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If you are looking for a career in the highest of the high tech industries,
Jjoin the company that takes you there - Lam Research

Lam Research has new college graduate
programs that allow students to continue
their career development and build on their
educational accomplishments.

We continue to grow our market share in
the semiconductor equipment industry and
are hiring for the following disciplines:

¢ Chemistry

¢ Engineering
(Chemical, Electrical, Mechanical,
Plasma Physics, Process, Product, RF)

= Materials Science

* Physics

= Research and Development
= Software Development

= Supply Chain

Lam Research looks for new college graduates, individuals with | a m"-’"'
MBAs, advanced degrees, and post doctorates

RESEARCH
Apply today online at www.lamresearch.com/careers www.lamresearch.com

Scholarships for ;
Biomedical Sciences Programs

Scholarships
include

full tuition,
required fees
Scholarships can be 1, 2 or 3 years. Finish your degree first, then serve. and manl'hly
stipend.

Now offering scholarships for BSC programs including:

* Clinical Psychology * Social Worker * Optometry
* Pharmacy * Physician Assistant * Public Health

To find out more about our scholarships,
contact a local Health Professions representative.

/’ 1-800-588-5260
-""/ AIRFORCE.COM/HEALTHCARE
| ©2011 Paid for by the U.S.Air Force. All rights reserved.
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Caltech Career Developmen'l'
Center Services

The Career Development Center’s goal is to help you to develop and implement an effective career
plan. We have information on jobs, internships, and graduate programs, as well as general advice and
information to assist you. Some of our services include:

Career Advice

Career counselors can meet with you one-on-one to discuss
your plans and help you find a focus. They also introduce
you to a wealth of resources in the Center, at Caltech, on-line,
and off-campus. If they can’t answer your question or meet
your need, they will connect you with someone who can.
The Caltech Alumni Association will put you in touch with
Caltech alumni who are happy to help you connect with
people and resources relevant to your personal and career
aspirations.

Assessment Testing

Are you uncertain about what option to pursue? Have you
already chosen an option but aren’t sure where it can take you?
Career counselors are trained to administer a variety of career
tests that can help you pinpoint careers that suit your interests,
values, and personality type. Consult with one of our coun-
selors for more information.

Career Fairs

Do you want to meet lots of employers all at once? The
Career Development Center hosts career fairs with 100 hiring
organizations each year in the fall and winter.

Employer Information Sessions

The Career Development Center sponsors sessions at which
students can meet company recruiters and learn what they
have to offer. Frequently these representatives are alumni, and
can relate how their experiences at Caltech translated into their
current career.

Workshops

The CDC offers workshops on topics such as job search strat-
egies, resume writing, interviewing, graduate and professional
school applications, and career-specific panel discussions.

Resume and Cover Letter Critiques

Are you wondering whether you've prepared your resume
correctly, or have you put off preparing one at all? An appoint-
ment with a career counselor can help you learn the basics,
from what information to include to what typeface to use.

Job and Internship Listings

You don’t have to confine your job search to newspaper clas-
sified ads and online search engines. The Career Center keeps
updated lists of full- and part-time jobs, and internships online.
Register for a Caltech NACElink account and frequently login
to view these opportunities.

Recruiting

Recruiters from over 100 business organizations, labs,
and government departments often spend a day on campus
interviewing students for full-time employment or summer
internships. Check your Caltech NACElink account to see who
will be visiting campus during the coming academic year.

Website and Library

The Career Development Center website (www.career.caltech.
edu) and library provide information about career explora-
tion, emerging occupations, salaries, graduate and professional
schools, resumes writing, interviewing, company profiles, and a
variety of current full-time and summer opportunities.

Services are available to currently enrolled undergraduates,
graduate students, and recent alumni.

Center for Student Services Building, Room 359
(626) 395-6361.
career@caltech.edu

http:/ /www.career.caltech.edu
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How to Register With the
Caltech Career Developmen'l' Center

Currently enrolled students, alumni, and Caltech postdocs are encouraged to register with the Career
Development Center’s NACElink system. Registrants will gain access to the schedule of on-campus inter-
views, company information sessions, summer internships, and other employment opportunities.

With your NACElink account, you can:

sign up for on-campus interviews

upload resumes, cover letters, and unofficial transcripts
access company contact information

view the calendar of upcoming company information
sessions

® receive reminders about on-campus interviews and other
recruiting activities

How to Register

1. Go to the Career Development Center website: www.
career.caltech.edu

2. Click on “Students’ Login”

3. Click on “Register”

4. Complete the profile section (A Caltech UID is required
and will be verified.)

5. Upload resumes and other documents (Resumes are
required in order to sign up for on-campus interviews.)

On'Campus Interviews, Cancellations, No Show Policy, and Dressing for Interviews

To Sign Up for Interviews

1. Go to the Career Development Center website: www.
career.caltech.edu

2. Click on “Students’ Login”

3. Enter your username and password. (Ensure that your
profile is up to date. Your privacy settings should
also indicate that you wish to wish to receive email
notifications.)

4. Click on “Jobs and Internships” from the main menu, and
select “Jobs for Caltech Students and Alumni” from the
drop-down menu.

5. Inthe “Show Me” field, select “All Jobs & Interviews”
from the drop-down menu. Click the “Search” button to
view the results. For each listing, note the “Status” and
“Type” column to see if you qualify for the position, and if
the company is interviewing on campus.

6. Click on thejob title to view details about the position.
Under the Application Status window, you may select
and upload a resume and other documents to submit to
the company.

Sign up for an interview with a company only if you are
genuinely interested and available to interview during the
scheduled time. Please read the job description carefully to
ensure that you are qualified to apply for the position.

Cancellation and No Show Policy

Failure to appear for scheduled interviews prevents other
students from using your time slot and wastes the recruiter’s
time. Such behavior reflects poorly on your professionalism
and could jeopardize Caltech’s relationship with the employer
and ultimately cause employers to suspend recruiting at
Caltech. Therefore, it is important that when you sign up for an
interview you follow through on it. If you cannot make your
scheduled interview, please be sure you take the appropriate
steps. Those who fail to cancel, as noted below, will have
their recruiting privileges suspended.

q California Institute of Technology

Canceling Interviews

INTERVIEW TIMES MAY BE CHANGED OR CANCELLED
UP TO 48 BUSINESS HOURS BEFORE THE SCHEDULED
INTERVIEW. Cancellations within 48 business hours for
reasons other than illness or an emergency are not acceptable
and will jeopardize your recruiting privileges, as noted in the
following “No Show” policy. If you must change or cancel an
interview more than 48 business hours before the interview,
you must do so directly by contacting the Caltech Career
Development Center at (626) 395-6361.

No Show Policy

If you miss an interview for any unexplained reason, or
cancel an interview within 48 business hours of your appoint-
ment, you will be required to write a letter of apology to the
recruiter explaining your reason for missing the interview.
This must be submitted to the Caltech Career Development
Center (career@caltech.edu), within two business days after
the missed interview, which in turn will be forwarded to the
recruiter on your behalf. Failure to do so will result in a suspen-
sion of your interviewing privileges.

If you incur a second unexplained “no show”, your
recruiting privileges will be suspended immediately. You will
be required to submit a letter of apology to the recruiter and
justify missing the interview to the satisfaction of the Caltech
Career Development Center, before your privileges will be
reinstated. A third “no show” will result in termination of your
interviewing privileges for the rest of your tenure at Caltech
and will not be eligible for reinstatement.

Dressing for Interviews

You represent both yourself and Caltech when participating
in on-campus interviews and are expected to dress appropri-
ately. See the section in this Guide for specific information.
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ACADEMICS

Success Checklist

CAREER

PERSONAL

SOCIAL

Q Choose electives
O Focus on option courses

A Attend seminars and
lectures related to your
option

a
a

Q

Attend Career Fairs
Meet with a career
counselor

Research industries,
organizations, and

Q Find contacts: professors,
alumni, grad students,
or staff members

A Network with alumni

4 Go to Caltech Alumni

Explore Caltech Explore Career Issues Pursue Self-Knowledge Initiate Relationships
Q Review the course Q Visit the Career U Discover your person- Q Participate in your house
e catalog Development Center ality style (CDC) activities
9 | O Seeanacademic advisor (CDC) and register with Q Identify your personal 4 Join student clubs
o_ NACElink values (CDC) ici i
X O Getto know your ) U Participate in profes-
h." professors 3 Attend Career Fairs O Consider individual sional or business club
<€ | Q Establish a study group 0 Plan summer counseling (Counseling Q Develop your hobbies
3 internship or SURF Center)
g Q Explore Pasadena
W 3 Develop support Q Play, exercise, get
network involved in athletics
Clarify Academics Refine Career Goals Expand Your Network Connect
\Z* 0 Maintain a good GPA QO Research careersinyour | O Connect with an alum in O Seek opportunities to
‘C | O Selectan option option your option develop leadership and
8 Q See an academic advisor | 9 Setshort-term career Q Starta personal reflec- management skills
; and develop course plan goals tions journal Q Attend cultural events
g Q Consider a study-abroad | 9 Meet with a career coun- | QO Volunteer at a non-profit DNEWTE and in the
o program selor (CDC) organization community
§ Q Develop relationships 0 Plan summer internship Q Explore interpersonal a Participa}te in Cgltech
i Wlth key professors or SURF relationships and Alternatlve Sprmg Break
o communication skills
0
Specialization Gain Experience Personal Openness Exercise New Skills

0 Campaign for student
office

U Initiate activities within
house and among houses

4 Attend cultural events

H]
a

Conductjob search
Attend Career Fairs

Q Make sure your Facebook
and phone message are
professional

O Serve as aleader

Q
0
<
Q
L
9
S . = .
W) | 9Q Meetwith your academic positions related to your Association events on campus and in
0 advisor career goal community
8 O Geta degree progress O Make a site visit to an 4 Become a tutor in the
e check organization within your community
£lo Prepare for grad school option field Q Attend etiquette/
T if desired by research Q Attend CDC workshops manners workshop
% institutions and take and events 4 Volunteer at the
© standardized tests U Plan summer internship Caltech Y or other service
% or SURF organizations
Q0 Connect academics with
career plan
Long-Term Decisions First Career Choice Narrow-in Pro-actively Develop Leadership
¥ | Q Sendout grad school O Meet with a career U Review strategy for 4 Take initiative in Caltech
§ applications counselor interviews house activities
O || O Develop independent 0 Conductinformational O Budget for interview Q Participate in profes-
\.) research project with interviews clothes sional organizations
L professor 0 Develop budget for first Q Visit grad schools Q4 Join the Alumni
g job Association
Q
(72}
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Getting Ready to Graduate . ..

Enacting a career plan involves a great deal of preparation including self-exploration, the gathering of
resources, and careful consideration. It can often be helpful to brainstorm notes that will assist in the career
planning process. Write down some answers to the following questions to use in your career planning
process, and bring them with you to meet with your career counselor.

Personal/Career Awareness

¢ Transferable skills are strengths that you have developed through different environments, which could be useful in a new envi-
ronment. What are some transferable skills that you have developed in various contexts?

* What words would you list to best describe your personality? If you were to ask friends or family members to describe your
personality, what words would they use?

e What are some traits or experiences that make you stand out from your peers?

e What hobbies or interests do you have outside of your field of study?

¢ How do you prefer to communicate with co-workers or colleagues?

¢ What style of management or supervision do you prefer?

¢ Areyou interested in taking a personality and/or strengths assessment through the Career Development Center? U Yes U No

Career Exploration

e What types of job functions are most important to you?

e What types of student/professional organizations exist within your chosen career field?

e What companies and organizations would you be most interested in researching?

e What graduate programs would you be most interested in researching?

e What roadblocks or obstacles do you anticipate encountering in your chosen career field?

e What concerns do you have about pursuing your chosen career?

6 California Institute of Technology



Skill Development

* What have you done or are you currently doing to gain skills or experience in your career area?

e What opportunities have you had to take on leadership roles within and outside of Caltech?

® Areyouinterested in working with the Career Development Center to locate opportunities to build your skills and experiences
outside of the classroom? O Yes O No

Job Search Strategies

¢ Whatjob hunting methods have been most effective for you in the past?

e What types of job hunting methods would you most like to practice in the future?

* Who are some key networking contacts who might be able to assist you in finding a job?

e What past or current skills and experiences will make you most marketable to employers?

* When was your resume last updated to reflect specific and marketable skills and abilities?

e Who do you intend to use as references, or to write letters of recommendation?

¢ What aspects of interviews or interview questions have been the most difficult for you in the past?

¢ Would you like to schedule a mock interview with the Career Development Center? Q Yes 1 No

Transition

* Whatsalary range are you hoping to achieve post-graduation?

¢ Whatis the average salary range for individuals at your skill /experience level in your chosen career field?

e If your initial career plan didn’t work out, what other career fields might you consider?

http://www.career.caltech.edu 7
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Resume Format & Content

DIVYA PATEL

123 Chameau Way, Pasadena, CA 91125, (626) 395-#### dpatel@caltech.edu

OBJECTIVE:
Briefly and succinctly state the type of job and the industry your prefer. If uncertain, leave out
objective and put it in your cover letter for each specific application you make.

EDUCATION:
California Institute of Technology June 20XX
BA/BS, Major Field of Study
GPA: (list if 3.0 or above)

 Include amplifying remarks that may strengthen your competitiveness.
« Youmay mention courses, independent studies, significant work commitments, scholarships, etc.

SKILLS:
» Preface your skills title with an industry-specific title such as “TECHNICAL SKILLS”.
« Summarize any industry-related experience, technical, language, communication, or transferable
skills that you possess.

EXPERIENCE:
« Summarize any industry-related experience, technical, language, communication, or transferable
skills that you possess.

Position Title (Most recent first) FIRM/AGENCY, City, State dates
« Accomplishment bullets. Start each bullet with a skill word that employers are interested in

« Avoid simply listing duties and tasks—describe how you made a difference—state results

« Tryto generate three or more bullets for each position in this section

LEADERSHIP EXPERIENCE:
» Ifyou have any leadership experience whether elected, appointed, or simply assumed describe it as
ifit were ajob.
« Employers come to Caltech to recruit the future leaders of their company. Give yourself an
appropriate title and follow the format suggested above.

Position Title (Most recent first) CLUB/AGENCY, City, State dates
» Accomplishment bullets. Start each bullet with a skill word that employers are interested in

» Avoid simply listing duties and tasks—describe how you made a difference

» Tryto generate three or more bullets for each position in this section

RELATED EXPERIENCE:
« Ifyou have space and have substantive accomplishment bullets, you may list as indicated above.
« Ifyoulack space or accomplishment bullets, you may simply want to list the position title, firm or
agency and dates. Often people list “Additional positions have included: . ,ete.”

PERSONAL: Activities and Honors:
 List any academic or other honors that you have earned, community activities, organizational
activities that were not substantive enough to be listed under “Leadership Experience”.
« List hobbies, interests, athletics, music, etc. that you engage in, especially if you compete or have
achieved a recognition. This shows you are a well-rounded person with many interests.

California Institute of Technology




Sample Resume

Davip K. OHANIAN
3579 Millikan Ave, Pasadena, CA 91125  Cell: (626) 555-xxxx * david.k.ohanian@caltech.edu

EDUCATION

California Institute of Technology
e Master of Science, Electrical Engineering (4.0 GPA) Sep.2009 —Mar. 2011
e Bachelor of Science, Electrical and Computer Engineering Sep. 2005 — Jun. 2009

TECHNICAL WORK AND INTERNSHIP EXPERIENCE
Axiom Microdevices, Inc., Irvine, CA: IC Design Engineer May 2008 —May 2010
¢ Conceptualized and led 15 design engineers in generating a comprehensive design manual for the engineering team to stan-
dardize and coordinate design operations and to train new hires in the company of standard design practices.
e Led the design, testing and debugging initiatives of two critical circuit blocks of AX610 and AX901 chip prototypes.
¢ Generated a standard verification procedure to speed up the testing and verification of company products performance.
e Administered a wiki page to facilitate knowledge documentation and management in the company.

Jet Propulsion Laboratory, Pasadena, CA: Staff Engineer Jan. 2008 — May 2008
¢ Managed the design initiative for a radar circuit on board the Mars Science Laboratory rover mission.

LEADERSHIPAND BUSINESS EXPERIENCE
ArmEngine: Founder and Executive Committee chair Oct. 2005 — Current
* Founded, drafted the constitution and led ArmEngine, a 180 member strong professional organization, promoting entrepre-
neurship and technical idea exchange among Armenian engineers.
* Led ArmEngine in organizing periodic lectures, presentations and seminars on entrepreneurship and startup ideas.
e Guided ArmEngine towards strategic synergy and coalition building initiatives with other professional organizations.

Journal Fire, Pasadena, CA: Business Consultant Jul. 2010 — Current
e Developed growth strategies for JournalFire, an online social networking startup to launch its business.
e Prepared a strategic planning procedure for defining specific, measureable, achievable and timely goals of the company.

Strategic Planning Committee, Armenian Cultural Foundation: Committee Chair Jan.2010 — Current
e Promoted the concept, initiated and led a team of four to overhaul the strategic planning process of the organization.
¢ Initiated and managed internal and environmental data gathering processes such as surveys and focus groups.
e Conducted SWOT and PEST analyses of the organization to facilitate strategic planning process.
e Generated a vision and mission statement along with a pragmatic roadmap for strategic planning.
e Improved the internal communications among the members by establishing online forums.
e Started an ongoing initiative for scenario thinking and planning for the organization to deal with future uncertainties.
e Planned an ongoing initiative to define performance indicators for internal operations.

Horizon TV: Show Host May 2006 — Aug. 2006
e Negotiated the concept, initiated the programming and hosted Intersection, a weekly TV talk show focused on cultural and
social topics, aired on Horizon TV channel 55, Charter Networks of Northern America.

Programming, Languages, Analysis Tools:
e C,C++,Java,Intel Assembly, Matlab, Mathematica, HSPICE, Ocean

Programming Projects:
e Designed, implemented and tested a TCP/IP, UDP server and client in C.
e Managed a team of four software developers to design, build and maintain a search engine and database for news related to
Armenia and achieved more efficient search capabilities for end-users.

TEACHING: Teaching assistant in Caltech and Pasadena City College (2002-2007) and Arpa Learning Center (1997-2000).

LANGUAGES: Fluent in speaking, reading and writing in English, Armenian and Persian.

http://www.career.caltech.edu
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Sample Resume

MATTHEW W. CHIANG
1200 E. California Blvd., MC 123-45, Pasadena, California 91125
matthew.w.chiang @caltech.edu (626)395-xxxx

Education

California Institute of Technology (Caltech), U.S.A. Expected Jan 2011
Master of Science — Electrical Engineering

GPA4.3

University College London (University of London), U.K. June 2007

BEng — Electronic and Electrical Engineering
First Class Honours (Dean’s List), GPA 3.79

Work Experience

CSOP Asset Management Ltd. Hong Kong July 2009 — Aug 2009
Summer Analyst

Conducted research to support portfolio management and assisted in creating sales materials

Compiled reports on analysis of revenue growth for securities in HKSE, NYSE, Nasdaq, Shanghai SE and
Shenzhen SE

Conducted research on China Sector ETFs / Style ETFs and presented on how constituents are chosen and listed
Contributed in identifying potential imminent plunge in Chinese Equity market at the beginning of Aug 2009
(stock market declined more than 20% thereafter in August)

Excel Technology International Holding Ltd. Hong Kong July 2009
Summer Intern

The company provides IT solutions to major banks and financial institutions

Improved marketing materials (PowerPoint presentations and booklets)

Created internal training material on loan related calculation used in Loan Management System

Assisted in user interface design and converting Loan Management System from VB based to web based (JSP,
Ajax)

Ningbo Naite Magnesium Tech Co.Ltd. China Sept 2007 — April 2009
Assistant Sales and Production Manager

The company manufactures magnesium alloy products, located in Ningbo, China

Assisted in reorganizing manufacturing process and internal management structure

Designed the online management system

Established partnerships with several Canadian companies to expand the market in North America

Leadership and Other Activities

Chairman (Operation and Finance) of the Organizing Committee for the inaugural Asian-Pacific American
Business Summit in Beijing July 2008

Quarterfinalist of NYU Stern’s Entrepreneurs Challenge — Social Competition

Co-founder of Invuture, a student organization that promotes entrepreneurship in China, the team organized
first GSVC China Business Competition

Caltech Graduate Student Council Board Member, Electrical Engineering Director at Large

Vice President of ABACUS (the inter-college society for Chinese students)

Captain of ABACUS basketball team

Student Representative for Electrical Engineering students Class 2007 at UCL

Member of the Institution of Engineering and Technology (The IET)

Computer Skills  Excel at Matlab, PHP, SQL, CSS/HTML, Flash/Action Script, MS Excel, PowerPoint

Knowledge of C++,JAVA, Bloomberg Terminal, Adobe Photoshop

Language Skills  Fluent in English and Chinese

10
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Sample Resume

REBECcA G.ABRAHAM
Caltech, MSC 112, Pasadena, CA91126  Phone: (626) 395-xxxx Email: rgabraham@caltech.edu

EDUCATION

California Institute of Technology, Pasadena, CA June 2011

B.S.in Applied and Computational Mathematics

Cumulative GPA: 3.5 GPA In-Major: 3.7

Quantitative Work:  Differential Equations Probability and Statistics Fundamentals of Complex
Linear Algebra Discrete Mathematics Analysis
Introduction to Finance Options Partial Differential Equations
Credit Risk Derivatives* Econometrics Waves and Quantum Mechanics
Mathematical Finance* Statistical Mechanics Nonlinear Differential

Stochastic Processed and Equations
Modeling

WORK EXPERIENCE

Western Asset Management Company, Pasadena, CA Summer 2010

Analyst Intern

*  Worked with the Structured Products Group in improving a model used to analyze Loss Severity on certain
deals

*  Worked on a Rent vs. Buy model used to analyze when bottoming out of home prices will occur
e Shadowed Analysts in the group in various day-to-day activities

Caltech, Seinfeld Lab, Pasadena, CA Summer 2009
Summer Undergraduate Research Fellow (SURF)
* Studied Secondary Organic Aerosol Formation from Low Molecular Weight Organic Compounds
e ADepartment of Energy (DOE) funded project to investigate and quantify the conditions that cause natural
aerosol formation, and how they may affect climate

Caltech, Haile Lab, Pasadena, CA Summer 2008
Summer Research Assistant
e Worked on developing 101-oriented Thin Lanthanum Nickelate Ferroelectric Films to be coated on Silicon
Electrodes
* Studied the effects of various parameters such as Reaction Mixture Composition, Coating Time and Rotational
Speed, Furnace Temperature and Duration of Calcination, on the structural stability and conductivity of the
Lanthanum Nickelate coated silicon electrodes

Caltech, Research Science Institute, Murray Group, Pasadena, CA Summer 2007
Summer Research Assistant
* Selected as one of 35 international and 70 American students by the Center for Excellence in Education (CEE),
Vienna, to attend a six week research program at either MIT or Caltech
*  Worked on the obstacle detection capabilities of the autonomous vehicle, Bob, for the 2007 Grand Challenge
funded by the Defense Advanced Research Projects Agency (DARPA)

ACTIVITIES AND COMMUNITY SERVICE
*  Member of the Caltech Y Executive Committee since January 2008, and participated in various Leadership,
Awareness and Community Service Activities organized by it, both on and off campus
* Business Manager for the Caltech Student Newspaper and member of a faculty led Financial Aid Committee,
elected Social Chairman of Fleming House 2008-2009

ADDITIONAL SKILLS
¢ Proficient with Microsoft Word, Excel, PowerPoint, Visual Basic
e Familiar with Mathematica, MATLAB and STATA
* Proficient in written and spoken Hindi, and basic knowledge of French

http://www.career.caltech.edu
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Power Verbs for Your Resume

accelerated
accommodated
accomplished
achieved
acquired
acted
activated
adapted
added
addressed
adjusted
administered
admitted
advanced
advised
aided
alleviated
allocated
allowed
altered
ameliorated
amended
analyzed
appointed
apportioned
appraised
apprised
approved
approximated
arbitrated
arranged
ascertained
assembled
assessed
assigned
assisted
attained
attested
audited
augmented
authored
authorized

balanced
bolstered
boosted
brainstormed
budgeted
built

calculated
catalogued
centralized
certified
chaired
charted
clarified
classified
coached
collaborated
collected
commissioned
committed
communicated

’2 California Institute of Technology

compared
compiled
composed
computed
conceptualized
concluded
confirmed
consented
consolidated
constructed
contracted
contributed
converted
convinced
cooperated
coordinated
correlated
corresponded
counseled
created
critiqued
customized

debugged
deciphered
dedicated
delegated
deliberated
demonstrated
designated
designed
determined
devaluated
developed
devised
diagnosed
directed
disbursed
dispatched
displayed
drafted

eased
eclipsed
edited
educated
elevated
elicited
employed
empowered
enabled
encouraged
endorsed
engineered
enhanced
enlarged
enlisted
enriched
enumerated
envisioned
established
estimated
evaluated
examined

excelled
executed
exercised
expanded
expedited
explained
extended
extracted

fabricated
facilitated
familiarized
fashioned
figured
finalized
forecasted
formulated
fostered
founded
fulfilled

generated
grew
guaranteed
guided

hired

identified
illustrated
implemented
improved
improvised
increased
indexed
indicated
inferred
influenced
informed
initiated
innovated
inspected
inspired
instituted
instructed
integrated
interceded
interpreted
interviewed
introduced
invented
investigated
involved
issued

judged
justified

launched
lectured
led
licensed
lightened
linked

maintained
marketed
measured
mediated
minimized
mobilized
modeled
moderated
modernized
modified
monitored
motivated
multiplied

negotiated

officiated
operated
orchestrated
organized
originated
overhauled

performed
persuaded
pioneered
planned
polished
prepared
prescribed
prioritized
processed
procured
produced
programmed
projected
promoted
publicized
purchased

queried
questioned

raised

rated

realized
recommended
reconciled
recorded
recruited
rectified

reduced (losses)

refined
referred
reformed
regarded
regulated
rehabilitated
reinforced
rejuvenated
related
relieved
remedied
remodeled

repaired
reported
represented
researched
reserved
resolved (problems)
restored
retrieved
revamped
reviewed
revised
revitalized
revived

sanctioned
satisfied
scheduled
screened
scrutinized
secured
served

set goals
settled
shaped
smoothed
solicited
solved
sought
spearheaded
specified
spoke
stimulated
streamlined
strengthened
studied
submitted
substantiated
suggested
summarized
supervised
supplemented
surveyed
sustained
synthesized
systematized

tabulated
tailored
traced
trained
transacted
transformed
translated
transmitted

updated
upgraded

validated
valued
verified
visualized

wrote

Adapted with permission from the Career Resource Manual of the University of California, Davis.



Cover Letters

Calvin Techer
California Institute of Technology MSC 555 (626) 395-6361
Pasadena, CA 91125 caltecher@caltech.edu

November 11,20XX

Dr. Fine Mann
Project Manager
OhmR. Simson Inc.
10 Upping Street
Pasadena, CA 91125

Dear Dr. Mann,

(Never use “To Whom it May Concern” or “Dear Sir” or “Dear Madam” —always get a name of an actual person).
If you simply cannot get a name (for instance, you are applying to a newspaper ad), then salutations such as “selec-
tion committee” will be the next best thing.

In your opening paragraph, state how you learned about the position and give a brief introduction of yourself and
your background. Explain your interests that match the job description, and/or organization. Why do you want to
work there? Don’t mention your degree, graduation date or anything obvious that is already in your resume. They
will see that in your resume. The cover letter lets you expand upon your motivation,

passion and career goals that may not be apparent in your resume.

In your second paragraph (and third, if necessary) you should illustrate how your experiences (in school,

work, and extracurricular activities) align with the job description. Be sure to reference specific skills and
terminology that were stated in the job description. Your task is to make it easy for the employer to see a match
between you and the job. Mention how your knowledge, skills and activities have prepared you for this kind of
work and organization. Try to specifically align yourself with specifics of the organization and job. That will
demonstrate that you have done your homework to know the organization and have carefully considered it for your
next career move.

In the closing paragraph express your appreciation to the reader and reinforce your eagerness to explore employ-
ment with them. Reiterate your contact information (even though you may have it as a header) and let them know
you look forward to talking with them. Be proactive and give a date that you will contact them if you have not heard
from them first (and BE SURE you contact them on that date).

Sincerely,

Cal Techer

http://www.career.caltech.edu
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Interview Thank-You Letters

Calvin Techer
California Institute of Technology MSC 555 (626) 395-6361
Pasadena, CA 91125 caltecher@caltech.edu

December 12,20XX

Dr. Fine Mann
Project Manager
OhmR. Simson Inc.
10 Upping Street
Pasadena, CA 91125

Dear Dr. Mann,

In the first paragraph explain that you enjoyed meeting with them (and others in their organization if

appropriate). Remind the interviewer of the position that you interviewed for, the date you met, and express your
appreciation for their time and consideration. If you are NOT interested in the position, don’t tell them that. Just
explain that you enjoyed meeting with them and learning about their company, and that you hope you will see them
again in the future.

If you ARE interested in the job...in the second paragraph reinforce your interest. Let them know specifically what
was particularly interesting to you about the job and/or organization. You can reemphasize what a

good fit the job/organization would be between your strengths and future goals. You might remind them of some-
thing that was said in the interview that was particularly striking, and how that increased your interest

in the company, and that you are even more interested in pursuing this career. If you want, you can mention how the
company’s culture, people, values, etc., align with yours. Itis OK to be personable and friendly while maintaining
professionalism.

In this closing paragraph, reiterate your interest in the position. Offer an opportunity for them to clarify any ques-
tions or supplemental information. Finally, express appreciation for the interview and provide your

contact information. If they mentioned a next step (for instance, an in-house interview, or you send them
recommendations, etc.) and date, confirm that now, and explain that you look forward to the next step in

the process.

Sincerely,

Cal Techer

14
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Informational
Interviews

ne of the easiest and most effective ways to meet people

in a professional field in which you are interested is to

conduct informational interviews. Informational inter-
viewing is a networking approach which allows you to meet
key professionals, gather career information, investigate career
options, get advice on job search techniques and get referrals to
other professionals.

The art of informational interviewing is in knowing how to
balance your hidden agenda (to locate a job) with the unique
opportunity to learn firsthand about the demands of your field.
Thus, never abuse your privilege by asking for a job, but execute
your informational interviews skillfully, and a job may follow.

What motivates professionals to grant informational
interviews?

The reasons are varied. Generally, most people enjoy
sharing information about themselves and their jobs and,
particularly, love giving advice. Some may simply believe
in encouraging newcomers to their profession and others
may be scoping out prospects for anticipated vacancies. It is
common for professionals to exchange favors and informa-
tion, so don’t hesitate to call upon people.

How do you set up informational interviews?

One possible approach is to send a letter requesting a brief
informational interview (clearly indicating the purpose of the
meeting, and communicating the fact that there is no job
expectation). Follow this up with a phone call to schedule an
appointment. Or, initiate a contact by making cold calls and
set up an appointment. The best way to obtain an informa-
tional interview is by being referred from one professional
to another, a process which becomes easier as your network
expands.

How do you prepare for informational interviews?

Prepare for your informational interviews just as you
would for an actual job interview: polish your presentation
and listening skills, and conduct preliminary research on the
organization. You should outline an agenda that includes
well-thought-out questions.

Begin your interview with questions that demonstrate your
genuine interest in the other person such as, “Describe a typical
day in your department.” Then proceed with more general
questions such as, “What are the employment prospects in this
field?” or “Are you active in any professional organizations in
our field and which would you recommend?” If appropriate,
venture into a series of questions which place the employer in
the advice-giving role, such as, “What should the most impor-
tant consideration be in my firstjob?” The whole idea is for you
to shine, to make an impression and to get referrals to other
professionals.

Always remember to send a thank-you letter to every
person who grants you time and to every individual who
refers you to someone.

Contact the Alumni Association for names of alumni who
have volunteered to discuss their careers with Caltech
students and postdocs.

CNA is a not-for-
profit organization
that conducts
objective, empirical
research and
analysis to help

decision makers N[IBDI]Y EETS EI.[ISER

develop sound T0 THE PEOPLE. TO THE DATA. T0 THE PROBLEM.

policies, make better-informed decisions, and
manage programs more effectively.

CNA's Institute for Public Research assists an array
of federal, state, and local government agencies
working in such areas as education, health care and
public health, homeland security, human capital
management, and air traffic management.

And through CNA’s Center for Naval Analyses,
the federally funded research and development
center (FFRDC) for the Navy and Marine Corps,
we provide research and analysis services to

the military to help improve the efficiency and
effectiveness of our national defense efforts.

CNA offers positions for individuals with
experience in engineering, mathematics, economics,
international relations, national security, public
policy, history, psychology and many other
scientific and professional fields of study. We

look for people with the training and ability to
reason soundly and to apply scientific techniques
imaginatively — people who can see beyond surface
details to the core of a problem and devise logical,
practical solutions.

There are also positions available in computer and
information technology, business administration,
human resources management, accounting,
security, and office management. CNA has created
a work environment that challenges all staff to
excel and rewards excellence with good pay, job
satistaction, and opportunities to advance.

See what opportunities await you.
Visit www.cna.org/ careers/ position.

CNA

All applicants are subject to a security inveshigation
and must meet eligibility requirements for access to classified information.

For more information, please visil www.cna.org
CINA is an Equal Opportunity Employer

http://www.career.caltech.edu ’5
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Network Your Way to a Job

any people use the classified ads as their sole job

search technique. Unfortunately, statistics show that

only 10% to 20% of jobs are ever published—which
means that 80% to 90% of jobs remain hidden in the job market.
For this reason, networking remains the number one job search
strategy.

Networking Defined

A network is an interconnected group of supporters who serve
as resources for your job search and ultimately for your career.
Some great network contacts might include people you meet
atbusiness and social meetings who provide you with career
information and advice. Students often hesitate to network
because they feel awkward asking for help, but it should be an
integral part of any job search. Though you might feel nervous
when approaching a potential contact, networking is a skill that
develops with practice, so don’t give up. Most people love to
talk about themselves and their jobs and are willing to give real-
istic—and free—advice.

Eight Keys to Networking

1. Be Prepared First, define what information you need
and what you are trying to accomplish by networking.
Remember, your purpose in networking is to get to know
people who can provide information regarding careers and
leads. Some of the many benefits of networking include
increased visibility within your field, propelling your profes-
sional development, finding suitable mentors, increasing
your chances of promotion and perhaps finding your next
job.

Second, know yourself—your education, experience and
skills. Practice a concise, one-minute presentation of yourself
so that people will know the kinds of areas in which you
are interested. Your networking meeting should include
the following elements: introduction, self-overview, Q&A,
obtaining referrals and closing.

2. Be Targeted Identify your network. For some, “Idon’t
have a network. I don’t know anyone,” may be your first
reaction. You can start by listing everyone you know who are
potential prospects: family members, friends, faculty, neigh-
bors, classmates, alumni, bosses, co-workers and community

Questions to Ask During
Networking Meetings
* What do you like most (least) about your work?
e Can you describe a typical workday or week?

* What type of education and experience do you need to
remain successful in this field?

e What are the future career opportunities in this field?

e What are the challenges in balancing work and personal
life?

e Why do people enter/leave this field or company?

* Which companies have the best track record for promoting
minorities?

e What advice would you give to someone trying to break
into this field?

e With whom would you recommend I speak? When I
call, may I use your name?

’6 California Institute of Technology

associates. Attend meetings of organizations in your field
of interest and get involved. You never know where you are
going to meet someone who could lead you to your next job.

. Be Professional Ask your networking prospects for

advice—not for a job. Your networking meetings should be
a source of career information, advice and contacts. Start

off the encounter with a firm handshake, eye contactand a
warm smile. Focus on asking for one thing at a time. Your
contacts expect you to represent yourself with your best foot
forward.

. Be Patient Heena Noorani, research analyst with New

York-based Thomson Financial, recommends avoiding
the feeling of discouragement if networking does not
provide immediate results or instant answers. She advises,
“Be prepared for a slow down after you get started. Stay
politely persistent with your leads and build momentum.
Networking is like gardening: You do not plant the seed,
then quickly harvest. Networking requires cultivation that
takes time and effort for the process to pay off.”

. Be Focused on Quality—Not Quantity Inalarge

group setting, circulate and meet people, but don’t try

to talk to everyone. It’s better to have a few meaningful
conversations than 50 hasty introductions. Don’t cling to
people you already know; you're unlikely to build new
contacts that way. If you are at a reception, be sure to
wear a nametag and collect or exchange business cards so
you can later contact the people you meet.

. Be Referral-Centered The person you are networking

with may not have a job opening, but he or she may know
someone who is hiring. The key is to exchange information
and then expand your network by obtaining additional refer-
rals each time you meet someone new. Be sure to mention the
person who referred you.

. Be Proactive Stay organized and track your networking

meetings. Keep a list of your contacts and update it
frequently with the names of any leads given to you. Send

a thank-you note or email if appropriate. Ask if you can
follow-up the conversation with a phone call, or even better,
with a more in-depth meeting in the near future.

. Be Dedicated to Networking Most importantly,

networking should be ongoing. You will want to stay in
touch with contacts over the long haul—not just when you
need something. Make networking part of your long-term
career plan.

Do’s & Don’ts of Networking

* Do keep one hand free from a briefcase or purse so you
can shake hands when necessary.

* Do bring copies of your resume.

* Don’t tell them your life story; you are dealing with busy
people, so get right to the point.

* Don’tbe shy or afraid to ask for what you need.
* Don’t pass up opportunities to network.

Written by Thomas ]. Denham, managing partner and career
counselor for Careers In Transition LLC.



International Students

and the Job Search

the international student, the job search process can be
especially confusing. You may lack an understanding
of U.S. employment regulations, or perhaps you are unaware of
the impact your career choice has on your job search. You may
also be unsure about your role as the job-seeker and the resources
used by American employers to find candidates.
The following is an overview of the issues most relevant
to international students in developing a job search strategy.
Additional information about the employment process and
related topics can be found through your career center and on the
Internet.

! ooking for ajob is seldom easy for any student. For you,

Bureau of US. Citizenship and Immigration
Services (USCIS) Regulations

As an international student, you should only obtain employ-
ment-related information from an experienced immigration
attorney or your campus USCIS representative. Advice from any
other resource may be inaccurate. Once you have decided to remain in
the United States to work, contact the international student services
office or the office of human resources on your campus and make
an appointment with your USCIS representative. In addition to
helping you fill out necessary forms, the USCIS representative will
inform you of the costs associated with working in the United States.

Importance of Skills and Career Field

Find out if your degree and skills-set are currently in demand
inthe U.S. job market. An advanced degree, highly marketable
skills or extensive experience will all make your job search easier.
Find out what region of the United States holds the majority of
thejobs in your field; you may need to relocate in order to find
the job you want. Learn all you can about your targeted career
field by talking to professors, reading industry publications and
attending professional meetings and regional conferences.

Role of Employers

Itis the employer’s responsibility to find the right people for
his or her company—not to help you find a job. The interview is
successful when both of you see a match between the employer’s
needs and your interest and ability to do the job.

The employer (through hiring managers, human resources
staff or employment agencies) will most likely use several
resources to find workers, including;:

e College recruiting
e Campus or community job fairs

e Posting jobs on the company Website or on national job
posting sites on the Internet

e Posting jobs in major newspapers or trade publications
e Posting jobs with professional associations

¢ Resume searches on national online services

¢ Employeereferrals

® Regional and national conferences

* Employment agencies (“headhunters”)

Are you accessible to employers through at least some of
the above strategies? If not, develop a plan to make sure your
credentials are widely circulated. Notify as many people as
possible in your field about your job search.

Strong Communication Skills
You can help the employer make an informed hiring deci-
sion if you:
e Provide a well-prepared resume that includes desirable
skills and relevant employment experiences.

e Clearly convey your interests and ability to do the job in an
interview.

¢ Understand English when spoken to you and can effec-
tively express your thoughts in English.

It’s important to be able to positively promote yourself and
talk with confidence about your education, relevant skills and
related experiences. Self-promotion is rarely easy for anyone.
But, it can be especially difficult for individuals from cultures
where talking about yourself is considered inappropriate.
When interviewing in the United States, however, you are
expected to be able to explain your credentials and why you
are suitable for the position.

Be sensitive to the interviewer’s verbal and nonverbal cues.
Some international students may not realize when their accent is
causing them to be misunderstood. Interviewers are sometimes
too embarrassed or impatient to ask for clarification, so be on
the lookout for nonverbal clues, such as follow-up questions
that don’t match your responses or sudden disinterest on
the part of the interviewer. Also, make sure you express proper
nonverbal communication; always look directly at the employer
in order to portray confidence and honesty.

If your English language skills need some work, get
involved with campus and community activities. These
events will allow you to practice speaking English. The more
you use the language, the more proficient you will become.
These activities are also a great way to make networking
contacts.

Career Center

The career center can be a valuable resource in your job
search. Be aware, however, that some employers using the
career center won't interview students who are not U.S.
citizens. Though this may limit your ability to participate in
some campus interviews, there are numerous ways to benefit
from the campus career center:

¢ Attend sessions on job search strategies and related
topics.

e Work with the career services staff to develop your job search
strategy.

¢ Attend campus career fairs and company information
sessions to inquire about employment opportunities and to
practice your networking skills.

It's a good idea to get advice from other international
students who have successfully found employment in this
country and to start your job search early. Create and follow a
detailed plan of action that will lead you to a great job you can
write home about.

Written by Rosita Smith.
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Don't Forget the Small Companies

M ost students concentrate their job search on Fortune
500 corporations or other large, well-known compa-
nies with defined and approachable personnel
departments. And in an economic climate that has proved chal-
lenging for small business, it would be easy to follow the path
of “most students.”

But don’t count out the small companies just yet. Small
businesses have been at the forefront of innovation, economic
growth and job creation, and there’s no reason to doubt they’ll
continue to find themselves in this position in the future.

Generally, any business with 200 or fewer employees is
considered a small company. Whether the business has 20
employees or 20,000, the research you do in preparation for an
interview opportunity will be the best gauge of the company’s
outlook. As we’ve seen, large companies can be just as shaky
as small ones, so the questions really come down to; “Is a
small company right for you?” and “Are you right for a small
company?” There are several things to consider when deciding
between working in a large versus a small company.

Is a Small Company Right for You?

Small companies tend to offer an informal atmosphere,
an all-for-one camaraderie and require more versatility and
dedication on the part of the company and workers. Small
companies are usually growing so they are constantly rede-
fining themselves and the positions within them. Look at the
following list of small company traits and consider which are
advantages and which are disadvantages for you.

® Youare given more responsibility and are not limited by
job titles or descriptions.

* Your ideas and suggestions will be heard and given more
attention.

e Career advancement and salary increases may be rapid in
a growing company.

* You have lessjob security due to the high rate of failure for
asmall business.

* You have the opportunity to be involved in the creation or
growth of something great.

* Youmay be involved in the entire organization rather
than in a narrow department.

* You may be eligible for stock options and profit sharing.

e The environment is less bureaucratic; there are fewer rules
and regulations and thus fewer guidelines to help you
determine what to do and whether you're succeeding or
failing.

¢ Successes and faults are more visible.

e Starting salaries and benefits may be more variable.

¢ A dominantleader can control the entire organization.
This can lead either to more “political games” or a healthy,
happy atmosphere.

* You must be able to work with everyone in the
organization.

Are You Right for a Small Company?
Because most small companies do not have extensive
training programs, they look for certain traits in potential
employees. You will do well in a small company if you are:
¢ Self-motivated
¢ A generalist with many complementary skills
A good communicator, both oral and written
Enthusiastic e Arisk-taker e A quicklearner
Responsible enough to get things done on your own
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There are fewer limitations, and it’s up to you to make the
best or worst of that freedom. A small business often has a
strong company culture. Learn that company’s culture; it will
help you on your way up the corporate ladder.

Finding a Job in a Small Company

One of the biggest hurdles to finding a job in a small busi-
ness is contacting a hiring manager. Good timing is critical.
The sporadic growth of many small companies can mean
sporadic job openings, so you need to network. A small
business tends to fill its labor needs informally through
personal contacts and recommendations from employees.
Job hunters must find their way into the organization and
approach someone with hiring authority. This means you
must take the initiative. Once you have someone’s attention,
you must convince him or her that you can do something for
the company. How do you find information on small compa-
nies? Try these techniques:

¢ Contact the chamber of commerce in the area you would
like to work. Get the names of growing companies in
the industry of your choice. Peruse the membership
directory.

e Participate in the local chapter of professional trade
associations related to your career. Send prospective
employers a cover letter and resume, then follow up
with a phone call.

* Read trade publications, business journals, and area
newspapers for leads. Again, follow up.

¢ Speak with small business lenders such as bankers,
venture capitalists, and small business investment compa-
nies listed in directories at local libraries.

Keep the following differences between large and small
companies in mind as you conduct your job search:

Large Company Small Company
Centralized Human Resources. .................... No HR
Formal recruiting program........... No full-time recruiters
Standardized

hiring procedures .......... No standard hiring procedures
Keep resumesonfile ........... Usually won't keep resumes
Interview held with Interview often held with
recruiters and managers .......... the founder or direct boss
Career section

onWebsite.............. Little/no career section on Website
Hiring done months in

advance of starting date......... Hired to begin immediately
Formal training programs. .............. On-the-job training
Predetermined job categories . . ... ... Jobs emerge to fit needs

Always do your homework on the company, and persuade
them to hire you through your initiative and original
thinking. If you haven’t graduated yet, offer to work for them
as an intern. This will give you experience, and if you do well,
there’s a good chance that a job will be waiting for you on
graduation day.

Adapted with permission from the Career Resource Manual of the
University of California, Davis.



Letters of Recommendation

andidates for employment, graduate school,

scholarships or any activity for which others will

evaluate their talents and abilities will need to request
letters of recommendation. The content and quality of these
letters, as well as the caliber of the people who write them, are
critical to the selection process.

Selecting People to Serve as References

Select individuals whom you feel are knowledgeable of your
skills, work ethic, talents and future capacity. The selection
of your references is critical, as a reference that is ill-informed
could sabotage all the great work you have done in a matter of
minutes. Choose people who have known you for a minimum
of six months. The longer they have known you the better, but
they must have had regular contact with you to observe your
growth and development. A reference from someone who may
have known you several years ago but you have not spoken to
in a year or more is not in a position to critique your skills.

If you must choose between several people, select those who
know you the best but who also hold a higher rank in their profes-
sion. A department head is a better candidate than a graduate
assistant or an instructor. Never choose someone on status alone,
continue to choose people based on how well they know you
and how much they want to assist you in your job search. Do not
choose people who are not committed to you or who are not very
familiar with your background.

Try to Meet Face to Face

Never assume someone will want the responsibility to
serve as your reference. Make an appointment to discuss
your career goals and purpose of the letter of recommenda-
tion. Determine if the person would want the responsibility
of serving as your reference, which involves not only writing
a letter supporting your skills, but also handling any phone
inquiries and responding to other questions which may
be posed by a selection committee. Persons who serve as a
reference have responsibilities that go beyond the words they
put on paper. They should feel strongly about your success
and desire to do whatever they can to assist you in reaching
your goals. You have come too far to let someone jeopardize
your future.

A personal meeting is always best because you can observe
your potential reference’s body language to see how interested
he or she is in assisting you. A slow response to a question or
aneutral facial expression may be this person’s way of trying
to show you that he/she does feel comfortable serving as your
reference. Trust your instincts. If you don’t feel that you want
to pursue this person as a reference you are not required to
inform them of your decision. At any rate, always thank the
person and end the meeting on a positive note.

Help Them Help You

You must assist your reference-givers so they can do the best
job possible. Provide them with a copy of your current resume,
transcript, job descriptions for the type of employment you
desire or other detailed information related to the purpose of
the letter. Provide a one-page summary of any achievements
or skills exhibited with the person who will be writing the
letter. They may not remember everything you did under their

supervision or time spent with you. Finally, provide them with
a statement of future goals outlining what you want to accom-
plish in the next few years.

An employer will interview you and then contact your
references to determine consistency in your answers. You
should not inflate what you are able to do or what you may
have completed in work or school assignments. A reference
is looked upon as someone who can confirm your skill and
ability level. Any inconsistencies between what you said in
your interview and a reference’s response could eliminate you
from further consideration. The key is to keep your references
informed of what you are going to be discussing with
employers so there is a clear understanding of what is valued
by the employer.

What's the Magic Number?

Each situation will dictate the appropriate number of
references that will be required. The average would be three
to five letters of recommendation. Generally, references are
people whom you have known professionally; they should
not be family or friends. When selecting people as references,
choose people who know you well and have the most to
say pertaining to the purpose of the letter. One person may
be very appropriate for a reference for employment, while
another would be best for use in admission to graduate or
professional school or a scholarship application.

Encourage your reference to use strong, descriptive words
that provide the evidence of your interpersonal skills initiative,
leadership, flexibility, conflict resolution, decision-making,
judgment, oral and written communication skills, and grasp
of your field of study. Education Majors are encouraged to
request a letter from the cooperating teacher, supervising
teacher, professor(s) in your major, and a current or former
employer.

Maintain Professional Courtesy

Give your reference writers ample time to complete their
letters and provide a self-addressed stamped envelope. Make
it as easy for them as possible so they don’t have to spend valu-
able time searching for the proper return address and a stamp.
Follow up with your letter writers and let them know the status
of your plans and search. They will want to know how you
are doing and whether there is anything else they may do to
increase your candidacy. You never know when you will need
their assistance again, and it is just good manners to keep those
who care about you informed of your progress. Finally, many
times when two or more candidates are considered equally
qualified, a strong letter of reference can play an important role
in determining who is selected for the position.

Maintaining a good list of references is part of any
professional’s success. Continue to nurture valuable
relationships with people who will want to do whatever they
can to aid in your success. Your personal success is based on
surrounding yourself with positive people who all believe in
you. No one makes it alone; we all need a little help from our
friends.

Written by Roseanne R. Bensley, Career Services, New Mexico
State University.
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Email Correspondence

fun. We use it to communicate with friends and family

and to converse with our contemporaries in an informal
manner. But while we may be unguarded in our tone when we
email friends, a professional tone should be maintained when
communicating with prospective employers.

Email is a powerful tool in the hands of a knowledgeable
job-seeker. Use it wisely and you will shine. Use it improperly,
however, and you'll brand yourself as immature and unprofes-
sional. It’s irritating when a professaional email doesn’t stay on
topic or the writer just rambles. Try to succinctly get your point
across—then end the email.

Be aware that electronic mail is often the preferred method
of communication between job-seeker and employer. There
are general guidelines that should be followed when emailing
cover letters, thank-you notes and replies to various requests
for information. Apply the following advice to every email
you write:

F or most of us, sending and receiving email is simple and

¢ Use ameaningful subject header for your email—one that is
appropriate to the topic.

¢ Always be professional and businesslike in your correspon-
dence. Address the recipient as Mr., Ms. or Mrs., and always
verify the correct spelling of the recipient’s name.

e Bebrief in your communications. Don’t overload the employer
with lots of questions in your email.

e Ditch the emoticons. While a © or an LOL (laughing out
loud) may go over well with friends and family, do not use
such symbols in your email communications with business
people.

* Do not use strange fonts, wallpapers or multicolored
backgrounds.

e Sign your email with your full name.
¢ Avoid using slang.

* Be sure to proofread and spell-check your email before
sending it.

Neal Murray, former director of the career services center at
the University of California, San Diego, sees a lot of email from
job-seekers. “You’'d be amazed at the number of emails I receive
that have spelling errors, grammatical errors, formatting errors—
emails that are too informal in tone or just poorly written,” says
Murray. Such emails can send the message that you are unprofes-
sional or unqualified.

When you're dealing with employers, there is no such thing
as an inconsequential communication. Your emails say far
more about you than you might realize, and it is important to
always present a polished, professional image—even if you are
just emailing your phone number and a time when you can be
contacted. If you are sloppy and careless, a seemingly trivial
communication will stick out like a sore thumb.

Thank-You Notes

If you've had an interview with a prospective employer, a thank-
you note is a good way to express your appreciation. The note can
be emailed a day or two after your interview and only needs to be
a few sentences long, as in the following;:
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Dear Ms. Jones:

Ijust wanted to send a quick note to thank you for
yesterday’s interview. The position we discussed is
exactly what I've been looking for, and I feel that I
will be able to make a positive contribution to your orga-
nization. I appreciate the opportunity to be considered
for employment at XYZ Corporation. Please don’t
hesitate to contact me if you need further information.

Sincerely,

John Doe

Remember, a thank-you note is just that—a simple way to say
thank you. In the business world, even these brief notes need to be
handled with care.

Cover Letters

A well-crafted cover letter can help “sell” you to an employer. It
should accomplish three main things:

1. Introduce yourself to the employer. If you are a recent
college graduate, mention your major and how it would
apply to the job you are seeking. Discuss the organiza-
tions/extracurricular activities you were involved in
and the part-time jobs you held while a student, even if
they might seem trivial to you. Chances are, you probably
picked up some transferable skills that you will be able to
use in the work world.

2. Sell yourself. Briefly state your education and the skills
that will benefit the employer. Don’t go into a lot of
detail here—that’s what your resume is for—but give the
employer a sense of your strengths and talents.

3. Request further action. This is where you request the next
step, such as an appointment or a phone conversation. Be
polite but sincere in your desire for further action.

Tips
In addition to the guidelines stated above, here are a few tips to
keep in mind:
* Make sure you spell the recipient’s name correctly. If the
person uses initials such as J.A. Smith and you are not certain
of the individual’s gender, then begin the email: “Dear J.A.
Smith.”
e Stick to a standard font like Times New Roman, 12-point.
¢ Keep your email brief and businesslike.
* Proofread everything you write before sending it.

While a well-crafted email may not be solely responsible
for getting you your dream job, rest assured that an email
full of errors will result in your being overlooked. Use these
email guidelines and you will give yourself an advantage over
other job-seekers who are unaware of how to professionally
converse through email.

Written by John Martalo, a freelance writer based in San Diego.




What Happens During the Interview?

he interviewing process can be scary if you don’t know
what to expect. All interviews fit a general pattern. While
each interview will differ, all will share three common
characteristics: the beginning, middle and conclusion.
The typical interview will last 30 minutes, although some
may be longer. A typical structure is as follows:
¢ Five minutes—small talk
¢ Fifteen minutes—a mutual discussion of your background
and credentials as they relate to the needs of the employer
¢ Five minutes—asks you for questions
¢ Five minutes—conclusion of interview
As you can see, there is not a lot of time to state your case.
The employer may try to do most of the talking. When you do
respond to questions or ask your own, your statements should
be concise and organized without being too brief.

I+ Starts Before You Even Say Hello

The typical interview starts before you even get into the
inner sanctum. The recruiter begins to evaluate you the minute
you are identified. You are expected to shake the recruiter’s
hand upon being introduced. Don’t be afraid to extend your
hand first. This shows assertiveness.

It’s a good idea to arrive at least 15 minutes early. You can
use the time to relax. It gets easier later. It may mean counting
to ten slowly or wiping your hands on a handkerchief to keep
them dry.

How's Your Small Talk Vocabulary?

Many recruiters will begin the interview with some small
talk. Topics may range from the weather to sports and will
rarely focus on anything that brings out your skills. None-
theless, you are still being evaluated.

Recruiters are trained to evaluate candidates on many
different points. They may be judging how well you communi-
cate on an informal basis. This means you must do more than
smile and nod.

The Recruiter Has the Floor

The main part of the interview starts when the recruiter
begins discussing the organization. If the recruiter uses vague
generalities about the position and you want more specific
information, ask questions. Be sure you have a clear under-
standing of the job and the company.

As the interview turns to talk about your qualifications, be
prepared to deal with aspects of your background that could
be construed as negative, i.e., low grade point average, no
participation in outside activities, no related work experi-
ence. Itis up to you to convince the recruiter that although
these points appear negative, positive attributes can be found
in them. A low GPA could stem from having to fully support
yourself through college; you might have no related work
experience, but plenty of experience that shows you tobe a
loyal and valued employee.

Many times recruiters will ask why you chose the major you
did or what your career goals are. These questions are designed
to determine your goal direction. Employers seek people who
have direction and motivation. This can be demonstrated by
your answers to these innocent-sounding questions.

I+'s Your Turn to Ask Questions

When the recruiter asks, “Now do you have any questions?”
it’s important to have a few ready. Dr. C. Randall Powell,
author of Career Planning Today, suggests some excellent
strategies for dealing with this issue. He says questions
should elicit positive responses from the employer. Also, the
questions should bring out your interest in and knowledge of
the organization.

By asking intelligent, well-thought-out questions, you show
the employer you are serious about the organization and need
more information. It also indicates to the recruiter that you
have done your homework.

The Close Counts, Too

The interview isn’t over until you walk out the door. The
conclusion of the interview usually lasts five minutes and is
very important. During this time the recruiter is assessing your
overall performance.

Itis important to remain enthusiastic and courteous. Often
the conclusion of the interview is indicated when the recruiter
stands up. However, if you feel the interview has reached its
conclusion, feel free to stand up first.

Shake the recruiter’s hand and thank him or her for consid-
ering you. Being forthright is a quality that most employers will
respect, indicating that you feel you have presented your case
and the decision is now up to the employer.

Expect the Unexpected

During the interview, you may be asked some unusual ques-
tions. Don’t be too surprised. Many times questions are asked
simply to see how you react.

For example, surprise questions could range from, “Tell me
ajoke” to “What time period would you like to have lived in?”
These are not the kind of questions for which you can prepare
inadvance. Your reaction time and the response you give will
be evaluated by the employer, but there’s no way to anticipate
questions like these. While these questions are not always
used, they are intended to force you to react under some stress
and pressure. The best advice is to think and give a natural
response.

Evaluations Made by Recruiters

The employer will be observing and evaluating you during
the interview. Erwin S. Stanton, author of Successful Personnel
Recruiting and Selection, indicates some evaluations made by
the employer during the interview include:

1. How mentally alert and responsive is the job candidate?

2. Isthe applicant able to draw proper inferences and
conclusions during the course of the interview?

3. Does the applicant demonstrate a degree of intellectual
depth when communicating, or is his/her thinking
shallow and lacking depth?

4. Has the candidate used good judgment and common
sense regarding life planning up to this point?

5. Whatis applicant’s capacity for problem-solving activities?
6. How well does candidate respond to stress and pressure?
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Ten Rules of Interviewing

efore stepping into an interview, be sure to practice,
practice, practice. A job-seeker going to a job inter-
view without preparing is like an actor performing on

opening night without rehearsing.

Toh
rulesin

W

22

elp with the interview process, keep the following ten
mind:

Keep your answers brief and concise.

Unless asked to give more detail, limit your answers to
two to three minutes per question. Tape yourself and
see how long it takes you to fully answer a question.

Include concrete, quantifiable data.

Interviewees tend to talk in generalities. Unfor-
tunately, generalities often fail to convince
interviewers that the applicant has assets. Include
measurable information and provide details about
specific accomplishments when discussing your
strengths.

Repeat your key strengths three times.

It’sessentialthatyoucomfortablyandconfidentlyartic-
ulate your strengths. Explain how the strengths relate
to the company’s or department’s goals and how they
might benefit the potential employer. If you repeat
your strengths then they will be remembered and—if
supported with quantifiable accomplishments—they
will more likely be believed.

Prepare five or more success stories.

In preparing for interviews, make a list of your skills
and key assets. Then reflect on past jobs and pick
out one or two instances when you used those skills
successfully.

Put yourself on their team.

Ally yourself with the prospective employer by using
the employer’s name and products or services. For
example, “As a member of ,Iwould care-
fully analyze the and .” Show
that you are thinking like a member of the team and
will fit in with the existing environment. Be careful
though not to say anything that would offend or be
taken negatively. Your research will help you in this
area.

Image is often as important as content.

What you look like and how you say something are
just as important as what you say. Studies have shown
that 65 percent of the conveyed message is nonverbal;
gestures, physical appearance and attire are highly
influential during job interviews.

Ask questions.

The types of questions you ask and the way you ask
them can make a tremendous impression on the inter-
viewer. Good questions require advance preparation.
Just as you plan how you would answer an interview-
er’s questions, write out specific questions you want
to ask. Then look for opportunities to ask them during
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the interview. Don’t ask about benefits or salary. The
interview process is a two-way street whereby you and
the interviewer assess each other to determine if there
is an appropriate match.

0 Maintain a conversational flow.

O By consciously maintaining a conversational flow—a
dialogue instead of a monologue—you will be
perceived more positively. Use feedback questions at
the end of your answers and use body language and
voice intonation to create a conversational interchange
between you and the interviewer.

Research the company, product lines and
competitors.

Research will provide information to help you decide
whether you're interested in the company and impor-
tant data to refer to during the interview.

O Keep an interview journal.

As soon as possible, write a brief summary of what
happened. Note any follow-up action you should take
and put it in your calendar. Review your presentation.
Keep ajournal of your attitude and the way you
answered the questions. Did you ask questions to

get the information you needed? What might you do
differently next time? Prepare and send a brief, concise
thank-you letter. Restate your skills and stress what
you can do for the company.

In Summary

Because of its importance, interviewing requires
advance preparation. Only you will be able to posi-
tively affect the outcome. You must be able to com-
pete successfully with the competition for the job you
want. In order to do that, be certain you have considered
the kind of job you want, why you want it and how
you qualify for it. You also must face reality: Is the job
attainable?

In addition, recognize what it is employers want
in their candidates. They want “can do” and “will do”
employees. Recognize and use the following factors
to your benefit as you develop your sales presentation.
In evaluating candidates, employers consider the fol-

lowing factors:
o Ability ¢ Character
e Loyalty e Initiative
e Personality e Communication skills
® Acceptance * Work record
® Recommendations

* Outside activities while in school
e Impressions made during the interview

Written by Roseanne R. Bensley, Career Services, New Mexico State
University.




Dressing for the Interview

epending upon your fashion style, whether it is the

latest trends for the club scene or merely college

senior casual, a job interview may be cause for some
drastic wardrobe augmentation.

For your interviews, some of your individualism might
have to be shelved or kept in the closet. In most business and
technical job interviews, when it comes to your appearance,
conservativism and conformity are in order.

While many companies have adopted the “office casual”
dress code, don’t try to set new standards in the interview.
When in doubt, it is better to be too conservative than to be too
flashy. For men and women, a suit is the best bet.

Here are some guidelines:

MEN

¢ A two-piece suit will suffice in most instances.

e Solid colors and tighter-woven fabrics are safer than bold
prints or patterns.

® Bright ties bring focus to the face, but a simple pattern is best
for an interview. (A tip for larger men: Use a double Windsor
knot to minimize a bulky appearance.)

® Wear polished shoes with socks high enough so no skin is
visible when you sit down and cross your legs.

WOMEN

e A suit with a knee-length skirt and a tailored blouse is
most appropriate.

¢ Although even the most conservative organizations allow
more feminine looks these days, accessories should be kept
simple. Basic pumps and modest jewelry and makeup help
to present a professional look.

e Pants are more acceptable now depending on industry or
work setting.

Staying Within a Budget

For recent graduates just entering professional life, addi-
tions to wardrobes, or complete overhauls, are likely needed.
Limited funds, however, can be an obstacle. Image consul-
tant Christine Lazzarini suggests “capsule wardrobing.” For
example, by mixing and matching, she says, an eight-piece
capsule wardrobe can generate up to 28 ensembles.

Before shopping, Lazzarini advises establishing a budget,
50% of which should be targeted for accessories. For women,
“even a brightly colored jacket could be considered an
accessory when it makes an outfit you already have look
entirely different.”

The most important piece in any wardrobe is a jacket that
is versatile and can work with a number of other pieces,
according to one fashion expert. This applies to men and
women. “If you focus on a suit, buy one with a jacket which
may be used with other skirts or trousers,” says a women'’s
fashion director for a major national retailer. “Then add a black
turtleneck or a white shirt. These are the fashion basics that you
canbuild on.”

A navy or black blazer for men can work well with a few
different gabardine pants. Although this kind of ensemble
would be just as expensive as a single suit, it offers more
versatility.

One accessory recommended by company representatives is
abriefcase. “When I see one,” says one recruiter, “it definitely
adds to the candidate’s stature. It is a symbol to me that the indi-
vidual has done some research and that he or she is prepared.”

A Final Check

And, of course, your appearance is only as good as your
grooming. Create a final checklist to review before you go on
an interview:

* Neatly trimmed hair
¢ Conservative makeup
* No runs in stockings

Shoes polished (some suggest wearing your sneakers on
the way to an interview and changing before you enter the
interview site)

No excessive jewelry; men should refrain from wearing
earrings

* No missing buttons, crooked ties or lint

You want your experience and qualifications to shine.
Your appearance should enhance your presentation, not
overwhelm it.

Taking a Casual Approach

“Office casual” is becoming the accepted mode
of dress at more and more companies. The rules,
however, for casual attire are subject to tremendous
company-to-company variance. At some, “casual day”
is a Friday-only observance, where the dress code is
slightly relaxed—a sports coat and slacks for men and
slacks and a sweater for women. At others, especially
entrepreneurial computer companies, it’s shorts and
sandals every day.

The safest fashion rule for new employees to follow
is dress about the same as your most conservatively attired
co-worker. As anew hire, don’t try to “push the bound-
aries” of casual attire.

Fashion Arrests: 1) Never wear denim jeans or shorts
unless the vast majority of others do; 2) Don’t dress too
provocatively—you're at work, not at a dance club; 3)
“Casual” doesn’t mean “sloppy”’—ryour clothes should
always be free of stains or holes; 4) Workout wear
belongs at the gym.

Play It Safe: 1) Chinos or corduroy slacks are usually a
safe bet for both sexes; 2) As for formal business attire,
buy the best that your budget will allow; 3) If you will be
seeing clients, dress appropriately for their workplace,
not yours; 4) Go to the mall—most department and
specialty stores have sections devoted to this style of
office attire.
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Questions Asked by Employers

Personal 27. Do your grades accurately reflect your ability? Why or
why not?
1. Tell me about yourself.
28. Were you financially responsible for any portion of your
2. What are your hobbies? college education?

3. Why did you choose to interview with our organization? EXP erience

4. Describe your ideal job.
29. Whatjob-related skills have you developed?
5. What can you offer us?
) 30. Did you work while going to school? In what positions?
6. What do you consider to be your greatest strengths?

7. Can you name some weaknesses? 31. What did you learn from these work experiences?

32. What did you enjoy most about your last employment?
Least?

8. Define success. Failure.

9. Have you ever had any failures? What did you learn from
them? 33. Have you ever quit a job? Why?

10. Of which three accomplishments are you most proud? 34. Give an example of a situation in which you provided a
solution to an employer.

11. Who are your role models? Why?

35. Give an example of a time in which you worked under

12. How does your college education or work experience deadline pressure

relate to thisjob?

13. What motivates you mostin ajob? 36. Have you ever done any volunteer work? What kind?

14. Have you had difficulty getting along with a former 37. How do you think a former supervisor would describe
professor/supervisor/co-worker and how did you your work?
handle it?
Career Goals

15. Have you ever spoken before a group of people? How

? .
large? 38. Do you prefer to work under supervision or on your own?

. o
16. Why should we hire you rather than another candidate? 39, What kind of boss do you prefer?

17. What do you know about our organization (products or

services)? 40. Would you be successful working with a team?
18. Where do you want to be in five years? Ten years? 41. Do you prefer large or small organizations? Why?
19. Do you plan to return to school for further education? 42. What other types of positions are you considering?
Education 43. How do you feel about working in a structured
environment?

20. Why did you choose your major? )

44. Are you able to work on several assignments at once?
21. Why did you choose to attend your college or university?

45. How do you feel about working overtime?
22. Do you think you received a good education? In what

ways? 46. How do you feel about travel?
23. Inwhich campus activities did you participate? 47. How do you feel about the possibility of relocating?
. . o . » »
24. VV\\;ﬁ;C?h classes in your major did you like best? Least? 48. Are you willing to work flextime?
25. Which elective classes did you like best? Least? Why? Before you begin interviewing, think about these ques-
tions and possible responses and discuss them with a career
26. If you were to start over, what would you change about advisor. Conduct mock interviews and be sure you are able to
your education? communicate clear, unrehearsed answers to interviewers.

Zq California Institute of Technology



Questions to Ask Employers

1. Please describe the duties of the job for me.

2. What kinds of assignments might I expect the first six
months on the job?

3. Aresalary adjustments geared to the cost of living or job
performance?

4. Does your company encourage further education?

Q1

. How often are performance reviews given?

)

now?
. Do you have plans for expansion?
. What are your growth projections for next year?
. Have you cut your staff in the last three years?
10. How do you feel about creativity and individuality?
11. Do you offer flextime?

O 00

12. Is your company environmentally conscious? In what
ways?

13. In what ways is a career with your company better than
one with your competitors?

14. Is this a new position or am I replacing someone?

15. Whatis the largest single problem facing your staff
(department) now?

16. May I talk with the last person who held this position?

Dealing With
in the Job

fter meticulously preparing your cover letters and

resumes, you send them to carefully selected companies

that you are sure would like to hire you. You even get a
few job interviews. But all of your return correspondence is the
same: “Thanks, but no thanks.” Your self-confidence melts and
you begin to question your value to an employer.

Sometimes, we begin to dread the BIG NO so much that we
stop pursuing additional interviews, thereby shutting off our
pipeline to the future. We confirm that we couldn’t get a job
because we stop looking. Remember, fear of rejection doesn’t
have to paralyze your job search efforts. Let that fear fuel your
determination; make it your ally and you'll learn a lot.

Eight Guidelines to Ward Off Rejection

1. Depersonalize the interview.
Employers may get as many as 500 resumes for one job

opening. How can you, I and the other 498 of us be no good?

2. Don’t make it all or nothing,.
Don’t set yourself up for a letdown: “If I don’t get this job,
I'm a failure.” Tell yourself, “It could be mine. It's a good
possibility. It’s certainly not an impossibility.”

3. Don’tblame the interviewer.
Realize interviewers aren’t in a hurry to think and behave
our way. Blame your turndown on a stone-hearted inter-

. What products (or services) are in the development stage

17. What is the usual promotional time frame?

18. Does your company offer either single or dual career-
track programs?

19. What do you like best about your job/company?

20. Once the probation period is completed, how much
authority will Thave over decisions?

21. Has there been much turnover in this job area?

22. Do you fill positions from the outside or promote from
within first?

23. What qualities are you looking for in the candidate who
fills this position?

24. What skills are especially important for someone in this
position?

25. What characteristics do the achievers in this company
seem to share?

26. Is there alot of team /project work?

27. WillThave the opportunity to work on special projects?

28. Where does this position fit into the organizational
structure?

29. How much travel, if any, is involved in this position?

30. Whatis the next course of action? When should I expect
to hear from you or should I contact you?

Rejection
Search

. Don’tlive in the past.

When you dredge up past failures, your nervous system
kicks in and you experience all the feelings that go with
failure. Unwittingly, you overestimate the dangers facing
you and underestimate yourself.

. Don’t get mad at the system.

Does anything less pleasurable exist than hunting for a

job? Still, you must adjust to the world rather than make

the world adjust to you. The easiest thing is to conform, to do
what 400,000 other people are doing. When you sit down to play
bridge or poker or drive a car, do you complain about the rules?

. Take the spotlight off yourself.

Sell your skills, not yourself. Concentrate on what you're
there for: to find out the interviewer’s problems and to
show how you can work together to solve them.

. See yourself in the new role.

Form a mental picture of the positive self you'd like to
become injob interviews, rather than focusing on what
scares you. All therapists agree on this: Before a person can
effect changes, he must really “see” himself in the new role.
Just for fun, play with the idea.

. Keep up your sense of humor.

Nobody yet has contracted an incurable disease from a job
interview.

viewer who didn’t flatter you with beautiful compliments,
and you will learn nothing.

Written by Roseanne R. Bensley, Career Services, New Mexico State
University.
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Turning the Tables in the Interview

ou’'ve sat through most of the interview and have

answered all the recruiter’s questions. You know

you’'ve made a good impression because you prepared
for the interview and your answers were articulate and
decisive. You've come across as a very bright, capable candi-
date when the recruiter asks something you didn’t anticipate:
“Do you have any questions?”

If you don’t have any questions prepared and you try to
cover your mistake by asking a spur-of-the-moment question,
chances are you will damage your chances for a successful
interview. Some recruiters refuse to hire people who don’t ask
intelligent questions. Don’t ask questions just for the sake of
asking questions—make sure it is information that you need.

Prepare Questions in Advance

You should have a list of questions prepared for this
crucial part of the interview. Every question you ask should
demonstrate your interest and confirm your knowledge of the
organization.

You should read publications in the field. You can get
information about new products or policies by surfing the
employer’s Website or by reading general magazines or
trade publications. It is appropriate to address some of your
questions to what you have read. Ask about new products,
how research and development is structured at the company,
management strategies at the company, how the company has
changed, and potential product growth.

Some of the publications providing a wealth of information
are Fortune, Forbes, BusinessWeek and The Wall Street Journal.

Questions Not to Ask

Not only should you know what questions to ask during the
interview, but it is important to know what questions not to
ask. You don’t want to alienate the recruiter by putting him or
her on the defensive.

The following areas should generally be avoided:

1. Avoid asking questions that are answered in the compa-
ny’s annual report or employment brochure. Recruiters
are familiar enough with their own information to recog-
nize when you haven’t done your homework. If some
information in the annual report isn’t clear to you, by all
means ask for clarification.

2. Don’tbring up salary or benefits in the initial interview.
The majority of companies recruiting are very competitive
and will offer approximately similar salaries and benefits.
The recruiter may choose to bring up the information, but
you should not initiate the topic.

3. Avoid asking any personal questions or questions that
will put the recruiter on the defensive. This includes ques-
tions such as the interviewer’s educational background,
marital status, past work experience and so on.

4. Don’t ask questions that have already been answered
during the interview. If you have prepared a list of ques-
tions and some of them have been addressed during the
interview, do not repeat them unless you need clarification.
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Questions You Should Ask

Now that you know what you shouldn’t ask during the
interview, determine what questions you should ask.

1. Ask specific questions about the position. You need to
know what duties will be required of the person in the
position to see if there is a fit between your interests and
qualifications and the job you seek.

2. Try to find out as much as possible about qualities
and skills the recruiter is looking for in job candidates.
Once you determine the necessary qualities, you can
then explain to the recruiter how your background and
capabilities relate to those qualities.

3. Ask questions concerning advancement and promotion
paths available. Every company is different and most
advancement policies are unique. Try to find out what
the possible promotion path is to see if it fits your career
goals. You may also want to ask about periodic perfor-
mance evaluations.

4. Itis appropriate to ask specific questions about the
company’s training program if this information is not
covered in company literature.

5. Ask questions about location and travel required. If
you have limitations, this is the time to find out what s
expected in the position.

Some Final Advice

The key to a successful interview is good communica-
tion and rapport with the recruiter. One of the fastest ways to
damage this kind of relationship is by exhibiting ignorance
about the company and asking inappropriate questions.
Listed below are questions you might ask during the inter-
view. (Used with permission from Career Planning Today, C.
Randall Powell.)

* How much travel is normally expected?
* Can I progress at my own pace or is it structured?
* How much contact and exposure to management is there?

e Is it possible to move through the training program
faster?

* About how many individuals go through your training
program each year?

* How much freedom is given and discipline required of
new people?

* How often are performance reviews given?

* How much decision-making authority is given after one
year?

¢ How much input does the new person have on geograph-
icallocation?

* What is the average age of top management?

* What is the average time it takes to get to
levelin the career path?



Are You Ready for a

Behavioral Interview?

A} ell me about a time when you were on a team, and
one of the members wasn’t carrying his or her
weight.” If this is one of the leading questions in

your job interview, you could be in for a behavioral interview.

Based on the premise that the best way to predict future

behavior is to determine past behavior, this style of inter-

viewing is popular among recruiters.

Today, more than ever, each hiring decision is critical.
Behavioral interviewing is designed to minimize personal
impressions that might cloud the hiring decision. By focusing
on the applicant’s actions and behaviors, rather than
subjective impressions that can sometimes be misleading,
interviewers can make more accurate hiring decisions.

A manager of staff planning and college relations for a major
chemical company believes, “Although we have not conducted
any formal studies to determine whether retention or success on
the job has been affected, I feel our move to behavioral inter-
viewing has been successful. It helps concentrate recruiters’
questions on areas important to our candidates” success
within [our company].” The company introduced behavioral
interviewing in the mid-1980s at several sites and has since
implemented it companywide.

Behavioral vs. Traditional Interviews
If you have training or experience with traditional inter-

viewing techniques, you may find the behavioral interview

quite different in several ways:

v Instead of asking how you would behave in a particular
situation, the interviewer will ask you to describe how
you did behave.

v Expect the interviewer to question and probe (think of
“peeling the layers from an onion”).

v The interviewer will ask you to provide details and will not
allow you to theorize or generalize about events.

v The interview will be a more structured process that will
concentrate on areas that are important to the interviewer,
rather than allowing you to concentrate on areas that you
may feel are important.

v/ You may not get a chance to deliver any prepared stories.

v Most interviewers will be taking notes throughout the
interview.

The behavioral interviewer has been trained to objectively
collect and evaluate information and works from a profile
of desired behaviors that are needed for success on the job.
Because the behaviors a candidate has demonstrated in
previous positions are likely to be repeated, you will be asked
to share situations in which you may or may not have exhibited
these behaviors. Your answers will be tested for accuracy and
consistency.

If you are an entry-level candidate with no previous related
experience, the interviewer will look for behaviors in situations
similar to those of the target position:

“Describe a major problem you have faced and how you dealt

with it.”

“Give an example of when you had to work with your hands to

accomplish a task or project.”

“What class did you like the most? What did you like about it?”

Follow-up questions will test for consistency and determine
if you exhibited the desired behavior in that situation:

“Can you give me an example?”
“What did you do?”

“What did you say?”

“What were you thinking?”
“How did you feel?”

“What was your role?”
“What was the result?”

You will notice an absence of such questions as, “Tell me
about your strengths and weaknesses.”

How to Prepare for a Behavioral Interview

v Recall recent situations that show favorable behaviors or
actions, especially those involving coursework, work expe-
rience, leadership, teamwork, initiative, planning and
customer service.

v Prepare short descriptions of each situation; be ready to give
details if asked.

v Be sure each story has a beginning, a middle and an end;

i.e., beready to describe the situation, your action and the

outcome or result.

v Be sure the outcome or result reflects positively on you (even
if the result itself was not favorable).

v Be honest. Don’t embellish or omit any part of the story.

The interviewer will find out if your story is built on a weak

foundation.

v Be specific. Don’t generalize about several events; give a
detailed accounting of one event.

A possible response to the question, “Tell me about a time
when you were on a team and a member wasn’t pulling his
or her weight” might go as follows: “I had been assigned to a
team to build a canoe out of concrete. One of our team members
wasn’t showing up for our lab sessions or doing his assignments.
Ifinally met with him in private, explained the frustration of the
rest of the team and asked if there was anything I could do to
help. He told me he was preoccupied with another class that he
wasn't passing, so I found someone to help him with the other
course. He not only was able to spend more time on our project,
but he was also grateful to me for helping him out. We finished
our project on time and gota ‘B’ on it.”

The interviewer might then probe: “How did you feel when
you confronted this person?” “Exactly what was the nature of
the project?” “What was his responsibility as a team member?”
“What was your role?” “ At what point did you take it upon
yourself to confront him?” You can see it is important that you
not make up or “shade” information and why you should have a
clear memory of the entire incident.

Don't Forget the Basics

Instead of feeling anxious or threatened by the prospect
of a behavioral interview, remember the essential difference
between the traditional interview and the behavioral interview:
The traditional interviewer may allow you to project what you
might or should do in a given situation, whereas the behavioral
interviewer is looking for past actions only. It will always be
important to put your best foot forward and make a good
impression on the interviewer with appropriate attire, good
grooming, a firm handshake and direct eye contact. There is no
substitute for promptness, courtesy, preparation, enthusiasm
and a positive attitude.
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The Site Visit/Interview:
One Step Closer

W hile on-campus screening interviews are important,
on-site visits are where jobs are won or lost. After an
on-campus interview, strong candidates are usually
invited to visit the employer’s facility. Work with the employer
to schedule the on-site visit at a mutually convenient time.
Sometimes employers will try to arrange site visits for several
candidates to take place at the same time, so there may not be
much flexibility... but you'll never know if the employer is flex-
ible unless you ask.

1. Aninvitation to an on-site interview, often referred to as
the “plant trip,” is NOT a guarantee of a job offer. Itis a
chance to examine whether or not you will be a good match
for the job and for the organization.

2. Ifinvited to a plant trip, respond promptly if you are
sincerely interested in this employer. Decline politely if
you are not. Never go on a plant trip for the sake of the
trip. Document the name and phone number of the person
coordinating your trip. Verify who will be handling trip
expenses. Most medium- and large-size companies (as
well as many smaller ones) will pay your expenses, but
others will not. This is very important, because expenses
are handled in various ways: 1) the employer may handle
all expenses and travel arrangements; 2) you handle your
expenses and arrangements (the employer may assist with
this), and the employer will reimburse you later; 3) the
employer may offer an on-site interview, but will not pay
for your interview.

3. Know yourself and the type of job you are seeking with this
employer. Don’t say, “I am willing to consider anything
you have.”

4. Thoroughly research the potential employer. Read annual
reports, newspaper articles, trade journals, etc. Many
companies have websites, where you can read mission
statements, find out about long-term goals, read recent
press releases, and view corporate photos. Don’t limit your
research only to company-controlled information. The
World Wide Web can be a valuable investigative tool. You
may uncover key information that may influence—posi-
tively or negatively—your decision to pursue employment
with a given organization.

5. Bring extra copies of your resume; copies of any paper-
work you may have forwarded to the employer; names,
addresses, phone numbers and e-mail addresses of your
references; an updated college transcript; a copy of your
best paper as a writing sample; a notebook; a black and /or
blue pen for filling out forms and applications; and names
and addresses of past employers.

6. Bring extra money and a change of clothes. Also, have the
names and phone numbers of those who may be meeting
you in case your plans change unexpectedly. Anything can
happen and you need to be ready for emergencies.

7. Your role at the interview is to respond to questions, to
ask your own questions and to observe. Be ready to meet
people who are not part of your formal agenda. Be cour-
teous to everyone regardless of his or her position; you
never know who might be watching you and your actions
once you arrive in town.
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8. Don’tforget your table manners. Plant trips may include
several meals or attendance at a reception the night before
your “big day.” When ordering food at a restaurant, follow
thelead of the employer host. For example, don’t order the
three-pound lobster if everyone else is having a more moder-
ately priced entree. If you have the “dining jitters,” some
authorities suggest ordering food that is easy to handle, such
as aboneless fish fillet or chicken breast.

9. Many employers have a set salary range for entry-level posi-
tions and others are more negotiable. Though salary should
not be brought up until an offer is extended, it is wise to know
your worth in advance. In as much as you are a potential
employee, you also represent a valuable skills-set product.
You should know what kind of product you have created,
its value and what the company is willing to buy. Contact
your campus career center to obtain more information on
salaries.

Take note of how the employees
interact, and also assess the
physical work environment.

10. Soon after the site visit, record your impressions of your
performance. Review the business cards of those you met
or write the information in your notebook before leaving
the facility. You should have the names, titles, addresses
and phone numbers of everyone who was involved in your
interview so you can determine which individuals you
may want to contact with additional questions or follow-
up information. A thank-you letter should be written to
the person(s) who will be making the hiring decision. Stay
in touch with the employer if you want to pursue a career
with them.

Asite visitis a two-way street. You are there to evaluate
the employer and to determine if your expectations are met
for job content, company culture and values, organizational
structure, and lifestyles (both at work and leisure). Take note of
how the employees interact, and also assess the physical work
environment.

Justas any good salesperson would never leave a customer
without attempting to close the sale, you should never leave an
interview without some sort of closure. If you decide that the
job is right for you, don’t be afraid to tell the employer that you
feel that there is a good fit and you are eager to join their team.
The employer is interested in hiring people who want to be
associated with them and they will never know of your interest
if you don’t voice your opinion. Keep in mind that although
the employer has the final power to offer a job, your demeanor
during the entire interviewing process—both on and off
campus—also gives you a great deal of power.

Written by Roseanne R. Bensley, Career Services, New Mexico State
University.



Evaluating an Offer of Employment

ongratulations! You've successfully managed your
second interviews and have been offered a job!
Perhaps you’ve even received offers from more than
one employer. Whether it’s one offer or more, your euphoria
is sometimes quickly replaced by anxiety about the decisions
which lie ahead. You may be wondering, “Is this the ‘right”job
for me?” or “Am I going to be happy in this job, or should I just
take it because I need a job, period?” Careful evaluation of your
job offer and some serious thought as to how well the position
and organization meet your needs can enable you to make the
best choice for yourself. One of our staff members can help you
sort out your options.
In evaluating your job offer, there are three critical questions
you should address:

1. How closely does the offer match your career goal?
Think back to when you started your job search. What was
important to you? What factors regarding a job, organiza-
tion and work environment were on your “wish list”?
Have they changed? How well does this position fit these
factors? Below are some factors you may want to consider
in evaluating your offer. Some of these may not be impor-
tant to you, and there may be other factors not listed which
are extremely important to your decision.

2. Do you need additional information about the offer (or
anything) in order to make a decision? It is not unusual
to discover, as you're weighing different factors about
the offer, that you have additional questions, lack some
factual data, or simply need a better sense of what the job
and organization are like. If this is the case, STOP! Don’t
go any further in your deliberations until you address

these issues. You may need to call one of your interviewers
and ask additional questions, or contact an alum who
works for the organization. If you need a better under-
standing of what it would be like during a day on the
job, call the employer (if they are local) and ask to spend
an afternoon observing an entry-level employee in the
job you’re considering. Most employers will be willing
to accommodate you. If you have other questions or
concerns which impact your decision, you should
discuss them with a representative from our office.

You may need to call
one of your interviewers and
ask additional questions..

3. Are there issues you may want to negotiate, which
would bring the offer closer to your goal? Perhaps the
issues which concern you about the offer can be changed.
If the job seems ideal except for location, then you might
want to raise the issue with the employer. Some start dates
are non-negotiable because training classes must begin
together. In some instances, however, the start date can be
adjusted.

Written by Virginia Lacy. Adapted with permission from
Northwestern University’s Career Services Guide; © 1998
Virginia Lacy.

* Nature of the work

¢ Organizational culture

¢ Level of autonomy

e Travel

e Salary

* Mentoring

e Lifestyles of employees

¢ Stability of organization

® Quality of higher management

e Support for continuing education/
advanced degree

e Level of responsibility

F actors for Consideration

¢ Location

* Work hours

* Benefits

e Variety of work

e Stability of industry

* Advancement opportunities

¢ Training and development opportunities

* Opportunities to learn and grow injob/
company

e Transferability of skills/experience from job

e Prestige of job or organization
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Choosing Between Job Offers

you receive a job offer is “What does it pay?” For many

college graduates this consideration is near the top of
the list, which is not surprising. Most students have invested
thousands of dollars in their education, often racking up
high student loan balances. Most graduates are looking
forward to paying off that debt. Also, the value of a salary is
easy to understand; the more zeroes after the first digit, the
better.

In order to evaluate a salary offer you need to know what
the average pay scale is for your degree and industry. The
National Association of Colleges and Employers (NACE) is
a good source of salary information for entry-level college
graduates. Their annual Salary Survey should be available
in your campus career center. Make sure you factor cost-
of-living differences when considering salary offers. For
example, you may need an offer of $76,000 in San Francisco to
equal an offer of $40,000 in Huntsville, Ala.

Bonuses and commissions are considered part of your
salary, so take them into consideration when evaluating an
offer. It’s also important to have a good understanding of an
employer’s policies concerning raises. Be sure to never make
your decision on salary alone. Students tend to overempha-
size salary when considering job offers. Money is important,
but it’s more important that you like your job. If you like your
job, chances are you'll be good at it. And if you're good at
your job, eventually you will be financially rewarded.

Factor in Benefits

Of course, salary is only one way in which employers finan-
cially compensate their employees. Ask anybody with a long
work history and they’ll tell you how important benefits are.
When most people think of employer benefits, they think of
things like health insurance, vacation time and retirement
savings. But employers are continually coming up with more
and more creative ways to compensate their workers, from
health club memberships to flextime. The value of a benefits
plan depends on your own plans and needs. A company gym
or membership at a health club won’t be of much value to you
if you don’t like to sweat.

Who's the Boss?

Who you work for can have as much bearing on your
overall job satisfaction as how much you earn and what you
do. First, analyze how stable the potential employer is. If the
company is for-profit, what were its earnings last year? What
are its projections for growth? If the job is with a govern-
ment agency or a nonprofit, what type of funding does it
have? How long has the employer been around? You could
receive the best job offer in the world, but if the job is cut in six
months, it won’t do you much good.

The first question many of your friends will ask when

Corporate Culture

There are three aspects to a work environment: 1) the phys-
ical workspace, 2) the “corporate culture” of the employer,
and 3) fellow co-workers. Don’t underestimate the impor-
tance of a good workspace. If you are a private person, you
probably will not be able to do your best work in a cluster of
cubicles. If you are an extrovert, you won’t be happy shut in
an office for hours on end.

Corporate culture comprises the attitudes, experiences,
beliefs and values of an organization. What’s the hierarchy of
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the organization? Is there a dress code? Is overtime expected?
Do they value creativity or is it more important that you
follow protocol? Whenever possible, you should talk to
current or previous employees to get a sense of the corporate
culture. You may also be able to get a sense of the environ-
ment during the interview or by meeting your potential boss
and co-workers during the interview process. Ask yourself if
the corporate culture is compatible with your own attitudes,
beliefs and values.

Your boss and fellow co-workers make up the last part of
the work environment. Hopefully, you will like the people
you work with, but you must, at least, be able to work well
with them professionally. You may not be able to get a good
sense of your potential co-workers or boss during the inter-
view process. But if you do develop strong feelings one way
or the other, be sure to take them into consideration when
making your final decision.

Like What You Do

Recent college graduates are seldom able to land their
dream jobs right out of school, but it’s still important that you
at least like what you do. Before accepting a job offer, make
sure you have a very good sense of what your day-to-day
duties will be. What are your responsibilities? Will you be
primarily working in teams or alone? Will your job tasks be
repetitive or varied? Will your work be challenging? What
level of stress can you expect with the position?

Location, Location, Location

Climate, proximity to friends and family and local popula-
tion (i.e., urban vs. rural) should all be evaluated against your
desires and preferences. If you are considering a job far away
from your current address, will the employer pay for part
or all of your moving expenses? Even if you are looking at a
local job, location can be important—especially as it relates to
travel time. A long commute will cost you time, money and
probably more than a little frustration. Make sure the tradeoff
is worth it.

Time is on Your Side

It’s acceptable to request two or three days to consider a
job offer. And depending on the employer and the position,
even a week of consideration time can be acceptable. If you've
already received another offer or expect to hear back from
anther employer soon, make sure you have time to consider
both offers. But don’t ask for too much time to consider. Like
all of us, employers don’t like uncertainty. Make sure you
give them an answer one way or another as soon as you can.

1+'s Your Call

Once you make a decision, act quickly. If you are
accepting a position, notify the hiring manager by phone
followed by a confirmation letter or an email. Keep the letter
short and state the agreed upon salary and the start date.
When rejecting an offer, make sure to thank the employer
for their time and interest. It always pays to be polite in your
correspondence. You never know where your career path
will take you and it might just take you back to an employer
you initially rejected.

Written by Chris Enstrom, a freelance writer from Nashville, Ind.



The Art of Negotiating

narea of the job search that often receives little attention

is the art of negotiating. Once you have been offered

ajob, you have the opportunity to discuss with the
employer the terms of your employment. Negotiations may be
uncomfortable or unsatisfying because we tend to approach
them with a winner-take-all attitude that is counterproductive
to the concept of negotiations.

Negotiating with your potential employer can make your
job one that best meets your own needs as well as those of your
employer. To ensure successful negotiations, it is important
to understand the basic components. The definition of negotia-
tion as it relates to employment is: a series of communications
(either oral or in writing) that reach a satisfying conclusion for
all concerned parties, most often between the new employee
and the hiring organization.

Negotiation is a planned series of events that requires
strategy, presentation and patience. Preparation is probably the
single most important part of successful negotiations. Any
good trial attorney will tell you the key to presenting a good
case in the courtroom is the hours of preparation that happen
beforehand. The same is true for negotiating. A good case will
literally present itself. What follows are some suggestions that
will help you prepare for successful negotiating.

Research

Gather as much factual information as you can to back up
the case you want to make. For example, if most entering
employees cannot negotiate salary, you may be jeopardizing
the offer by focusing on that aspect of the package. Turn your
attention to other parts of the offer such as their health plan,
dental plan, retirement package, the type of schedule you
prefer, etc.

Psychological Preparation

Chances are that you will not know the person with
whom you will be negotiating. If you are lucky enough to be
acquainted, spend some time reviewing what you know
about this person’s communication style and decision-making
behavior.

In most cases, however, this person will be a stranger. Since
most people find the unknown a bit scary, you'll want to ask
yourself what approach to negotiating you find most comfort-
able. How will you psyche yourself up to feel confident enough
to ask for what you want? How will you respond to counterof-
fers? What are your alternatives? What’s your bottom line? In
short, plan your strategy.

Be sure you know exactly what you want. This does not mean
you will get exactly that, but having the information clear in your
head will help you determine what you are willing to concede.
Unless you know what you want, you won’t be able to tell some-
body else. Clarity improves communication, which is the conduit
for effective negotiations.

Practice

Rehearse the presentation in advance using another person
as the employer. If you make mistakes in rehearsal, chances are
that you will not repeat them during the actual negotiations.

A friend can critique your reasoning and help you prepare for
questions. If this all seems like a lot of work, remember that if
something is worth negotiating for, it is worth preparing for.

Dollars and Sense

Always begin by expressing genuine interest in the
position and the organization, emphasizing the areas of
agreement but allowing “wiggle room” to compromise on other
areas. Be prepared to support your points of disagreement,
outlining the parts you would like to alter, your suggestions
on how this can be done and why it would serve the company’s
best interests to accommodate your request.

Be prepared to defend your proposal. Back up your reasons
for wanting to change the offer with meaningful, work-related
skills and positive benefits to the employer. Requesting a
salary increase because you are a fast learner or have a high
GPA are usually not justifiable reasons in the eyes of the
employer. Meaningful work experience or internships that
have demonstrated or tested your professional skills are things
that will make an employer stop and take notice.

It is sometimes more comfortable for job-seekers to make
this initial request in writing and plan to meet later to hash
out the differences. You will need to be fairly direct and
assertive at this point even though you may feel extremely
vulnerable. Keep in mind that the employer has chosen you
from a pool of qualified applicants, so you are not as power-
less as you think.

Sometimes the employer will bristle at the suggestion that
there is room to negotiate. Stand firm, but encourage the
employer to think about it for a day or two at which time you will
discuss the details of your proposal with him/her. Do
not rush the process because you are uncomfortable. The
employer may be counting on this discomfort and use it to derail
the negotiations. Remember, this is a series of volleys and lobs,
trade-offs and compromises that occur over a period of time. Itis
a process—not a singular event!

Once you have reached a conclusion with which you are both
relatively comfortable, present in writing your interpretation of
the agreement so that if there is any question, it will be addressed
immediately. Negotiation, by definition, implies that each side
will give. Do not perceive it as an ultimatum.

If the employer chooses not to grant any of your requests—
and realistically, he or she can do that—you will still have the
option of accepting the original offer provided you have main-
tained a positive, productive and friendly atmosphere during
your exchanges. You can always re-enter negotiations after
you have demonstrated your worth to the organization.

Money Isn't Everything

There are many things you can negotiate besides salary. For
example, benefits can add thousands of dollars to the compen-
sation package. Benefits can range from paid personal leave
to discounts on the company’s products and services. They
constitute more than just icing on the cake; they may be
better than the cake itself. Traditional benefits packages
include health insurance, paid vacation and personal /sick
days. Companies may offer such benefits as child care, elder
care or use of the company jet for family emergencies. Other
lucrative benefits could include disability and life insurance
and a variety of retirement plans. Some organizations offer
investment and stock options as well as relocation reim-
bursement and tuition credits for continued education.

Written by Lily Maestas, Counseling and Career Services,
University of California, Santa Barbara.
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Professional Etiquette

but do you have the social skills needed to be successful

in the workplace? Good professional etiquette
indicates to potential employers that you are a mature,
responsible adult who can aptly represent their company.
Not knowing proper etiquette could damage your image,
prevent you from getting a job and jeopardize personal and
business relationships.

Y our academic knowledge and skills may be spectacular,

Meeting and Greeting
Etiquette begins with meeting and greeting. Terry Cobb,
human resource director at Wachovia Corporation in South
Carolina’s Palmetto region, emphasizes the importance of
making a good firstimpression—beginning with the hand-
shake. A firm shake, he says, indicates to employers that you're
confidentand assertive. A limp handshake, on the other hand,
sends the message that you're not interested or qualified for the
job. Dave Owenby, human resources manager for North and
South Carolina at Sherwin Williams, believes, “Good social skills
include having a firm handshake, smiling, making eye contact
and closing the meeting with a handshake.”
The following basic rules will help you get ahead in the
workplace:
* Always rise when introducing or being introduced to
someone.
¢ Provide information in making introductions—you are
responsible for keeping the conversation going. “Joe,
please meet Ms. Crawford, CEO at American Enterprise,
Inc., in Cleveland.” “Mr. Jones, this is Kate Smith, a
senior majoring in computer information systems at
Northwestern University.”
e Unless given permission, always address someone by his
or her title and last name.
e Practice a firm handshake. Make eye contact while
shaking hands.

Dining

Shirley Willey, owner of Etiquette & Company, reports
that roughly 80% of second interviews involve a business
meal. Cobb remembers one candidate who had passed his initial
interview with flying colors. Because the second interview was
scheduled close to noon, Cobb decided to conduct the interview
over lunch. Initially, the candidate was still in the “interview”
mode and maintained his professionalism. After a while,
however, he became more relaxed—and that’s when the candi-
date’s real personality began to show. He had terrible table
manners, made several off-color remarks and spoke negatively
about previous employers. Needless to say, Cobb was unim-
pressed, and the candidate did not get the job.

Remember that an interview is always an interview, regard-
less of how relaxed or informal the setting. Anything that is
said or done will be considered by the interviewer, cautions
Cobb.

In order to make a good impression during a lunch or dinner
interview, make sure you:

e Arrive on time.

* Wait to sit until the host/hostess indicates the seating
arrangement.
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¢ Place napkin in lap before eating or drinking anything.

® When ordering, keep in mind that this is a talking
business lunch. Order something easy to eat, such as
boneless chicken or fish.

* Do nothold the order up because you cannot make a
decision. Feel free to ask for suggestions from others at
the table.

e Wait to eat until everyone has been served.
¢ Keep hands in lap unless you are using them to eat.

¢ Practice proper posture; sit up straight with your arms
close to your body.

e Bring food to your mouth—not your head to the plate.
e Try to eat at the same pace as everyone else.
¢ Take responsibility for keeping up the conversation.

¢ Place napkin on chair seat if excusing yourself for any
reason.

e Place napkin beside plate at the end of the meal.
¢ Push chair under table when excusing yourself.

Eating
Follow these simple rules for eating and drinking:

e Start eating with the implement that is farthest away
from your plate. You may have two spoons and two
forks. The spoon farthest away from your plate is a soup
spoon. The fork farthest away is a salad fork unless you
have three forks, one being much smaller, which would
be a seafood fork for an appetizer. The dessert fork/
spoon is usually above the plate. Remember to work
from the outside in.

¢ Dip soup away from you; sip from the side of the spoon.
e Season food only after you have tasted it.
e Pass saltand pepper together—even if asked for only one.

e Pass all items to the right. If the item has a handle,
such as a pitcher, pass with the handle toward the next
person. For bowls with spoons, pass with the spoon
ready for the next person. If you are the one to reach to
the center of the table for an item, pass it before serving
yourself.

¢ While you are speaking during a meal, utensils should be
resting on plate (fork and knife crossed on the plate with
tines down).

¢ Don’t chew with your mouth open or blow on your food.

The interviewer will usually take care of the bill and the tip.
Be prepared, however, if this doesn’t happen and have small
bills ready to take care of your part, including the tip. Never
make an issue of the check.

Social skills can make or break your career. Employees
have to exhibit a certain level of professionalism and
etiquette in their regular work day, and particuarly in posi-
tions where they come in contect with clients. Be one step
ahead—practice the social skills necessary to help you make
a great first impression and stand out in a competitive job
market.

Written by Jennie Hunter, a professor at Western Carolina
University.



