

REGIONAL JOB SEARCH

Description: Looking for a job in another city or state, usually at a distance great enough
to require relocating. The same job searching techniques will apply.

Advantages: The Internet provides you will access to local newspapers, job sites and
regional information 24/7. Look in the CDC Database under “General Job Listings”
http://cardinalcareers.stanford.edu/links/, for more city or state specific websites. Find
region specific company contact information in the CDC Resource Center, and region
specific alumni club links through the Stanford Alumni Association web site.
Disadvantages: May be harder to get interviews until you are in the city or a nearby
region. Some companies will only interview those candidates who are local, to keep
costs down.

OTHER TIPS

Researching Organizations:

To be most effective in your job search, it is important to understand not only the industry
you are targeting but also the organization. Organizations can have many differences
including company cultures, hierarchical structures and focuses. Researching
organizations to know where you “fit” will help you to decide what information to highlight
on your application materials. For some industries, researching specifics of the
organization can be beneficial in an interview where you may be asked about the
company administration, financial history or competitors.

For links to research sites and professional associations, go to the CDC Links Database,
http://cardinalcareers.stanford.edu/links/. Also be sure to check out the many company
directories in the Career Resource Center.

Whenever possible, use strategies that avoid large applicant pools. Generally, the more
widely advertised the job, the larger the applicant pool and the more competitive the
position. The more people who know you are looking for a job, the better your chances of
finding a job. Make an appointment with a CDC career counselor. Send thank you notes
that are tailored to the job for which you interviewed.

Stanford Career Development Center cardinalcareers.stanford.edu 650-723-3963
Revised 7/04
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What is a Job Fair?

Job fairs, also referred to as career fairs, are usually one day events set up to connect large numbers of
employers with job fair participants. Employers are there to recruit employees, so if you are interested in
looking for a job or finding out more about a potential career, don’t miss out. Career fairs are typically
sponsored by universities, professional associations, local employment agencies, or by a job fair
promoter.

Job fairs are usually free to those seeking employment. These fairs are held at local universities, hotels,
and conference centers. To find out about upcoming events check your campus career center, the radio
stations, and newspapers. The National Business Employment Weekly’s event calendar lists many such
events. Some fairs are targeted for entry-level, technical, education, or other specified groups and may be
advertised through your campus clubs and organizations.

What can | expect?

You can expect anywhere from 25 to 350 employers represented at different booths or tables. Employer
representatives are anxious to give away their organization brochures and other promotional materials
(key chains, pens, notepads, etc.) they have brought with them. Their job is to meet as many attendees
as possible and promote their organizations to YOU. It is likely that the table you want to approach will be
crowded — be patient and observe. You can also expect a carnival type atmosphere with lots of
background noise with which you will have to compete.

Sometimes fair organizers will offer formal group presentations simultaneous to the job fair. This is a great
way to learn more about a specific topic and also have a chance to introduce yourself to an
employer/presenter and get some individual attention.

Benefits of a job fair

Consider a job fair to be one-stop shopping. What a luxury to have the opportunity to talk to numerous
employers at one time and place. Some direct benefits of attending a career fair include:

+ An efficient and economical way to make contacts

+ Learning more about specific industries, careers, and organizations

+ Actually talking to a company representative instead of just mailing in or submitting an on-line resume
+ Asking someone in the field for feedback about your resume, education, or experiences

+ Making a contact within the organization

Of course, if a job fair is such a good deal then there may be hundreds to thousands of other people just
like you trying to talk to employers. This is why it is so important to BE PREPARED to get the most out of
attending a job fair.

Some fairs allow time for employers to schedule interviews on-site, but many use the time to screen
applicants or collect resumes to bring back to their organization. It is ideal to be able to engage the
recruiter in a conversation so that they will remember you and your skills. Do not be discouraged if this
does not happen; there can be numerous people to compete with in this setting. Use your time to collect
valuable company information via conversation and distributed materials so that you can write an
incredibly well informed cover letter stating your interest in an organization.

The job fair can be separated into three stages: 1) Before 2) During 3) After
1) BEFORE: the preparation stage

Do your homework. Contact the organization sponsoring the event and find out some of the following
details.

Is there an admission fee?

How many organizations will be represented?

Is there a published list available ahead of time or on the day of the event?

How will the employers be organized? Alphabetical order, by industry, etc.?

What is the starting and ending time of the event?

What is the appropriate dress?

Are there any special procedures to follow to participate? (i.e. submit resume ahead of time)

AN NN NN
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Put together your resume. You may have a dichotomy of interests and in that case it may be ideal to
have different versions of your resume. Be realistic in your preparation time and remember that it is most
important to have a well-polished resume that shows off your education, skills, and experiences. Be sure
to have your resume critiqued by at least three people. It is better to attend without a resume than to NOT
attend the job fair at all. You can always pick up pertinent information about an organization to use in a
follow up letter of inquiry or application.

Have a plan. It is very easy to feel intimidated at such an event. Wandering around aimlessly will only
enhance this feeling. Have a plan — even if your only plan is to explore. This will help you to have some
idea as to which organizations you want to approach. An example of a plan may be geographic, industry
based, or by the majors requested. Many organizations will publicize the types of majors or job titles they
are seeking. Be open-minded and flexible; you might be surprised at what you find.

e Bring a pen, folder, note pad and/or some sort of log sheet to keep you organized.

e A highlighter can be useful to help indicate which organizations you want to target on your

employer list. (If you forgot yours, don’t worry, you can always find an employer giving one away)

Bring your pertinent questions. Your questions will depend on your goals (career exploration vs. job
search). Sample questions may include:

e What qualities and background are you looking for in employees?

e | am currently a freshman so | have | some time to plan ahead, what courses would you
recommend someone take before being hired as a ?

e What is the application process for your organization?
e Do you have a business card | can have for future reference and contact?
2) DURING: the actual event

Hand out your resume. Have plenty of copies of your polished resume easily accessible (if you choose
to distribute your resume). You don’t want to have to put down all the “freebies” you collected to hand
someone your resume. If you have two versions of your resumes, color-coding them can be very helpful.
Gray, white and off-white are all good choices. A new trend is for employers not to collect resumes on site
but to just refer you back to their website for on-line resume submission. Try and use the face time at the
fair to gather pertinent information to enhance your application.

Thank employers for any brochures or promotional materials you are given. This is not a time to pick up
stocking stuffers or birthday gifts for your family. Be reasonable with your consumption of recruiter
giveaways.

Collect business cards and jot down a fact on the back to jog your memory when you write a follow-up
letter.

Approach an employer representative and introduce yourself. Don’t sit back and wait to be
approached. Shake hands, make good eye contact, and tell the employer your name, major, and
interests. The more focused you are the better. If you are unsure how you would fit into the organization,
ask the employer open-ended yet specific questions. What qualities do you look for in employees?
What kind of summer internships are available?

Create a one-minute commercial as a way to sell yourself to an employer. This is a great way to
introduce yourself. The goal is to connect your background to the organization’s need. In one minute or
less you need to introduce yourself, demonstrate your knowledge of the company, express enthusiasm
and interest, and relate your background to the organization’s need, and end with a question. This is
meant to be a dialogue NOT a monologue.

15



Other dos and don’ts:

o Be assertive without being rude
Be sensitive to others waiting behind you
Realize that recruiters like to talk to groups
Maximize your time at the career fair
Observe other students/employers for clues
Don’t ask about salary and benefits
Don’t monopolize someone’s time
Don’t ask, “What do you have for my major?”
Don’t exhibit a lack of direction and focus

3) AFTER: the follow-up

You are only as good as your follow-up!

Keep track of those organizations and representatives with whom you spoke.

Send a thank you letter to those representatives you wish to pursue. This will set the stage for future
correspondence.

Dress appropriate! Professional is best unless it's a more casual event.

Stanford Career Development Center 650-723-3963 cardianlcareers.stanford.edu
Revised 7/04
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INTRODUCTION

The interview is one of the most important phases of the job search process. Your resume and
cover letter are simply tools to get you to the interviewing stage of the process. Keep in mind that
employers don't tend to interview candidates they don't feel are qualified for the job. Therefore,
once you have made it past the initial screening it's your opportunity to convince an employer,
using your powers of persuasion and communication skills, that you are the right person for the
job.

BEFORE THE INTERVIEW

RESEARCH Is CRITICAL!

The applicant who has worked hard to prepare is much more likely to get a call back for a second
interview or an offer of employment. Prior to an interview, clarify the skills and abilities you have
to offer an employer, thinking of an example for each one. Research the career field/position you
are pursuing to convince yourself this is an occupation you would enjoy (it's much easier to
convince a potential employer once you’ve convinced yourself). Conduct thorough research on
the organization, developing a checklist of information based on your research to share with the
interviewer during the interview.

Researching Yourself
1. Think back on your previous experiences (work, academic, extracurricular) to

determine the skills and abilities used in each.

2. Develop a list of your five to seven strongest skills for a particular position.
Also, review the work-related values inventory, selecting the nine top values
as factors to help you find the right organizational fit.

3. Work with a counselor to explore your skills, interests, personality style, and
values as they relate to your career choice.

Researching the Position/Field

1. Review CDC and online resources describing various career fields.

2. Talk with personal contacts and alumni -- available through the STANFORD
CAREER NETWORK (www.stanfordalumni.org) and the Young Alums in Public
Service Packet -- about the nature of their work and the organization they
represent. The NETWORKING guide, available at the CDC and on its website,
will help you prepare for this kind of informational interview.

3. When a job description is available, list the key skills being sought so that
you can match your skills/strengths with the needs being listed. It is helpful
to develop an example from your experiences to demonstrate each skill.

Researching the Organization

1. View CDC publications and resources listing information on specific
employers (including the Public Service Employers database, at
http://cardinalcareers.stanford.edu/rainbow/).

2. Visit the organization’s website.

3. Review the resources in the Rosenberg Corporate Research Collection
located in Jackson Library at the Business School.

4. Prepare questions to ask about the organization during the interview (see
QUESTIONS TO ASk EMPLOYERS section).
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MocK OR PRACTICE INTERVIEWS

PRACTICE MAKES PERFECT! Review the commonly asked interviewing questions and
prepare answers in advance. You don’t want to appear rehearsed, but you do want to
sound prepared. The more practice you have answering typical questions, the better
able you are to convey your ideas in a clear, concise manner.

1.

2.

3.

Attend one of the many Interviewing Workshops conducted each quarter at
the CDC.

Have a friend play the part of the interviewer to enable you to practice your
responses; ask for constructive criticism.

Talk with a CDC counselor about how to present yourself most favorably in
an interview.

PREPARING FOR QUESTIONS

1.

Whenever possible, answer questions using specific examples to support

your response. Think of the acronym STAR (situation or task, action, and

result), a simple three-step process that will enable you to focus on specific

experiences to support your responses:

e Situation or Task - describe a task or project for which you had
responsibility

e Action - talk about the approach you took to deal with the situation

* Result - discuss the outcome of your action, making sure to mention
accomplishments or improvements resulting from your action

Emphasize the most relevant and impressive aspects of your background

and qualifications (including paid and volunteer work).

Stress that the skills you have developed in the past are transferable to the

employer’s organization.

Speak in positive terms about previous experiences and employers.

Don’t be afraid to talk about accomplishments and skills (assume that what

you don’t tell an interviewer, she/he won’t know). Also, don't assume they

have read your resume in depth.

If possible, include an example (either extracurricular or in a work situation)

of your ability to work as a part of a team.

TYPICAL STAGES OF AN INTERVIEW

THE FIRST IMPRESSION

a) introduction and greeting

b) small talk (brief, informal conversation on a topic of mutual interest - keep
comments short)

c) employer is looking for a firm handshake, eye contact, appearance and
dress appropriate to the organization, ease in social situations, good
manners and poise

DiscussION OF BACKGROUND AND QUALIFICATIONS

a) education
1) relevance of coursework to career interests
2) willingness to work hard

b) work experience
1) relevance of skills developed to position being sought
2) motivation, enthusiasm
3) initiative
4) willingness to follow directions
5) ability to get along with others, team player
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c) extracurricular
1) diversity of interests
2) social conscience
3) leadership or teamwork/organizing ability

DETERMINATION OF YOUR CAREER GOALS

a) preparation for employment
b) knowledge of opportunities
c) graduate school plans (best to describe as at least two years in the future)

DEMONSTRATION OF YOUR INTEREST IN THE ORGANIZATION

a) knowledge of and genuine interest in the organization
b) an opportunity to ask informed and relevant questions, to learn more
about the employer

CONCLUSION

a) next steps in the interviewing process are discussed
1) ask for the organization’s time-line in the decision-making process if
one is not mentioned
b) volunteer to provide additional information (i.e., references, transcript, etc.)
c) thank the interviewer for his/her time
d) ask for a business card - this will be helpful when sending your thank you letter

REVIEW

a) go over the positive and negative points of each interview and modify your
responses
b) learn from your mistakes and build on your strengths

SAMPLE INTERVIEW QUESTIONS

INTRODUCTORY

Why did you choose to attend Stanford?

What are some of the greatest personal challenges you have faced during your
lifetime?

What motivates you?

SKILLS AND PERSONAL QUALITIES

What skills or personal qualities do you possess that will help make you
successful in today’s job market?

What special skills do you possess that would make you stand out from other
candidates?

Describe a frustrating or challenging experience you’'ve encountered and tell
me how you dealt with it.

Discuss some of your past leadership/teamwork roles and your
accomplishments in them.

Why should our organization hire you?

Who was the most difficult person you have ever dealt with, and how did you
handle the situation?

Can you think of a specific situation that reflects your ability to show
initiative? Describe it.

What is your greatest weakness, what have you done to try to overcome it?
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CAREER GOALS AND OBJECTIVES
e What are your long range career goals and how are you preparing to achieve
them?
e Why are you interested in this industry/occupation?
e Why do you want to work for our organization?
e What do you see yourself doing in three to five years?

EXTRACURRICULAR ACTIVITIES AND COLLEGE EXPERIENCES
* Please describe your most rewarding college experience.
e If you could relive your college experience, what would you do differently?

ACADEMIC PROGRAMS
¢ What factors influenced your choice of a major?
¢ What were your favorite and least favorite courses?
e What is your grade point average and how do you feel about this?
e Are you satisfied with your academic accomplishments?
e What courses gave you the most difficulty?
e How has your coursework prepared you for this position?

WORK EXPERIENCES
e What did you enjoy most about your most recent job experience?
¢ Please elaborate on your most relevant work experience.
¢ What do you see as your major strengths as they apply to this position?

ACCOMPLISHMENTS/ACHIEVEMENTS
¢ What else would you like us to know about you?
e Of what accomplishment are you most proud?

KNOWLEDGE OF ORGANIZATION/INDUSTRY
e  Why did you select our organization with which to interview?
e What attracts you to this industry?
e What do you know about our organization?
e Why do you think you’d like working for our organization?

SALARY AND BENEFITS
*  When comparing one company offer to another, what factors will be
important to you besides starting salary?
e What salary range are you expecting? (If possible, you may want to state
that you are more interested in the content of the position at this point and
would be happy to discuss salary when an offer is presented).

UNUSUAL QUESTIONS
These questions seldom have right or wrong answers. Even though the
questions may not seem to be job-related, employers may try to determine your
confidence and creativity through your answers.

If you could be any fruit which would you choose and why?

Think about your favorite product. Now think up five better names for it.
Tell me a story.

How would the world be different if you had never been born?

If you had to choose to be one of these three life forms; a lemming, a sloth,
or an earthworm, which would you be and why?
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ILLEGAL QUESTIONS
Employers may ask questions to learn about a candidate’s motivation and
personality. Such questions can relate to former job responsibilities and outside
interests. Inquiries into an applicant’s: RACE, COLOR, AGE, SEX, RELIGION,
NATIONAL ORIGIN, MARITAL STATUS, PAST ARRESTS, ALCOHOL AND DRUG USE, CREDIT
HISTORY, CHILDBEARING PLANS or AGE are illegal.

* Aninterviewer may not ask about your religion, church, synagogue, parish,
the religious holidays you observe, or your political beliefs or affiliations.

* Aninterviewer may not ask about your ancestry, national origin, or
parentage; in addition, you cannot be asked about the naturalization status of
your parents, spouse, or children. The interviewer cannot ask about your
birthplace. However, the interviewer may ask whether or not you are a U.S.
citizen or a resident alien with the right to work in the U.S.

* Aninterviewer may not ask about your native language, the language you
speak at home, or how you acquired the ability to read, write, or speak a
foreign language. But, he/she may ask about the languages in which you are
fluent, if knowledge of those languages is pertinent to the job.

* Aninterviewer may not ask about your age, your date of birth, or the ages of
your children. But, he/she may ask you whether or not you're over eighteen
years old.

* Aninterviewer may not ask about maiden names or whether you have
changed your name; your marital status, number of children or dependents,
or your spouse’s occupation.

lllegal questions are often asked unintentionally. 1f you feel you are being asked an illegal
question during an interview you can legitimately, but politely, refuse to answer. You might say,
“I'm not sure of the relevance of that question, can you tell me how it specifically relates to this
job?”

QUESTIONS TO ASK EMPLOYERS

It is important to have prepared questions to ask of each employer; these questions will indicate
your interest in the position and organization. Additional questions may occur to you during the
course of the interview.

ABOUT THE ORGANIZATION
e What is it about this organization that attracted you in the first place and has
kept you there?
How would you describe your organization’s style of management?
How will industry trends affect this organization within the next 3-5 years?
How does the organization define a successful individual?
What is the method of feedback/evaluation used by this organization?
e What do you see as your organization’s strengths and weaknesses?
ABOUT THE POSITION
e Can you describe recent projects on which a person in my position has
worked?
*  What is the common career path for people entering the organization in this
position?
* How are people trained or brought up to speed with regard to their
responsibilities?
e What type of person tends to be successful in this position? What type of
person are you looking for?
e How and when is performance evaluated?
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INAPPROPRIATE QUESTIONS
Inappropriate questions include those that ask what the organization will be doing
for you if you're hired; i.e., What salary can | expect? How much vacation time
will I accrue? Are you willing to pay for graduate school? etc. You can find the
answers to these questions later, if employment is offered.

SEND A THANK YOU LETTER

The most important aspect of a thank you is to send it promptly within three to four days of the
interview. If you do not have access to a computer, then hand write your thank you on a note
card. ltis also possible to send it via email if the recipient has offered her or his email address.
The more time that elapses, the less enthusiastic you will be about writing it, and the less impact
your letter will have on its reader.

When you have interviewed with a number of individuals in one day, as you might in a site
interview, address the thank you to the person who seemed to coordinate the day. You can
make mention of the others with whom you spoke and ask the coordinator to convey your thanks
to them as well. The letter provides an opportunity to continue building the rapport that you
began during your initial meeting.

THE LETTER IS A VEHICLE FOR:
e acknowledging the individual's participation in your interview visit
e thanking them for insights shared
¢ highlighting a specific aspect of the organization which you admire

You CAN USE YOUR THANK YOU LETTER TO MAKE ANY OF THE FOLLOWING POINTS:

¢ Restate or expand one of your skills or achievements about which the
interviewer was obviously interested in learning more.

e Link the values of the organization with your own values.

e Draw a parallel between characteristics of previous organizations in your
work history and those of the prospective employer: clients, services,
products, urban/rural/national/international affiliations.

¢ Reiterate your interest in responding to a problem which the organization
faces, and which you and the interviewer discussed. If possible, try to recall
your interviewer's use of examples and language; e.g., an employer
describes the worksite as a "seething cauldron of activity," a memorable
image to be sure, and one which the interviewee uses to her/his advantage
by including the seething cauldron image in the thank you letter.

e Address a perceived roadblock to your candidacy; e.g., the employer is very
interested in candidates who have teaching experience with children but your
professional experience is exclusively with adults, albeit in the same country
and culture. So, you emphasize your role as a Big Sister/Big Brother, or your
childhood as the oldest of five siblings, etc.

e QOutline your goals for the first three months in the prospective job. This
strategy can be especially effective if you are a candidate for a leadership
position. You might introduce this option by stating: "If | were to be your
project manager (or whatever the job title would be), my major objectives
during the first three months would be to . . .

* Acknowledge some positive event your interviewer mentioned, personal or
professional. You don't want to go overboard with this option, but people do
like to be recognized. Remember, the hiring process, even with all the legal
safeguards, is still done by human beings with all their subjective biases.
Your comments may be most effective as a handwritten postscript. For
instance, you know your interviewer was looking forward to a weekend of
skiing, so you write: "Hope you had a relaxing weekend at Alpine Meadows
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with your family;" or if you know your interviewer was heading to a major
conference: "Best wishes with your presentation in Montreal!"

* Remember, don't procrastinate about exactly what to write; get it on paper
minus typos and get it in the maill Save a copy of your letters to help
generate ideas for future ones.

e Two brief thoughts on special cases. First, for those of you having telephone
interviews in anticipation of on-site interviews, it is advantageous to then mail
a note to your interviewer making any of the points cited above—especially if
you want a face-to-face interview. Secondly, if your interview was a disaster,
or if you decided post-interview that the job is not right for you, it is still
necessary to write a thank you letter to the principal interviewer withdrawing
your candidacy if appropriate. You never know when you will encounter this
person in a professional context.

(Material used from comments of Tony Drapelick, Manager of Professional Development, School for
International Training; Battleboro, Vermont)

REASONS FOR REJECTION

e LACK OF SELF-KNOWLEDGE. An interviewer cannot determine where you fit
into the organization until you explain your career interests and applicable
skills.

e LAcK oF CoMPANY KNOWLEDGE. Most employers make information about
themselves readily available, especially if they recruit on campus.

e LAcCKOF QUESTIONS. When employers ask if you have any questions for
them, a negative response indicates a lack of interest on your part.

e LACK OF ENTHUSIASM. Employers want to hire someone who is excited about
the prospect of working with their organization.

e LAcK oF CONFIDENCE. If you doubt your ability to do the job, an employer will
also experience doubt.

e PooR COMMUNICATION SKILLS. The employer must be able to hear you,
understand your words, and follow your train of thought. Otherwise, no
matter how qualified you may be for a job opening, you put yourself at a
disadvantage.

e UNPROFESSIONAL APPLICATION OR APPEARANCE. It is true that you only have
one opportunity to make a first impression. If your resume is sloppy or has
typos, you are at an immediate disadvantage and may not even get an
opportunity to interview. Additionally, if you present yourself at an interview
inappropriately dressed, an employer may decide you wouldn’t fit into their
organization.

TYPES OF INTERVIEWS

SCREENING INTERVIEWS
These are usually shorter interviews used for the purpose of conducting a brief
evaluation of a candidate. Employers are usually looking for reasons to screen
an applicant out. On-campus interviews, typically 30 minutes in length, are
screening interviews. Job offers typically do not come as a result of this
interaction.

ONE-ON-ONE INTERVIEWS

These interviews are quite common and involve the candidate being questioned
by one person.
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PHONE INTERVIEWS
Upon receipt of a candidate’s application materials some organizations will call to
conduct a brief phone interview. It is important to remain composed if you get
such a call. If the timing of the call is inconvenient, let the employer know. Ask if
you can call them back at a more convenient time. Also, while conducting a
phone interview, arrange to have a copy of your resume and cover letter in front
of you to use for reference.

PANEL/COMMITTEE INTERVIEWS
This scenario involves a panel of interviewers each with questions to ask. These
interviews are common for government, academic and some corporate positions.
It is important to establish eye contact with each member of the committee early
in the interview.

CASE STUDY INTERVIEWS
Some organizations, especially management consulting firms and companies
recruiting for entry-level training programs, rely on case study or situational
questions to evaluate a candidate’s analytical skills.

SECOND ROUND OR SITE INTERVIEWS
Often, the interviewing process entails several rounds of interviews. If you are
considered a serious candidate, after the first interview you may be contacted for
a second on-site interview with other members of the organization. If travel
arrangements are involved, usually the company will pay for your expenses and
make the necessary travel and lodging arrangements. Site interviews usually
consist of a series of interviews with several individuals including your potential
supervisor, co-workers, and higher-ranking staff members. These interviews can
range from very casual to very technical. You may spend a half or whole day
interviewing, which may also involve a luncheon, dinner meeting, or social
activity.

STRESS INTERVIEWS
Although many interviews can be nerve-racking, some are designed to cause the
applicant stress. The interviewer may ask confrontational or particularly difficult
questions. It is important to remain calm and think carefully about your answers.
Don’t be afraid to take time to think through your answers and don’t get tricked
into losing your temper. The purpose of these types of interviews is to evaluate
your behavior and maturity in difficult situations. Stress questions are most
commonly used for those positions in which your reaction to stress is critical.

HELPFUL HINTS

ARRIVE EARLY. Ten to fifteen minutes can provide you with a cushion should
some unforeseen problem occur.

BRING ALONG EXTRA COPIES OF YOUR RESUME. If the interviewer has misplaced
your information this will assist them and add to your image as a prepared
person.

MAINTAIN EYE CONTACT. Unwillingness to look someone in the eye is often taken
as evasiveness.

AsSK FOR CLARIFICATION. If you're confused by a question, ask the interviewer to
restate it. This shows poise on your part and allows you to answer questions
appropriately.
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INTERVIEW ATTIRE & BUSINESS ETIQUETTE

You don't need a lot of clothes to dress well for an interview, but what you have should be of
good quality, properly fitted, clean, well pressed, and in good taste. When you open your closet
to select what to wear, keep in mind that your objective is to look businesslike but fashionable,
and above all, comfortable. You do not want to overdress or under dress. The style, fit, and color
of the clothes you wear contribute to the image you want to project.

Each company will have its own guidelines, so it is important to know your future or potential
employer before you meet them. How liberal or conservative is the dress code? Don't try to set
any new standards, especially in the interview. When in doubt, it is better to be conservative than
to be too flashy or casual.

In addition to appropriate dress, business etiquette is also an important part of the interviewing
process. Many times, companies schedule luncheon interviews or social functions for potential
hires. Employers are concerned that their hires are able to work in harmony and will be a good
match for their organization. Knowing how to behave in social and business settings and making
that right first impression with contacts and interviews is important for survival in the business
world.

GUIDELINES FOR WHAT TO WEAR

WHAT KIND OF SUIT IS APPROPRIATE FOR THE INTERVIEW?

According to Julie King in The Smart Woman’s Guide, women should dress “stylish but
conservative.” Opt for a fashionable business suit in a low-key color such as navy, black or gray.
Patterns are acceptable if they are extremely subtle, such as a fine dress tweed or pin stripe.

The jacket should have long sleeves, with a straight or pleated skirt. A coatdress, with clean,
simple lines, is also acceptable attire. Again, subtle colors. Men should wear a two-piece, single-
breasted suit in navy, black or charcoal, wool or wool blend, and solid or very thin pinstripes. If at
all possible, avoid the shiny polyester.

WHAT ABOUT ACCESSORIES?

Women should carry a small, simple purse. Men, if you are not yet in the habit of carrying a
wallet, now is the time to start, and the place for it is in one of the inner chest pockets of your suit.
A brief case is not necessary. However, a leather portfolio or notebook holder is a good idea for
on-site interviews; on campus, a notebook to hold a few extra resumes would be appropriate.
Now is the time to wean yourself from your faithful backpack.

WHAT IS THE CORRECT SKIRT LENGTH FOR BUSINESS?
Whatever is the most flattering to both your legs and your profession. Consider what happens
when you sit down in a short skirt. Would you be comfortable?

Try on skirts of various lengths, and then determine what your personal hemline should be for
each style of skirt; slim, pleated and full. Generally, slim skirts look better at the knee while
pleated and full skirts look best considerably longer.

DOES IT MATTER WHAT KIND OF TIE | WEAR?
Yes. You should wear a tie that matches your suit. Bright yellow, pink and the “power tie”
concept are no longer the vogue. Wear a conservative tie with a simple knot.

WHAT DO YOU MEAN WHEN YOU SAY “CONSERVATIVE TIE”?

Silk in a simple stripe or repeating pattern, with no more than three colors. The background color
should be neutral perhaps navy, dark gray or burgundy, a paisley tie, in muted dark colors, is
modern yet conservative for young men.
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CAN | WEAR A PANTSUIT TO THE INTERVIEW?

A pantsuit can be very smart and professional looking provided that the jacket is tailored to fit with
matching slacks and is worn with a simple no frill, no tie blouse. However, if you are unsure of a
company’s policies regarding proper dress, call the personnel office for more information. A
woman in a pantsuit, by some organization’s standards, could be considered a “non-candidate.”

WHAT ARE THE APPROPRIATE SHOES TO WEAR?

For men, shoes should be leather, black or brown, and polished with no worn down heels. The
wing tip and other plain lace-up shoes are the traditional footwear. Slip-ons work as well if they
are dressy and in good taste. Business socks should be over-the-calf, never ankle length or even
slightly droopy, and should match your pants or shoes. White gym socks - never!

For women, the best shoes are plain pumps with one to two inch heels. You can go higher if you
don’t feel tall enough, but make sure you can still walk quickly and steadily. Shoes should be of
high quality leather in black or the color of your suit. Wear sheer stockings in a skin tone. Never
wear black or opaque stockings with light or white shoes.

| WAS TOLD TO DRESS CASUAL FOR MY INTERVIEW - WHAT IS CASUAL?
Never wear jeans, T-shirts, tennis shoes, sandals or boots to an interview. Appropriate business
casual is usually a pair of slacks, shirt, and sports jacket.

| HAVE ONLY ONE SUIT. HOW CAN | CHANGE MY LOOK?

Your suit should always be clean and professionally pressed, worn with an all-cotton, well-ironed
white or possibly light blue, long sleeved dress shirt. Wearing a different tie can dramatically
change the look of your suit. A woman may accent her basic outfit with a different blouse, or she
may add a scarf or a simple small pin.

| DO NOT OWN A SUIT AND | DO NOT HAVE A LOT OF MONEY TO PURCHASE ONE. WHERE CAN | SHOP TO
FIND AN INEXPENSIVE ONE?

You can find suits, dress shirts, blouses, and shoes that are very inexpensive and in good taste at
thrift shops, Salvation Army, discount stores, consignment shops and outlet stores. Remember
that the key is a simple style in a conservative color. If you find a dark suit with contrasting
buttons, replace them with buttons the color of the suit, have it cleaned and professionally
pressed, and you will look like a million!

IS IT APPROPRIATE TO WEAR PERFUME OR COLOGNE?

It is nearly impossible to tell how strong a fragrance your own perfume or cologne is emitting.
What seems like a pleasant whiff of scent to you may overpower someone else. In addition, your
interviewer may be allergic. So, why risk it? Don’t wear any scent at all, and no, a little dab is not
OK. The most attractive scent is your natural, fresh smell after a bath or shower with deodorant.
If unscented antiperspirant works for you, stop there!

If you smoke, avoid smoking in your interviewing outfit. Cigarette odors cling to your clothes for
several hours and smoking to most employers is an undesirable habit.

WHAT KIND OF JEWELRY SHOULD | WEAR?
The less the better. Too much jewelry or wrong jewelry can be considered distracting and can
elicit negative responses.

Women should wear post or simple earrings, no dangles, and a plain bracelet, if any. A dress
rule that pays off: never wear jewelry that is not functional and keep it simple.
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| HAVE WORN AN EARRING THROUGHOUT MY COLLEGE YEARS. IS IT OKAY, AS A MAN, TO WEAR IT TO MY
INTERVIEW?

It is not in your best interest because it breaks the rule of executive dress. This style of jewelry is
all right when you are with your friends or even in some work environments, but it is out of place
for the job interview.

SHOULD | WEAR MAKE-UP?

If you choose to wear make-up, keep it understated. Iridescent eye shadow, glossy red lipstick
and inch long lashes (unless they are naturally long) should be avoided. Opt for a healthy,
natural look. Your nails should be short with clear or pale polish.

SHOULD | CUT MY HAIR TO LOOK MORE PROFESSIONAL?

It is not necessary for you to cut your hair, but you should wear it in a groomed style, off your
face. Itis distracting during an interview to constantly have to push your hair from your face.
Your hair should be neat and clean, as well as attractive.

Men should shave and trim their mustache. Beards are probably best left to grow after you get
the job. You may want to call the personnel office for information regarding the company’s policy
on facial hair.

Do THESE GUIDELINES APPLY TO ALL ORGANIZATIONS, OR JUST THE CORPORATE WORLD? WHAT IF I'M

INTERVIEWING FOR A JOB WITH A LESS FORMAL ENVIRONMENT?

Every industry has its own requirements, and knowing what to wear on the day of the interview is

vitally important. Always think about the impression you want to make and what clothes will make
that impression.

If you are interviewing for a job in a less formal environment, then it may be acceptable for men to
wear slacks, a sports coat and a shirt and tie. Women can wear a simple dress or matching skirt
and blouse. Whatever you decide should be clean, pressed, and help you look your best.

In the final analysis, creating a first impression is mostly a matter of common sense. Pay
attention to your appearance, your body language and manners, and you will go a long way
towards convincing interviewers that you are the kind of professional they want to hire.

GUIDELINES ON BUSINESS ETIQUETTE

How CAN | MAKE THE MOST OF MY TIME AT BUSINESS FUNCTIONS?

There are several things to keep in mind. Both men and women always stand when meeting
someone or being introduced. Remember to make good eye contact, have a friendly smile and a
good, firm handshake. If you are at a large gathering and you do not know anyone, take the
initiative to introduce yourself by using your first and last name only and provide some brief
information about yourself. Read body language and be aware of infringing on others. Ten
minutes is about the right amount of time to stay with a group before moving on. During your
conversation, avoid incorrect terms such as ANYWAYS, YEAH, YOU GUYS, and repetitive phrases
such as YOU KNOW and STUFF LIKE THAT.

IF I AM INVITED TO DINE DURING THE INTERVIEWING PROCESS, HOW CAN | BEST USE THIS TIME?
Remember - building rapport is the most important aspect of the meal. You are still in the
application process.

| AM UNSURE OF WHAT FOOD | SHOULD ORDER.

Do not order the most expensive or least expensive food. Avoid messy or unfamiliar food and
those with drippy sauces or bones. Above all, do not order alcoholic beverages. But if your host
orders one, ask for mineral water with a twist of lemon or lime. You need to remain as alert as
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possible. Order only the basic salad, main course and beverage or food similar to your host. Do
not change your order or send food back unless there is a major problem, then handle it
discreetly.

WHAT SHOULD | DO IF MY NAPKIN SLIDES OFF MY LAP OR | DROP A PIECE OF FLATWARE?

Once you are seated, the napkin goes on your lap. Should you leave for any reason during the
meal, place it loosely folded on your chair. If you should drop your napkin or a piece of flatware
on the floor, ask for a replacement. Do not wipe the flatware with your napkin.

MANY TIMES, THERE ARE SEVERAL UTENSILS AT A PLACE SETTING. WHERE DO | START?

Remember that your bread plate and water glass are always to your right. When using flatware,
start from the outside and work your way in. For example, first your salad fork, then your dinner
fork. Once you use your knife, never place it back on the table. Place it diagonally to the right of
your plate (unless you are left-handed) or across the top of your plate. Use only your knife and
fork during the course of the meal and cut only one piece of food at a time. Never talk with food
in your mouth. Community foods such as bread and butter, if it is nearest you, offer it first to the
person seated at your left, then pass it to the right after helping yourself. Food is always passed
to your right.

SHOULD | OFFER TO PICK UP THE CHECK?
If the check is placed in front of you while interviewing, ignore it. Your host will ask for it when
ready. Never offer to share payment, especially since you are the invited guest. Women, after
your meal, do not apply make-up at the table or leave lipstick smudges on the glass or coffee
cup. Blot before eating.
Aside from the mechanics of getting food into your
mouth, table manners include things you say.

Joyce Gemplerlein, Manners of Eating

FINAL CHECKLIST

Your appearance is only as good as your grooming. You want your experience and qualifications
to shine. Your appearance should enhance your presentation, while your business etiquette
should highlight your professionalism, not overwhelm it:

* Make sure your hair is clean, neatly trimmed, and well groomed.
Use make-up conservatively.
Women: no runs in stockings
Men: dark socks that cover the calves of your legs.
Shoes polished.
Women should avoid excessive jewelry; men should refrain from wearing earrings.
No missing buttons, crooked ties or lint.
Remember, during lunch, dinner, or social functions with a potential employer, you
are still in the interviewing process so be at your very best behavior.
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A resume is a brief summary of your qualifications, education, and experiences relevant to your job search
objective. The purpose of a resume is to obtain an interview. Employers will spend less than 30 seconds
reviewing your resume; therefore, the information must be conveyed in a clear, well-organized style. To get
started on your resume, make a list of information about yourself—details of your experiences including
pertinent coursework, paid and volunteer work, awards, clubs, research projects and special skills. The
sections of a resume are listed below.

Your Name
Current Address Permanent Address
Telephone number and Telephone number
Cell phone number if applicable if applicable
Email address
Web page address (if pertinent) Sample Objectives
Objective * A position as an editorial assistant.
This section, while not required, is helpful as it tells the employer, at a glance,
the type of position you are seeking. The objective can include the specific e Electrical engineering internship.
position you are seeking, skills you wish to use on the job, field or
organization type by which you wish to be employed, or a combination of all of * To obtain a position in finance.
the above. . e
* A program coordinator position in
. a community organization workin
Education with youth. v org g
This section should include:
* Name of the degree-granting institutions; List most recent first. e Seeking a position in museum
* Degree received and major administration requiring strong
 Graduation date or projected graduation date, or dates of attendance if a writing skills and a background in
degree was not completed art history.
* Overseas academic experience .
e To apply decision and systems
. analysis to strategic planning in
Opt'ona_l: o the t}élecommunicgatigns indgstry.
¢ Any minors, specialization or focus areas
* Courses relevant to the position for which you are applying

* Honors and GPA (if they are a strong selling point). Indicate GPA based on a 4.0 scale.
* Senior research/honors thesis title and brief description
* Freshmen and sophomores can include high school

Experience
This is a summary of experience and/or accomplishments. List most recent experience first. You should include:
* Title of the position
* Name of the organization and location (city and state)
¢ Dates, including month and year
* Descriptions of responsibilities beginning with action verbs (avoid phrases such as “duties included”)
* Believable, verifiable accomplishments
* Paid jobs, internships, volunteer community service, extracurricular projects involving leadership or teamwork, special
academic research or honors projects
* You may choose to divide your experience into two or more sections. Possible section headers might include
Research Experience, Teaching Experience, Leadership Experience, Volunteer Experience or Relevant Experience.

Additional Information
This section could include computer skills, languages, volunteer work, sports, and interests. If one of these areas is
relevant to the job, however, you may choose to put it in the “Experience” section. You may also choose to use more
specific section headers such as:
* Skills
* Activities
¢ Interests
* Honors and Awards
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TIPS FOR CREATING A SUCCESSFUL RESUME

Dos

= Do design your descriptions to focus on your accomplishments, using action verbs to clearly indicate
the skills you've used.

= Do try quantifying results in your descriptions, such as “Created marketing campaign that increased
club membership by 25%.”

= Do keep your resume brief enough to fit on one page (or two pages if your experience is extensive).
Academic CVs are often two pages or longer.

= Do print your resume on good quality bond paper, either white or conservative tones. If printed on
plain computer paper, copy onto good quality bond paper.

= Do accompany your resume with a cover letter in most cases.

= Do have others look over your resume for content and grammar. Career Counselors and Peer
Counselors are available at the CDC to critique your resume during same day appointments.

= Don’t make your margins and font size too small: margins no smaller than one inch and font size no
smaller than 10 point.

= Dontinclude personal pronouns (e.g. I, me, we).

= Dontinclude personal information, physical characteristics, or photographs on your resume. However,
individuals from other countries may include these on their resumes.

= Dontinclude the last line: “References available upon request” (see Sample Reference List).

Other Tips

= |tis more appropriate for freshmen and sophomores to include high school experiences. However,
important high school experiences that have some relevance to your job objective may be appropriate
for upper classmen.

= For International Students it is sometimes a disadvantage to include your non-immigrant visa status or
permanent address (if outside the U.S.) on your resume. Usually your visa status should be discussed
later during the interview. If you have obtained permanent residency or U.S. citizenship, it might be to
your advantage to list the information on your resume.

RESUME FORMATS

There is no single way to format your resume. The format you choose should present your strengths clearly.
See sample formats and layouts on pages 7-11.

Chronological Format

This format is most familiar to employers and most commonly used by Stanford students. This style of resume
presents your experience and education in reverse chronological sequence, starting with the most recent.
Date, job title, organization’s name, location and a description of your activities are listed as part of the
experience section. This format is simple, straightforward, and especially useful for anyone with a history of
directly relevant experience.

Functional/Skills Format

This format focuses on areas of skill and can be effective in conveying your strengths to an employer, although
many employers are not as familiar with this format as with the chronological or combination format. This style
of resume draws attention to accomplishments and highlights your skills by function rather than your work
experience and is more commonly used by people with very little formal work experience or are returning to
the workplace after being away or otherwise involved.

Combination Format

This format is appropriate when you have relevant work experience for each of several skill areas and
combines both the chronological and functional formats. This style allows you to group your experiences or
key selling points together by functional areas (such as Research Experience and Teaching Experience), and
then list those experiences in reverse chronological order within each section. It is also a familiar format to
employers.
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SUBMITTING RESUMES ELECTRONICALLY
Email

Send your resume as an attached file and paste the text into the body of the email. Having your resume in the
body of the email as well as an attachment gives the employer the opportunity to see your resume in the event
they cannot open your attachment or do not take the time. Use a simple format for the resume you put in the
body of the email: left justified, no bold, no italics, no underlines, no tabs. See Sample Electronic Resume on
page 6. Don’t forget to include a cover letter in the body of the email too. If you have your resume in a PDF
file, you can also attach that with your email. The PDF version will allow the employer the opportunity to see
your resume in an attractive format, utilizing bold and underlines.

When emailing resume files, name them so the employer can easily identify them as your resume. Last name,
followed by first name and the word “resume” is most helpful.

Resume Scanning

Companies receiving large quantities of resumes may scan each resume as an image, and then sort the
image into recognizable letters, words, and symbols. These scanned images are entered into a database and
then searched for key words, which indicate skills, education and knowledge areas the employer is seeking.
Left-justify all text and avoid using underlining, italics, bullets, bold, and columns.

Every occupation and career field has its own jargon, acronyms and buzzwords — these are helpful key words
to use. If you are responding to a job listing, use words from the job listing in your resume and cover letter.

CDC RESOURCES
Publications with additional relevant advice available at the CDC web site and Career Resource Center:

Internships and Summer Jobs Resource Packet (includes sample summer resume)
Curriculum Vitae and Cover Letters (for academic job searchers)

PhD Pathways: Exploring Your Career Options

Resumes and Cover Letters for Graduate Level Students

Teaching K-12

Books available in the CDC Resource Center:

e Be Your Own Headhunter Online, Dixon and Tiersten

e Creative Careers: How to Put Together a Winning Resume

e Damn Good Ready to Go Resumes, Parker

e Expert Resumes for Health Care Careers

e Electronic Resumes for the New Job Market, Weddle

e Encyclopedia of Job-Winning Resumes, Fourier and Spin

e From College to Career, Asher

e Heart & Soul Resumes, Cochran and Peerce

e Hook Up, Get Hired! The Internet Job Search Revolution, Kennedy

e Internet Resumes, Weddle

e Resumes, National Business Employment Weekly

e Resumes for Performing Arts Careers

e Resumes that Mean Business, Eyler

e Same-Day Resume: Write an Effective Resume in an Hour

e The Smart Woman’s Guide to Resumes and Job Hunting, King and Sheldon
e The Global Resume and CV Guide, Thompson

e Trashproof Resumes, Princeton Review

e Use the Internet to Land Your Dream Job!, Goodwin, Cohn, and Spivey

* Vault Guide to Resumes, Cover Letters, and Interviewing. 3° Edition, Howard Leifman, et al
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SAMPLE ELECTRONIC RESUME

AUDREY CRENSHAW
P.O. Box 12345
Stanford, CA 94309
650.497.1234
student@stanford.edu

OBJECTIVE
Summer intern position focusing on software development

EDUCATION

Stanford University, Stanford, CA

Bachelor of Science, Computer Science, expected June 200X
Coursework: Java, C, LISP, programming paradigms and
algorithms, databases, and artificial intelligence

COMPUTER SKILLS

C, Java, LISP, Perl, VisualBASIC, Oracle, PL/SQL, ODL/OQL,
XML, SQL/CLI, PSM, UNIX, Linux, HTML Web page design,
Dreamweaver, Fireworks, Flash,

Photoshop, GolLive, lllustrator,

Acrobat, FileMakerPro, Lotus Notes Databases

EXPERIENCE
Career Development Center, Stanford University, Stanford CA
Computer Technician and Programmer, 10/200X-present

Emailing Resumes

e Don'’t forget to include a cover
letter in the body of the email.

e When emailing resume files, name
them so the employer can easily
identify it as your resume. Last
name, followed by first name and
the word “resume” is most helpful.

* Set up and maintain JSP server for connectivity to FileMakerPro databases

* Help design and maintain center web site

Adobe Systems, Adobe Solutions Network, San Jose, CA
Database Intern, 6/200X-9/200X

* Set up and maintained JSP web pages for connectivity to MySQL databases
* Redesigned and maintained related FileMakerPro, Lotus Notes, and Oracle databases with team of two

engineers

City of Orange, Orange, CA
Civil Engineering Intern, Summers 200X-200X
* Assisted with organizing road design plans

HONORS/AWARDS
Bausch and Lomb Achievement Award
National Society of Women Engineers Award

VOLUNTEER EXPERIENCE

Youth Science Center, Teacher’s Aide
Campaign for Congress, Volunteer
Campaign for City Council, Volunteer

ACTIVITIES and INTERESTS
Society of Women Engineers
Illustration, Writing Poetry
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Optical Scanning

e Optical or electronic scanning technology
allows organizations to handle large
amounts of information on incoming job
applicants by scanning resumes for key
words which indicate skills, education and
knowledge areas the employer is seeking.
Your resume is scanned into the computer
as an image. Optical character recognition
(OCR) sorts the image into recognizable
letters, words and symbols.

e L eft-justify all text and avoid using
underlining, italics, bullets, bold, and
columns.




Sample Chronological Resume

(Times — 10pt)

Present Address:
P.O. Box 1234
Stanford, CA 94309
650-555-3212

EDUCATION:

9/0X — present

IRMA JONES
e-mail: irmaj@stanford.edu Permanent Address:
9856 Howe Drive
Hometown, CA 90777
707-555-0000

Stanford University, Stanford, CA

Expected Bachelor of Arts in Sociology, 6/05

Pursuing a minor in English (optional). Coursework includes: economics, statistics, and computer
science. GPA: 3.7/4.0 (GPA optional)

3/0X - 6/0X Stanford-in-Washington, Washington DC
(Might also mention: overseas programs, summer school coursework, and other universities attended)
WORK EXPERIENCE:

9/0X — present

6/0X — 9/0X

1/0X - 6/0X

6/0X —9/0X

6/0X — 9/0X

SKILLS:

Resident Assistant, Casa Zapata, Stanford University, Stanford, CA

Work with a team of four resident assistants in a 90-student, four class dorm. Create, plan, and organize
academic, cultural, and social activities for student residents. Enhance community spirit and guide
residents in assuming responsibility for their personal and communal lives. Position attained through
competitive selection process.

Legal Assistant, Law Offices of Garcia, Hernandez & Harrison, Sacramento, CA

Sorted and cataloged proceedings, correspondence, and information related to race discrimination cases.
Performed document research and conducted initial intake interviews with prospective clients.
Summarized depositions, composed correspondence, answered phones, Gained knowledge of Microsoft
Word and FileMaker Pro.

Studio Operator, Stanford Instructional Television Network, Stanford, CA
Taped classroom instruction, operated camera and audio equipment.

Research Assistant, United States Trade Council, Washington DC
Researched Latin American trading blocs. Analyzed trade patterns and produced summary briefs on
trade developments. Maintained various internal databases.

Community Service Intern, Second Harvest Food Bank, San Jose, CA

Oversaw adult volunteers in procuring over 60,000 pounds of fresh produce from farms in the Central
Valley. Assisted with food distribution to low-income residents. Analyzed participation in volunteer
programs using Excel spreadsheets. Designed and conducted volunteer orientation programs;
contributed articles to organization’s monthly newsletter.

Computer: Experienced with Macintosh/IBM. Software includes MSWord, Excel,
PageMaker, PowerPoint, FileMaker Pro. Avid Internet surfer.

Languages: Fluent in Spanish; working knowledge of French.
Trained in making presentations, conducting research, writing and editing.

ADDITIONAL INFORMATION:

« Other work experience includes: camp counselor, math tutor, retail sales associate, and teachers aide.

e Member, Haas Public Service Center Advisory Board (20XX — 20XX)

« Staff member, Stanford Quad Yearbook (20XX — 20XX)

 Have financed substantial portion of educational expenses through scholarships, loans, and summer/academic

year employment.
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Sample Functional Resume

(Helvetica — 12 pt)

OBJECTIVE:

EDUCATION:

SKILLS:

MARY JAN MARTIN
1444 Walnut Drive
Redwood City, CA 94063
650-555-2222
Cell: 650-555-6789
mjm2 @ stanford.edu

Production Artist in an advertising agency or magazine
publishing environment where excellent design skills can be utilized.

Stanford University, Stanford, CA

B.A. degree in Art, expected 6/200X

Elective coursework in math, computer science, psychology;
GPA 3.6/4.0

Design: Created cover designs for publications including newsletters and
brochures utilizing PageMaker & Quark.

Electronic Media: Designed page layouts in Dreamweaver for several
university academic department web sites. Created virtual post cards
using Shockwave and Flash 4 technology.

Photography. Coursework and self-acquired knowledge in black/white
and color photography. Expert in shooting both indoor/outdoor candids,
groups, nature and sports pictures. Experience in darkroom work, and
dry mounting, and matting.

Additional Computer Skills: Excel, FileMaker Pro, MS Word.

WORK EXPERIENCE:

9/0X — present

6/0X — 9/0X
6/0X — 9/0X

Office Assistant, Slide Collection, Humanities & Sciences, Art
Department, Stanford University

Production Artist, Miller Advertising, Cupertino, CA

Sales Associate, Franklin Frame Shop, Palo Alto, CA

ADDITIONAL INFORMATION:

e Fluent in French, working knowledge of Spanish.
* |Interests include calligraphy and ceramics.

* Volunteer: Created and designed brochures for Boys and Girls
Club, Redwood City, CA
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The cover letter provides you with an opportunity to introduce yourself and state your objective, personalize
your resume, and highlight information that addresses the needs and interests of the employer. Bear in
mind that letters you write not only convey your interest and qualifications, but also give the employer an
opportunity to observe your attentiveness to detail, spelling, grammar, and the overall quality of your written
communication. Flaws in your letters will often be interpreted as flaws in your qualifications.

The best cover letters are short and to the point, generally three paragraphs in length.

Your Name
Address
City, ST  Zip Code
Date
lgl;ame, T't}eo ization N * Resumes are only as good as the
ompany/Organization Name letter accompanying them. So make
Address sure that you spend some time on
City, ST Zip Code your letter and direct it to the
appropriate person.
Opening Paragraph: ety wie ard oy wie
What is your intent in writing this letter? What position are you applying for and ab ou’: your profe .fsi 0{7 alis mg
how did you learn about it? competence, and personality.

Briefly introduce yourself, your major, and the degree anticipated. If you are
aware of a specific opening, refer to it. If you are not aware of a specific position, | e in a job search aimed at business

state your area of interest. This paragraph can also be used to refer to the and professional circles, proper
individual who recommended that you contact the organization, or other factors | procedures and communication
that prompted you to write. If possible, convey why you are interested in the etiquette are important.
organization and anything you know about their product or service. « A cover letter should entice an
employer to want to take action on
Second Paragraph: your resume. It should persuade the

employer to invite you for a job
interview.

What are your qualifications? Why do you want to work for this organization?
What would you enjoy doing for them? Sell yourself and be brief. Whet the
employer’s appetite so that he/she will want to read your resume and schedule
an interview.

Describe highlights from your background that would be of greatest interest to the organization. Focus on skills,
activities, accomplishments, and past experience you can contribute to the organization and its work. If possible,
demonstrate that you know something about the organization and industry/field. Use action verbs that describe
relevant skills and expertise you can contribute. Mention specific knowledge you may have such as computer
applications, foreign languages, lab techniques, writing and editing capabilities. You are attempting to create a match
or “notion of fit” between the employer’s hiring needs and your interests, experience, and skills.

Third Paragraph:

What is your plan of action? Do you want to follow up with a phone call or do you want them to contact you?

Close your letter by stating that you would like to discuss employment opportunities or other information with the
individual and that you will call to follow up on your letter. This demonstrates your initiative and follow-through and will
help you maintain some control of your efforts.

Other points that can be made in the last paragraph:

e Express your willingness to provide additional information

¢ State a specific time when you will follow up by phone or e-mail
e Let them know if and when you are going to visit their area

e Thank the person receiving your letter for their time and interest

Most importantly, remember to address the cover letter to a person. If you do not have a name, call the department or
human resources to find out to whom your letter should be addressed. As a last resort, address your letter to the
personnel manager, hiring manager, or recruiting representative.
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TIPS FOR CREATING AN EFFECTIVE COVER LETTER

e Collect your thoughts. Your ideas may not come out logically or sequentially, but write them down.
Don’t judge and evaluate, simply collect them.

e Spend time on your letter. As the adage goes, “With part-time effort, you get part-time results.”
e Write a draft, let it cool off overnight, and then rewrite if necessary.

e Use a strong close, e.g. “After you have had an opportunity to review this letter, | will call you...”
Avoid weak endings such as “l look forward to your reply” or “Please call me at your earliest
convenience.”

e Limit your letter to one page; a letter is an opportunity to sell, so say something about you, while
also focusing on the needs of the employer. Write the way you talk. It should be well-worded,
concise, and controlled in the use of the pronoun “I”.

e While a general cover letter can be used, best results come from personalizing each letter to fit the
specific circumstances, position, or organization.

e Ask for opinions, advice, and feedback from friends, a counselor, or someone in the profession.
Check spelling and grammar.

e Avoid cluttered desktop publishing. Business letters should look conservative. If you want to be
creative, do so in your choice of words. If should be aesthetically appealing with careful attention to
spacing and format. Use letter-quality printer paper or high quality bond paper. Stick with white,
ivory, or off-white.

e Remember to sign it personally and include your telephone number and e-mail address.

e Don’t use someone else’s letter and if you are using the same letter for several companies,
remember to change the name in the body of your letter.

e Devise a system to keep track of the follow-up steps you will take and the responses you receive.
Most students have found that binders or file folders for organizing the job search and its
correspondence are essential.

e Follow-up, follow-up. People will call you, but you'll improve your odds dramatically if you follow up
your letters with a phone call.

e Don’t mark letters “personal and confidential” unless there is a solid reason why a secretary or an
administrative assistant can’t open them. If your letter is persuasive enough, it will get through.

COVER LETTERS ONLINE

More and more job seekers are asked to send their resumes and cover letters online. These letters are
about half the length of a regular cover letter. It is important to mention in your letter how you found out
about the position, what you are looking for, and what you have to offer. You might also mention a few
key words the organization might want to hear. Most importantly, be succinct. Most experts recommend
that you compose your cover letter off-line first before importing it into an outgoing e-mail message. You
can do this by using your software’s “copy and paste” feature to enter the text into your e-mail or you
can send it as an attachment.
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TYPES OF COVER LETTERS (Used by Stanford students)

Sample #1
This letter accompanies a completed application form or may be used to respond to a specific job listing that
requests a letter and resume, and possibly other documentation.

Sample #2

While not always required, resumes submitted for campus interviews are often accompanied by cover
letters. This letter provides you with an opportunity to demonstrate your knowledge of the organization,
indicates why you are interested in the position, and highlights your background and experience as it applies
to the position.

Sample # 3

Mailing unsolicited letters is another way to tap into the hidden job market. While the “letter campaign” is not
the most effective strategy for every job seeker, unsolicited letters may work well for applicants with unique
expertise in a given area or special technical skills, or for those who wish to work for small organizations in a
specific capacity.

Sample #4

Approach letters request information about an organization or industry. They are generally sent to specific
contacts you may have obtained from a friend, the Stanford Alumni Network, a career fair representative or
faculty member. Depending on your purpose, you may or may not want to send a resume with this type of
letter. Please see the Networking publication available at the Career Development Center for additional
information on Network/Approach Letters.

CDC RESOURCES

Publications with additional relevant advice available at the CDC web site and Career Resource
Center:

Internship and Summer Job Resources

Resumes and Cover Letters for Master’s Level Students
Curriculum Vitae and Cover Letters (for academic job searchers)
Contacting Employers Directly

Teaching K-12

Additional Resources:

e Binder of Sample Resumes and Cover Letters that contains copies of actual cover letters written by
Stanford students and identified by CDC counselors as especially well written.

Books available at the Career Resource Center:

Cover Letters that Knock ’em Dead, Yate

Cover Letters That Will Get You the Job You Want, Wynett

Cover Letter Magic: Trade Secrets of Professional Resume Writers, Bendow and Kursmark
Dynamic Cover Letters for New Graduates, Hansen

Dynamite Cover Letters, Krannich and Krannich

201 Dynamite Job Search Letters, Krannich

201 Killer Cover letters (with CD-Rom ed.), Podesta and Paxton

Finding a Job on the Internet, Glossbrenner and Glossbrenner

From College to Career; Entry Level Resumes for Any Major, Asher

Hook Up, Get Hired, Kennedy

The Everything Cover Letter Book, Graber

Vault Guide to Resumes, Cover Letters and Interviewing, 3° Edition, Leifman, et al
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