	Typical Resume Model


	
Name 

               Permanent Address
               Street
               City, State, Zip Code
               (334) 555-5555
               Email Address

                         Present Address
                         Street
                         City, State, Zip Code
                         (334) 555-5433

Career          State briefly the type position for which you are applying.
Objective      You might include it in the Cover Letter.

Education     Highest Degree Received, Major, Graduation Date
                       University or College, City, State
                       GPA in Major
                       GPA Overall
                              Certificates may appear here
                              Academic Honors and Awards may appear here
                              Related Course Work should be included here

Experience   List most recent employment first
                       Position Title, dates of employment
                       Company or Organization Name
                       City, State
                             Describe responsibilites, skills, accomplishments
                             Use only past tense action verbs
                             Previous titles to show promotion within company
                       Include full-time and part-time work
                       Volunteer Work, Co-op Experience, Internships,
                       Graduate Assistantships

Affiliations   State position or office held, organization, and
                       give a brief description

Skills            Mention foreign languages, computer skills, or other
                       career related abilities 

References are available on request.
(period at end) 



Format for a Cover Letter 


	Your Present Address
City, State, Zip Code

Date of Writing

Mr. John Doe
Title
Organization or Company Name
Street Address
City, State, Zip Code

Dear Mr. Doe:

1st  - Explain why you are writing.  Name the position for which you are 
applying and indicate how you heard of the opening organization.

2nd  - Mention one or two qualifications of greatest interest to the employer.  Explain your interest in the organization, location, or type of work.  List 
related experience, educational background, or specialized training that 
enhances your employability.

3rd  - Refer the reader to the attached resume.  Avoid repeating information 
the reader will find in the resume.  Make a positive statement about your 
skills and abilities.  If applicable, indicate willingness to relocate or where 
to obtain transcripts, credentials, or references.

4th  - Close the letter by requesting an interview.  Provide an approximate 
time period that you will contact the company to discuss further the 
employment opportunity.
Sincerely,
Hand Written Signature,
Type your name 


	Interviewing Essentials


	  Interviewing Essentials


	
            The most crucial part of the job search process is the formal interview.  The secret of good interviewing is preparation and skilled communication.  You do not get a second chance in an interview.  From the moment you greet the interviewer until your departure, the impressions you create are irreversible.  Making a formal, personal presentation of your knowledge, skills and abilities requires research and practice.  Prepare as you would for a class presentation or public speech.

A skilled interviewer evaluates your subjective qualities that may not be apparent in the resume.  These include how you behave, what motivates you, personality, strengths and weaknesses, leadership potential, ambition, communication skills, knowledge of business etiquette, professionalism, and your career plans.  The interview tests your preparation and ability to communicate these variables.

Savvy candidates realize that achieving peak performance in interviews requires planning and practice.  Well-prepared applicants exhibit higher confidence levels and are more spontaneous in their responses than the poorly prepared.  Good preparation demonstrates an interest and enthusiasm for the present opportunity.


Image management is as much a factor in interviews as any other variable.  Candidates who exhibit professionalism send a positive signal to employers.  Those who fail to project a polished, conservative appearance negate all other favorable aspects of their candidacy. 

            Detailed recommendations for appropriate attire for individuals in the job search are available in this guide.  Consult Career Services staff members if you have specific questions or concerns regarding how you will master the “look of success” in your approach to employers.  
	Researching Organizations
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The more information you have about a prospective employer, the better your impression in the interview.  Knowledge of the organization’s services, products, trends, and employment requirements is vital to interviewing preparation. 

 General Knowledge:
·  Name of organization 

· Age of organization 

· Services or products 

· Growth history and future expansion projections 

· Current size within industry 

· Major competitors 

· Location and number of offices, stores, plants, satellites 

· Parent organization and subsidiaries 

· Job Position description 

· Geographical location of the position 

· Recent related news items and trends 

· Salary range 

             Candidates should not initiate questions about salary unless the employer first introduces this topic.  This will usually occur in the second interview that is often a site visit.  Obtain salary information for new graduates entering most career fields in the National Association of Colleges and Employers Salary Survey available in Career Services.

 


 

 

	Successful Interviewing 


	DO


	· Research the organization before the interview 

· Examine the employer’s reputation 

· Think of your potential service to the employer 

· Be prompt, neat, and courteous 

· Follow procedures 

· Act naturally 

· Ask relevant questions 

· Listen to the other person 

· Allow the employer time to speak 

· Evaluate objectively 

· Make yourself understood 

· Present informative credentials 

· Carry out promises 
	DO NOT
· Arrive late for an interview 

· Come unprepared or frazzled 

· Freeze or become tense 

· Present an extreme appearance 

· Wear heavy fragrance 

· Become impatient 

· Become emotional 

· Talk too much or too little 

· Oversell yourself 

· Extend the interview unnecessarily 

· Make elaborate promises 

· Try to be funny 

· Unduly emphasize starting salary 

· Forget to thank employer for their time
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Women
Dressing for the Interview

· Suit or tailored dress in navy or dark gray; no extreme slits 

· Nails subtle, clean and medium to short 

· Makeup should be minimal 

· Avoid lace and low-cut blouses 

· Choose between a briefcase or handbag 

· Simple and basic jewelry, one ring 

· Always wear hosiery and match to shoes and skirt for continuity 

· No Perfume 

· High-quality pen 
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Men
Dressing for the Interview

· Navy, dark gray, or pinstripe suit 

· Polished shoes with leather soles, no scuffed heels 

· Black or navy knee-high socks  

· Clean nails 

· Fresh haircut 

· Conservative tie 

· Solid white shirt 

· Avoid flashy cuff links, rings or neck chains,  no earrings 

· One ring 

· No cologne 

· Briefcase or portfolio and high-quality pen 


	Interview Questions


	Questions asked by employers


	1. What are your long-range career goals, when and why did you establish these goals, and how are you preparing to achieve them?

2. What are the most important rewards you expect in your career?

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

4. How would you describe yourself?

5. How would a colleague describe you?

6. How has your college experience prepared you for a career?

7. Why should I hire you?

8. What qualifications do you have that make you think you will be successful?

9. In what ways do you think you can make a contribution to our organization?

10. Describe the relationship that should exist between a supervisor and subordinates.

11. What two or three accomplishments have given you the most satisfaction?

12. What led you to choose your major field of study?

13. What have you learned from participation in extra-curricular activities?

14. In what kind of work environment are you most comfortable?

15. Describe your part-time or summer jobs and explain what you learned from them.

16. How would you describe the ideal job for you following graduation?

17. What do you know about our organization?

18. What two or three things are most important to you in your job?

19. What criteria are you using to evaluate prospective employers?

20. Do you have a geographical preference? and Why?

21. Will you relocate?

22. Describe a major problem you encountered and how you dealt with it.
	Questions you may want to ask
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1. Identify typical career paths based on past records.

2. Please explain the evaluation and promotion process.

3. What is the retention rate of people in the position for which I am interviewing?

4. Describe the typical first year assignments. 

5. Tell me about your initial and future training programs.

6. What are the challenging facets of the job?

7. What are the organization’s plans for the future?

8. What industry trends will occur in the company?

9. What makes your firm different from its competitors?

10. What are the organization’s strengths and weaknesses?

11. How would you describe your organization’s personality and management style?

12. What are your expectations for new hires?

13. Describe the position in the overall structure of the department.

14. What characteristics does a successful person have at your organization? 


