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Chapter 1: WELCOME TO THE CAREER CENTER
The UGA Career Center is a comprehensive career planning and employment center that provides a complete range of services and materials in the areas of career development, graduate and professional school preparation, experiential education, and employer relations.
CAREER CENTER OVERVIEW
INDIVIDUAL CAREER COUNSELING
Meet with your Career Consultant to explore your options and develop a plan to help you reach your career objectives. To make an appointment, call (706) 542-3375. Please do not email.
WALK-IN HOURS
For quick questions (5–10 minutes) about topics such as resumes and cover letters, a Career Consultant and/or a Career Development Intern will be on hand. Monday through Friday from 12:00 PM until 2:00 PM.
CAREER ASSESSMENTS
Assessment tools are available to help you learn about yourself and the world of work. Learn how your personality, interests, values, and skills play an important role in identifying a fulfilling career.
DAWGLINK
DAWGlink is a job listing site that gives UGA students and alumni access to on-campus interviews, internships, full-time and part-time job opportunities. Each semester, employers come to the UGA Career Center to interview students and alumni for entry-level, full-time positions and internships. See the “DAWGlink” section for tips.
SATELLITE HOURS
In addition to walk-in hours, most colleges have their own set of hours when your Career Consultant comes to you! Check the Career Center website for days, times, and locations.
STUDENT EMPLOYMENT OFFICE
The Student Employment Office assists students in obtaining internships, on-campus and off-campus part-time employment. Looking to get some experience? Intern For A Day is a volunteer “job shadowing” opportunity for students to spend one day to one week observing, and often working with, professionals, investigating a career field and experiencing a typical day on the job. For additional information, see the “Intern for a Day” section or email extern@uga.edu
MOCK INTERVIEWS
Don’t make the mistake of scheduling your most important interview before you prepare for it. Participate in a Practice (Mock) Interview at the Career Center. Mock interviews are designed to replicate the type of interview that you may expect with a recruiter.
ECHD 2050 & 3050
In partnership with the College of Education, the Career Center offers two classes, ECHD 2050: Academic and Career Planning and ECHD 3050: Career and Life Planning. Both classes are offered fall and spring semesters and are each worth 2 credit hours.
ONLINE RESOURCES
There are a number of resources available to you online through the Career Center website. These include GoingGlobal, which gives you insider information on international opportunities, and Career Search, a database profiling over 4 million companies and organizations.
CAREER-RELATED PROGRAMMING
The Career Center facilitates programs throughout the year to assist you in your career development. Whether you are still exploring careers, looking to make the best impression as you interview, or just trying to expand your professional network, these programs are key to your success! See the full list on our site.
CAREER CENTER LOCATION
UGA Career Center
2nd Floor, Clark Howell Hall
825 South Lumpkin Street
Athens, GA 30602-3332
OUR STAFF
CAREER CONSULTANTS
• John Adams: jwadams@uga.edu
Career Consultant for: Graduate Students
• Bethany Bagley: bjbagley@uga.edu
Career Consultant for: College of Education
• Shaistha Begum: sbegum@uga.edu
Career Consultant for: Franklin College of Arts & Sciences: All Humanities, Foreign Languages, Pre-Law, School of Public and International Affairs
• Michelle Carter: mncarter@uga.edu
Career Consultant for: Terry College of Business: Accounting, College of Pharmacy
• Andrew Crain: acrain@uga.edu
Career Consultant for: Terry College of Business: Marketing, Real Estate, Risk Management & Insurance, MMR
• Megan Flora: meflora@uga.edu
Career Consultant for: Terry College of Business: Economics, Finance
Franklin College of Arts & Sciences: Economics
• Dr. Marian Wells Higgins: mawells@uga.edu
Career Consultant for: Grady College of Journalism and Mass Communication
• Dr. Nicole Lechene: nlechene@uga.edu
Director, Alumni Career Services (serves all alumni who graduated 2+ years ago)
• Laura Ledgerwood: lel@uga.edu
Career Consultant for: Terry College of Business: International Business, MIS, MIT, Management, Franklin College of Arts & Sciences: Computer Science
• Lisa Lowe: lisalowe@uga.edu
Career Consultant for: Franklin College of Arts & Sciences: Undecided/Undeclared Students and all Fine and Performing Arts
• Charles Perry: ceperry@uga.edu
Career Consultant for: All Hard Sciences, All Pre-Medical fields, Honors Interdisciplinary, Odum School of Ecology
• Suzanne Voigt: svoigt@uga.edu
Career Consultant for: Career Consultant for: Franklin College of Arts & Sciences: All Social Sciences
• Kelley Whisnant: kelleyrw@uga.edu
Career Consultant for: College of Agricultural & Environmental Sciences, College of Environment & Design, College of Engineering, College of Public Health, Warnell School of Forestry and Natural Resources, Franklin College of Arts & Sciences: Math and Statistic
STUDENT EMPLOYMENT MANAGER
• Aaron Brown: agb@uga.edu
Student Employment Manager, Intern For A Day Program, Part-Time Jobs
CAREER ASSESSMENTS
The Career Center has a number of assessments that can aid you in choosing your major, planning your course of study, and determining your career path. While these inventories indicate how your answers relate to possible majors and career choices, they are not the final answer. Assessments won’t tell you what you should “be” or what you should “do.” They are simply tools to help you clarify your thinking and identify options.
Once you complete an assessment, we recommend you make an appointment with your Career Consultant to make the best use of the information and to interpret your test results. Please call the Career Center front desk at(706) 542-3375.
FOCUS 2
www.focuscareer2.com/Portal/Register.cfm?SID=486
Institutional Keycode: dawg34
Focus is a tool that helps you assess your interests, values, and skills and then helps you identify possible occupations and UGA majors that match your personal characteristics. To login after creating an account, use the URL below:
www.focuscareer2.com/login.cfm
TYPEFOCUS
Site Password: uga4400
TypeFocus is an interactive online program that helps you assess your personality type strengths, explore options, and develop career plans. Once you complete an assessment, we recommend you make an appointment with your Career Consultant to make the best use of the information, and for more information on interpreting your test results.
GEORGIA CAREER INFORMATION SYSTEM (GCIS)
User Name: ugacpp Password: gcis889
Build a portfolio of responses through an occupation sort, a skills assessment, and an interest profile. Research occupations that match your interests.
STRONG INTEREST INVENTORY
Strong Interest Inventory provides access to more in-depth understanding of your career interests. Please call the Career Center to make payment and to get access. To obtain your Strong Interests Inventory results, you must schedule a one-on-one meeting with your Career Consultant.
STEP 1: KNOW YOURSELF | ||||
Assessments | TypeFocus | Focus 2 | Georgia Career Information System | Strong Interest Inventory |
Personality | X | X | X | |
Values | X | X | X | |
Interests | X | X | X | X |
Skills | X | X | X | X |
STEP 2: TAKE ACTION | ||||
Explore Majors/Areas of Study | X | X | X | |
Research & Connect Measurements to Careers | X | X | X | X |
Create a Career Plan | X | X | X | X |
CHAPTER 2: THE JOB SEARCH
Knowing who you are and the skills you have to offer an organization is essential to a successful job search. Knowing yourself means being able to discover your talents and articulate them to potential employers.
JOB SEARCH STRATEGIES
KNOW YOURSELF
To learn about areas you may be most successful in, there are various approaches you can take.
1. Complete career assessments, which can help you determine your interests, personality, values, and skills. See the Overview of Assessments section for information on how to take these career tests.
2. Conduct informational meetings to learn from those in fields you would consider working in. See the Informational Meeting section for more information on how to set up and conduct an informational meeting.
3. Participate in job shadowing opportunities to discover what work environments are like and what the typical tasks and duties are for the jobs you’re considering. To learn more about the Intern for a Day program, see the Internships and Part-Time Jobs section.
4. Gain additional experience through part-time jobs, internships, and participation in clubs and organizations. For more information on part-time work and internships, see the Internships and Part-Time Jobs section.
KNOW WHAT YOU WANT
Once you have learned about what skills you will highlight in your resume, cover letter, and interview, you can identify your preferences for the areas listed in the following table:
PREFERENCE | EXAMPLES | LEVEL OF IMPORTANCE 1-4 (1 = Important, 4 = Not Important) |
Industry | Consulting, Education, NonProfit, Sciences | |
Position Type/Job Title | Management Trainee, Volunteer Coordinator | |
Geographic Location | >City, Suburban Area, Small Town, Open | |
Schedule | Regular, Day/Evening/Overnight, Flexible | |
Salary | High, Moderate, No Preference | |
Travel | Frequent, Occasional, Never | |
Work Environment | Collaborative, Competitive | |
Work Style | Team Oriented, Independent, Combination of the Two | |
Relationships | Importance of Building Relationships with Colleagues–High, Moderate, Low, Not Important | |
Recognition | Public Recognition, Private Recognition, Monetary | |
Variety | Important? Not Important? | |
Organization Size | Large, Medium, Small | |
Diversity | Ethnicity/Race, Gender, Value Demonstrated by Organization | |
Advancement | High/Moderate/Little to No Opportunity | |
Values | Focus on Sustainability, Charitable Giving, Volunteering | |
Professional Development | Availability? | |
Education Level | College Degree, Advanced Degree |
Next, rank order the preferences you selected, beginning with your three highest expectations. Which three items are essential to your satisfaction with a job? Your first three choices should be the ones that are most important to you as you evaluate a job.
CREATE A CAREER MISSION STATEMENT
Finally, write a concise, clear statement about what type of work you want to attain and the skills you will use in that job. Include what you intend to do in your work, along with the skills you will use and your three highest preferences from the previous chart. Here is an example: “I am interested in an insurance sales position that is client-focused, allows me to travel occasionally, and is within the Southeast.”
Follow up your written career mission with an intention statement. Your statement can begin with language such as “I will achieve this goal by...” or “I intend to achieve this career mission through...”
TAKE ACTION
Now you can clearly and authentically communicate to potential employers and those you are networking with what your career plans are. You will be able to articulate your fit with a company or organization because you have determined your personal career needs and what skills and abilities you have to offer. Use your intention statement from above to outline your plan for WHAT type of work you will pursue, WHEN you will participate in networking activities, and HOW you will move forward with the job search. You can work with your Career Consultant to plan your action steps.
JOB SEARCH METHODS
Most successful job seekers employ a variety of search methods in order to secure a position. In general, students who had an easier time finding a job had a concrete vision of what they were looking for, were able to articulate it, and didn’t give up. After you have reflected on what you have to offer and what you would like to do, you can utilize the following tools to assist in your search. Note that you can combine several of these techniques to help you land a position.
A. ON-CAMPUS RECRUITING
Last year, over 650 employers visited Athens to recruit and hire UGA students for internships, part-time, summer, and full-time positions! Nearly 2,800 positions were posted through DAWGlink, UGA’s student job listing site that lists full and part-time jobs, internships, career fair dates and participating employers, and company information sessions. Through this site you can participate in interviews conducted on campus in the Career Center. See the DAWGlink and Interviewing sections for additional information.
B. GEOGRAPHICALLY
You may have a particular location or a few areas you would enjoy living in after graduation. You can employ the following techniques to help you identify potential opportunities in your desired location.
1. Identify companies that work in your desired location using the online databases ReferenceUSA (found in the Main Library’s databases) or in Career Search (found in the Resources section of our website) and create a list of your target companies.
2. After identifying organizations in your location of interest, visit company websites to see what jobs are posted.
3. Visit the local Chamber of Commerce website. Many will have a list of businesses that operate in the area.
4. Search for regional/city job boards For example: Google “Jobs in New York” to find: www.manhattanjobs.com
5. Connect with professional groups or other associations in the area to start building a local network that could assist you in identifying opportunities that may not be posted online.
C. INDUSTRY
An industry job search is one that is focused on a particular business field such as healthcare, automotive, consulting, nonprofit, etc. You can search using keywords in ReferenceUSA or in Career Search to identify industry NAICS codes. NAICS codes are assigned to all companies in the U.S. by the Federal government to classify different business types. Searching in both Career Search and ReferenceUSA by NAICS codes will help you to filter your results down to specific industries that match your interests.
You can also search for professional organizations focused on your targeted industry to expand your list of potential employers. Industry publications and other news sources may also have listings of interest to you.
D. POSITION TYPE
To search by a position type, you must first identify the position to which you are interested. Use the “What can I do with a major in…?” handouts found on the Career Center website and look for the listing of common job titles recent graduates might expect after completing their degree. O*NET and the Occupational Outlook Handbook are also listed on each handout and can give more details on what to expect in various jobs.
After you’ve identified a targeted position, try the following:
1. Search using Keywords (example: management, Java, supply chain) in DAWGlink.
2. Visit a targeted site like: www.agcareers.com. (See “What can I do with a major in…?” links).
3. Join a professional association to network or visit their online careers/jobs page. Example: Entomological Society of America.
4. Find a list of organizations that hire for that position.
E. NETWORKING
Networking is a fancy word for relationship building. True networking occurs when both parties benefit from the relationship. It is a skill you must cultivate to be successful and staying competitive in your future career. See the Networking section for additional information.
There are several ways you can network in-person. Below are a few examples:
1. Attend Career Fairs – Fall & Spring Career Fairs & niche events.
2. Participate in professional conferences, events and trade shows.
3. Attend Alumni networking events—check the UGA Alumni website for a chapter near you.
4. Conduct informational meetings with people working in the job you are interested in. See the Informational Meetings section for more information.
You can also network online. It is even something you can create if you don’t have a “large” network. See the “Leveraging Social Media” section for more information.
1. LinkedIn: Visit www.linkedin.com to learn how to effectively use the site.
• Join professional groups & contribute to group discussions
• Click on the “Jobs” tab at the top of the page or look for the “Jobs” tab in individual groups
• Present yourself professionally online. Your profile should reflect what’s on your resume!
2. Twitter: Identify leaders in the field or companies that tweet out jobs. Go to www.twellow.com or www.wefollow.com to identify targeted users.
3. Facebook: Follow company pages or visit the NACE social jobs partnership: www.facebook.com/socialjobs.
F. VALUE BASED
Another method to search for positions may be based on your personal values. Certain organizations may be more conducive than others and you may find it more satisfying working for an employer that supports these. Values can range from work/life balance to a religious preference to a focus on philanthropy, among others.
To find organizations that are a fit, Google what you’re looking for (example: “Top Philanthropic Companies”) and create a list. You can also visit company sites and look for a “Giving Back”, “Community” or “Philanthropy” listed on their webpage; use keywords like “philanthropy”, “charity”, or “community” to search through their internal search bars. Lastly, go on your favorite charity websites and see which organizations donate to them.
CREATE A CAREER ACTION PLAN
Now that you’ve reflected on what you want and how you’re going to get there, it’s time to take action on your career mission statement. Establish attainable goals and record your progress. If what you try doesn’t work, come in to meet with a Career Consultant to try something new!
A. SET GOALS
This week I will accomplish:
Next week I will accomplish:
Ultimate goal (Career Mission Statement):
B. MONITOR YOUR PROGRESS
Keep track of who you are contacting and save emails into a specific folder or consolidate into a single document. Be sure to keep a list of what jobs you’re applying to so you can better remember what the job entails if they contact you.
C. TIMELINE
The earlier you start your job search the better. Many companies that are looking for summer interns or May graduates recruit on UGA’s campus in the fall and may or may not come back in the spring semester, though there are certain industries and organizations that are exceptions to this rule. However, note that a big part of job searching is networking and that takes time. The more time you put into it (and the earlier!) the more you will get out of it.
D. TROUBLESHOOTING: YOU APPLIED BUT STILL DON’T HAVE A JOB
IF you never received a callback on your resume
THEN get your resume critiqued.
IF you got an interview but didn’t receive an offer
THEN do a mock interview with a Career Consultant.
IF you were told your education/background wasn’t a good fit
THEN consider getting additional skills/education.
DAWGLINK
TIPS AND INSTRUCTIONS
DAWGlink is an online system that lists internships, part-time and full-time positions. Additionally, you can see employer career fair registrants and company information session dates. There are multiple ways you can search for positions.
Log into DAWGlink using your MyID and Password
Next, click on the “Jobs” tab, then select “Jobs” again
SEARCH METHODS
1. Select “Position Type” to filter results
2. Use the “Keyword” to further narrow your results should they be too large
3. Use “Advanced Search” to select multiple criteria to search simultaneously
KEYWORDS
If you choose to search with a keyword, be aware that the system is very literal. For example, if you put in the word “Manage” it will only pull up results that exactly match that word. If you are interested in managing, being a manager, or working in management, type a partial keyword followed by an asterisk to pull up more results. Typing in manag* should show even more postings.
FAVORITES
Click on a job title to see more information about the position. If you would like to come back to the job posting later, click on the star beside the job title at the top of the page. This will save it under the “Favorites” tab.
EMAILS ABOUT NEW POSTINGS
To receive DAWGlink emails when new positions are posted in that match your search criteria, click on “Advanced Search”. Enter in a keyword that matches the positions you are looking for or enter other search criteria. Before clicking submit, be sure to check the open box beside “Save As” in the “Search Agents” section and label your search. Click “Submit.”
If you like the results you found and would now like to receive emails, click on the “Search Agents” tab, then the “Schedule” button, enable the agent, set how often you would like to be emailed, and click “Submit.”
If you like the results you found and would now like to receive emails, click on the “Search Agents” tab, then the “Schedule” button, enable the agent, set how often you would like to be emailed, and click “Submit.”
NO SHOW POLICY
Failure to appear for an on campus interview is a discourtesy, which recruiters and the Career Center take very seriously. A significant number of “no shows” may result in recruiters not returning to campus and could permanently affect future UGA students seeking employment.
Students unable to keep an appointment for a campus interview must cancel the interview through DAWGlink by 12:00 noon, two working days prior to the scheduled interview time. Students who fail to cancel their interviews in time and students who fail to appear for scheduled interviews may lose their interviewing privileges at the Career Center and have their DAWGlink accounts suspended.
For more DAWGlink tips and assistance, meet with your Career Consultant by calling (706) 542-3375.
AVOIDING JOB SCAMS
The UGA Career Center’s online system, DAWGlink, allows employers to connect with UGA students and alumni. While we screen employers and the positions they post, it is very important that you as a job seeker exercise common sense and caution when applying for jobs.
How To Identify A Scam Job Posting:
• You must provide your credit card, bank account numbers, or other personal financial documentation. Some examples include:
- You are offered a large payment or reward in exchange for allowing the use of your bank account (often for depositing checks or transferring money).
- You receive an unexpectedly large check (checks are generally sent or deposited on Fridays).
- The employer will sometimes tell you that they do not have an office set-up in your area, and will need you to help them get it up and running.
• The posting appears to be from a reputable, familiar company (often a Fortune 500). Yet, the domain in the contact’s email address does not match the domain used by representatives of the company (this is typically easy to determine from the company’s website).
• The posting neglects to mention the responsibilities of the job. Instead, the description focuses on the amount of money to be made.
• The employer responds to you immediately after you submit your resume. Typically, resumes sent to an employer are reviewed by multiple individuals, or not viewed until the posting has closed.
• Watch for anonymity. If it is difficult to find an address, actual contact, company name, etc.–this is cause to proceed with caution. Fraud postings are illegal, so scammers will try to keep themselves well-hidden.
• The posting includes many spelling and grammatical errors.
• You are asked to provide a photo of yourself.
If A Job Seems Too Good To Be True:
If you feel uncomfortable with some of the information requested, or something just doesn’t seem right, research the employer to gather more information.
• Look at the company’s website. Scammers often create quick, basic web pages that seem legit at first glance. Check to see if the open position is posted on the company’s website.
• When you Google the company name and the word “scam” (i.e. Acme Company Scam), the results show several scam reports concerning this company. Another source for scam reports is: www.ripoffreport.com
• Google the employer’s phone number, fax number and/or email address. If it does not appear connected to an actual business organization, this is a red flag. Consider using Better Business Bureau (www.bbb.org/us/consumers/), Hoovers (www.hoovers.com/) and AT&T’s Anywho (www.anywho.com/) to verify organizations.
If You Identify A Potential Scam:
• Please notify the Career Center immediately by calling (706) 542-3375.
• End all communication with the employer, and if personal information was disclosed, monitor your accounts over the next few days, to be on the safe side.
If You Have Become A Victim Of A Scam:
The Federal Trade Commission (FTC) has provided the following instructions for students who have responded to fraudulent postings:
• The student should immediately contact the local police. The police are responsible for conducting an investigation (regardless of whether the scam artist is local or in another state).
• If it is a situation where the student has sent money to a fraud employer, the student should contact their bank or credit card company immediately to close the account and dispute the charges.
• If the incident occurred completely over the Internet, the student should file an incident report with the United States Department of Justice at www.cybercrime.gov/, or by calling the FTC at: 1 (877) FTC-HELP or 1 (877) 382-4357.
For more information, please visit the FTC website to view a video on job scams at www.ftc.gov/jobscams
INTERNSHIPS AND PART-TIME JOBS
WHAT IS INTERN FOR A DAY?
The Intern For a Day program is a one to five day, non-paid job shadowing opportunity with a company of interest.
The Career Center has an organized job shadow program that runs every fall and spring semester. Participants are matched with an employer or corporation and are given the chance to experience the day-to-day aspects of a job or career field.
It is a great way to gain insight and experience while building your professional network. It is open to all students; no prior experience is necessary!
How can you get involved?
1. Visit the Career Center’s Intern for a Day webpage to read more about job shadowing.
2. Attend an orientation session (schedule posted on the Career Center website) and hear more about available opportunities.
3. E-mail extern@uga.edu or call (706) 542-3375 for more information.
TIP: Talk with a professional in your area of interest. He or she may be willing to set up a job shadow with you separate from the Intern for a Day program.
INTERNSHIPS AND PART-TIME JOBS
A foot in the door
Many jobs are never advertised externally because companies find they can recruit from within their own ranks. As a part-time worker or intern, you’ll have access to the company’s internal publications and job advertisements, putting you in the right place at the right time – and often with the right experience – to win a full-time position.
Proof of your transferable skills
A part-time job or internship will give you real-world experience solving problems, dealing with clients and coming up with ideas. Even if your position is unrelated to your career goal, you will have picked up valuable skills. In an interview, you will be able to recall examples of your accomplishments to prove you can actually do what you claim you can do.
Networking opportunities
One of the most powerful ways to find a job is through networking. Creating a large personal network will give you ample opportunities to meet people – and the more people you meet, the more work opportunities you are likely to hear about. Don’t just think about the co-workers you will meet—also consider the people you meet every day through your job. For example, if you’re serving customers, you’ll have hundreds of opportunities throughout the day to make a new connection.
Valuable references
Most employers ask for at least two references before making a new hire so they can check your credentials and get a second opinion on you as a potential member of the staff. If you work hard to succeed in your job, you’ll be able to ask your boss for a reference, knowing it will be positive. A glowing reference that proves you are a valuable employee will smooth your transition into a full-time career.
Resource: Job Postings Magazine, October, 2007. Written by Erin Smith.
FINDING A PART-TIME JOB ON DAWGLINK
1. Login to DAWGlink at www.career.uga.edu
2. Click on the “Jobs” tab at the top of the screen
3. Under “Position Type,” select Part-time Jobs
4. Find the part-time job that is best for you
For help finding a part-time job, contact Aaron Brown at agb@uga.edu
To find a Federal Work-Study position, visit www.uga.edu/osfa/fws/index.html
CAREER FAIR PREP
Career fairs are a great way to meet recruiters, network for internships and jobs, and gather company information. Whether you are actively job searching or not, you can take advantage of the opportunity to learn more about what employers have to offer. You have a very short period of time to make a great impression, so make sure to be prepared!
STEP 1: IT’S YOUR RESUME ... GET IT RIGHT
Bring 10-15 copies of your resume. Need your resume critiqued before the fair? Make a resume consultation appointment with your Career Consultant, come to Resume Critique Days, or visit the Career Center during Walk-In Hours! For more information, visit www.career.uga.edu
Be prepared: Some employers cannot accept hard copy resumes and will ask you to apply online. This is to comply with federal regulations about the way employers keep data on applicants.
STEP 2: LOOK SHARP
Dress professionally. Career fairs require the same attention to attire as an interview; in essence, career fairs are your first interview. A dark suit is always appropriate. Make sure your clothing is ironed. Wear comfortable, professional, polished shoes. See the Interviewing Tips section for additional information.
Cologne, perfume, & cosmetics. Be conservative with perfume and makeup; when in a small space, even a little perfume may be too much (particularly if someone is allergic), so consider not wearing any.
Backpack. If you can go without your backpack, do so. Carry a portfolio with a notepad, copies of your resume, a pen, and any other pertinent information. If you are also carrying a purse, keep it small.
Remember to avoid: Visible piercings and tattoos.
**Turn off your cell phone and do not chew gum! **
STEP 3: DO YOUR HOMEWORK
• Review employers who will be attending the fair at: www.career.uga.edu
• Preview job descriptions and targeted majors
• Identify your top 3 to 5 employers
• Do some research! See Employer Research section for additional information.
STEP 4: YOUR APPROACH
Prepare a “30-Second Commercial.” This introduces you, states your interest in the organization, and communicates your experience related to the position(s) in which you are interested. For more information, see the Networking section.
Be confident and network independently. If you go with friends, identify a place to meet outside after the fair.
Be patient. Do not interrupt the employer or jump into a conversation he/she is having with someone else. Wait your turn; you might even pick up some valuable information as you wait!
Show enthusiasm. If you are interested or excited about a position, let the company representative know! You can do this by mentioning the company research you conducted.
Be prepared. Review the map of employer booths. Be prepared for employers to give you literature and give-away items (pens, cups, t-shirts, etc.). Do not pick up freebies from everyone because that is more to carry; you want to make the impression that you are organized and polished.
Bring your pertinent questions. Your questions will depend on your goals (career exploration vs. job search).
Types of Appropriate Questions:
• What are the characteristics of an ideal candidate?
• What are the hiring projections and trends?
• What are the staffing needs of your location preferences?
• What are the travel opportunities/requirements?
Types of Inappropriate Questions:
• What jobs are you offering?
• What is the salary for this position?
• What benefits do you offer?
• What can I do with a major in…
• What is your background?
STEP 5: CLOSING THE DEAL
• Collect business cards
• Determine follow-up: Know the next step
• Send an email or written thank you letter within 24 to 48 hours
CAREER FAIR SCHEDULE
• Spring Career Fair
January 30, 2013–12:00PM until 5:00PM at the Clasic Center–Athens, GA
• Teacher Recruitment Day
February 20, 2013–10:00AM until 1:00PM at the Tate Center, Grand Hall
• Journalism & Mass Communications Fair
March 20, 2013–2:00PM until 4:00PM at the Tate Center, Grand Hall
• Summer Job Fair
March 28, 2013–11:00am until 3:00pm at the Tate Center, Grand Hall
• UGA Alumni Career Fair
June 12, 2013–11:00am until 3:00pm at the Gwinnett Center–Duluth, GA
DID YOU KNOW?
According to UGA Career Fair Employer Evaluations, only 50% of employers felt students had adequately researched their company before approaching them at the career fair.
NETWORKING
Many have heard the term networking and thought, “This is only for the well-connected.” This is NOT true! Networking does not require that you know lots of people—it only requires that you want to know more people than you do now. All you need is preparation, time, and a lot of effort.
BENEFITS OF NETWORKING
• Explores and clarifies your major or career choice
• Gives you advice about your job search
• Validates your choice of career
• Refines your interviewing skills
• Uncovers information about a specific employer or job
GETTING STARTED
Know yourself. To facilitate this self-assessment, consider your skills, interests, personality, and values. Take a few minutes to reflect on these areas or schedule an appointment with your Career Consultant for more advice.
Determine your purpose. If you are in the early stages and exploring majors or career directions, then your purpose is to gather information about jobs and careers of interest to you. If you are in the later stages and looking for full-time employment, then your purpose is to obtain advice on how to conduct your job search and to get job leads.
Develop a list of potential contacts. Be creative! This list should include: classmates, parents and family members, parents of classmates or roommates, professors and other advisors, as well as current and former employers. Additionally, initiate new contacts through guest speakers, career fair representatives, members of professional organizations, and web-based networks.
Practice introductions. The elevator pitch, an abbreviated introduction of yourself, can be used in a situation where you don’t have much time to talk. It is also a good lead-in for telephone conversations with contacts. The elevator pitch consists of an introduction of yourself by name and university, your major, and the purpose of your networking. See the 30 Second Personal Commercial Section.
INFORMATIONAL MEETING: FACE-TO-FACE
• Ultimately, you want to end up networking face-to-face
• Start by talking to people you know well and letting them know your purpose of networking
• These initial contacts will lead to meetings with secondary contacts
• Have a list of questions to facilitate the conversation. See the Career Fair Prep section for a list of sample questions
TELEPHONE CALLS
• Have a script of your personal commercial readily available (see the 30 Second Personal Commercial section)
• Always clearly identify yourself, the reason why you are calling, and give the name of who referred you if applicable
• Suggest a follow-up conversation by phone, face-to-face, or by email
• Close by thanking the contact for his or her time
• Use this if you are familiar with the contact and know their organization’s culture is email friendly
• Do not send a message that is overly casual. Treat the email like a formal letter in regards to grammar, spelling and punctuation
• Do not start an email with “hey.” Dear Mr./Mrs. [last name] is appropriate
• Include a signature with your name, major, and contact information
• Follow the same guidelines for writing letters outlined in the Business Correspondence section
WRITTEN LETTERS
• Can be used when you have been referred to someone you do not know
• May also be used when contacting someone without the benefit of an acquaintance’s referral
• See the Business Correspondence section for samples and more information
SEND THANK YOU NOTES
Preserve the staying-power of your network! Don’t limit your thank-you letters to those contacts with whom you met face-to-face. Instead, acknowledge the assistance of everyone who was instrumental in your network. Your consideration will reinforce the positive impressions made during your contact and present you as organized and attentive to details.
30 SECOND PERSONAL COMMERCIAL
Networking happens in a variety of settings. There are formal settings, like information sessions or career fairs, and there are informal settings, like when you run into a recruiter on an elevator, or find yourself unexpectedly speaking to a potential career resource. How can you make a positive impression in a short amount of time?
Prepare your own personal commercial! Having a planned response that highlights your experiences and strengths in a concise (30 second) blurb will help you portray yourself as confident, prepared, and memorable. If you forget a detail, it’s OK. Just get down the major points that you want to convey.
In your personal commercial, you want to include the following:
• Your name, major, and class standing at UGA.
• The skills and experiences you have that connect you with that employer (for example: a related internship, leadership experience, or class project).
EXAMPLE:
You know that Children’s Healthcare of Atlanta will be at the Career Fair. You decide to approach the recruiter to discuss research positions. You don’t know much about the exact positions available, so you only describe your overall research qualifications.
“Hi. My name is __________. I’m a third-year Microbiology student at The University of Georgia. I’d like to find out about your summer internships in research. I’ve completed (and enjoyed) numerous science classes with labs, including biology and chemistry. Last summer, I volunteered in Emory University’s Clinic, so I am familiar with the hospital environment.”
#1 NETWORKING RULE:
When contacting new resources, be sure to explain who you are, how you found them, and what you would like to discuss. Do not discuss job openings unless you’re referring source has specifically indicated that this is appropriate!
TELEPHONE BLOCKS
You won’t always be successful reaching your intended contact right away. Here are some common “blocks” you may encounter. The following direct and polite responses can be very helpful.
BLOCK | RESPONSE |
What is this about? | I’m following up on an email/letter I sent last week. Is he/she in? |
Does he/she know you? | Yes. May I speak with her please? (Option: She is a friend of my father) |
She is out. | Okay, do you know when she will be returning calls? |
She is no longer with us. | Who replaced her position? |
I’m too busy. | I understand. When is a better time to contact you again? |
I don’t think I can help. | Whom on your staff would you suggest I contact? |
We aren’t hiring. | I’m not looking for job openings at this time and I want your advice only. Could you give me 20 minutes at 4:00pm next Thursday, or make a telephone appointment with me? |
Call Personnel/Human Resources | Since I’m looking for advice about what types of jobs there are in advertising, I need to talk with someone who is working in the field. Whom would you recommend I contact? |
We just had a lay-off and aren’t hiring. | I understand. Your business experience is the only topic I’m interested in right now. Would you be willing to meet and discuss this? |
INFORMATIONAL MEETINGS
An informational meeting is an opportunity to spend time with someone who is a professional in a career field of interest to you. It can help you build your network, tap into the hidden job market, and learn about a specific company. You must be prepared to ensure that you show respect for the time and energy put forth by the professional!
SETTING UP AN INFORMATIONAL MEETING
1. Identify a professional to contact in a career field of interest to you
• Talk to roommates, classmates, professors, family, neighbors, co-workers, professional organizations, and your Career Consultant to identify individuals of interest.
• Contrary to popular belief, most professionals are honored to talk with students about their experiences. Alumni are often eager to assist current students as well.
2. Research the professional and his/her organization/industry
• Do your homework so that you can intelligently identify specifically why you are contacting this person and what they can provide you.
• Prepare a list of 10-20 questions to ask. (See the next page for a list of possible questions.)
3. Contact the professional via phone (or in writing, if done well in advance)
Speak directly to the person. If that is not possible, explain to the receptionist why you need to speak with this person, and ask what the best procedure would be to contact him/her.
• Have a written script ready so that you adequately explain why you are calling and what you hope to get out of the meeting.
• Determine a convenient time for you to meet with this person at his/her work site or set up a phone appointment.
• When scheduling, plan for the meeting to take 30 minutes or less. Be mindful of time–don’t run over!
4. Preparation for the informational meeting
• Call to confirm the appointment the day before the actual meeting. Obtain directions and parking information.
• Choose an outfit to wear to the meeting. Men should wear a nice shirt, tie, blazer, and good shoes. Women should wear a dress or suit as well as hosiery and heels. Remember, you are visiting a place of employment and need to look business-like.
• Put together a portfolio with paper and pens and copies of an updated resume to take with you. Be sure to write down your questions in the notebook!
• Always remember: An Informational Meeting is NOT a sneaky way to ask for a job!
5. During the actual interview
• Arrive at least 15 minutes early, and check in with the receptionist. Be courteous to everyone who you meet, especially receptionists.
• Shake hands and introduce yourself.
• Be conscious of time. Do not spend more than the allotted time, unless the professional initiates extra time.
• At the end of the meeting, thank the person for his/her time, shake hands as you leave, and gather business cards so you know where to send future correspondence.
6. Immediately after the meeting
• Find a quiet place to sit and write down all of the answers to the questions that you asked. Jot down information about any follow-up activities that were discussed or names of other professionals to contact
• Within 24-48 hours, send a typewritten or handwritten thank you letter to the professional.
TELEPHONE SCRIPT IDEAS
1. Provide a brief introduction of yourself for the professional. State that you are a student who is seeking advice and information on this person’s career or industry.
2. Share how you found out about this person (through your roommate, through a neighbor, LinkedIn, etc.).
3. Identify what you hope to get out of a meeting with this person (Information on the person’s current job? Information on the person’s career? Information on a general career field?).
4. Once the meeting date has been established, verify the specific address, location, date, and time before you hang up.
5. Use this as a model, but make changes that work for you. The most successful salespeople use a script that works for them and they stick with it!
OPENINGS AND BRIDGES
Some suggestions on howv to start a dialogue and explain your interest in a person:
“Because of the outstanding reputation of your company, and its leading position in corporate security, your advice would be most valuable to me at this time.”
“I have no expectations that you have a position at XYZ Corp. for me. Your comments and advice about the future prospects in the industry as a whole are what I would like to discuss.”
“Your reputation as a civic leader, often quoted in local publications, has prompted me to seek out information about your background and career history.”
“As one of the top executives in the field of _______, your expertise in what it takes to succeed in your industry must be sought often. Would you meet with me to give me the benefit of your guidance?”
THE QUESTIONS TO ASK
• How did you get started in this field?
• What was your educational background?
• What are your major responsibilities?
• What is the most/least rewarding aspect of your job?
• Would you choose this career again?
• What is a typical day like?
• What is the most common career path?
• What obligations does your work put on you outside of the actual job?
• What are some lifestyle considerations for this career field?
• What are some common entry-level positions in the field of __________?
• What kind of salary range and benefits could an entry-level position expect to receive?
• What kind of individual (skills/personality) would be best suited for these entry-level positions?
• What are the most important factors used when hiring?
• What is the best educational preparation for a career in this field?
• Which classes and experience would be most helpful to obtain while still in college?
• How high is turnover? How does one move within the organization?
• How do people find out about open positions in this field?
• What is the future outlook for this career?
• What are areas for potential growth/decline?
• How do you see jobs changing in the future?
• Which professional journals/organizations would be most helpful in evaluating the field?
• Who else do you recommend I talk with, and may I have permission to use your name?
• Can you recommend other types of organizations I might investigate or contact?
For more sample questions, and a complete informational meeting tutorial, visit www.quintcareers.com/informational_interviewing.html
TELEPHONE SCRIPT SAMPLE:
Hello, my name is _______________. I was given your name (or found your name) by _____________. I am a (class year) at _____________ and am interested in arranging an informational meeting. I am interested in learning more about the field of _______________ (or your position as _______________).
Is this a good time for me to try to set up a meeting with you or someone on your staff? (If not), when would be a good time for me to try to call you back?
I would like to meet with you for about a half-hour at your convenience. Would you be available to speak to me (during the week of _________________)?
*Portions of this section were adapted with permission from The University of Virginia’s Career Guide.
FEDERAL JOBS
THE NATION’S LARGEST EMPLOYER IS HIRING
More than half of all current federal employees are eligible to retire. Unlike other employers, the federal government will never go out of business!
THERE’S A JOB FOR EVERY INTEREST
There are federal jobs suited to every interest and skill, from architecture to zoology.
YOU CAN MAKE A DIFFERENCE
The work that government employees do has an impact on the life of every American. You can play a vital role in addressing pressing issues.
THERE ARE FEDERAL JOBS AROUND THE COUNTRY
Only 16 percent of government employees work in the Washington DC area, and over 50,000 work around the world!
WHAT DO FEDERAL GOVERNMENT EMPLOYEES MAKE IN ATLANTA, GA?
GS stands for General Schedule. This is the pay system under which most domestic Federal employees fall. | |
GS-5 | College Grad with four-year degree |
GS-7 | College Grad with four-year degree and a GPA > 3.0 |
GS-9 | Masters Degree |
GS-11 | PhD or Professional Degree |
WHERE DO I START?
1. Consider a student program: Some programs you may pursue include the Internship Program, Recent Graduates Program, and Presidential Management Fellows (PMF). For information on these programs, visit www.opm.gov/hiringreform/pathways/
2. Do some research: Visit www.makingthedifference.org for a variety of resources, step-by-step instructions on starting your job search and testimonials from federal employees.
3. Prepare a federal resume: See our government resume resources on the Career Center website.
4. Check current openings: Visit www.usajobs.gov for a listing of current job openings and contact information. USAJOBS is the U.S. Government’s official system/program for federal jobs and employment information
5. See your Career Consultant: Your Career Consultant can help you craft a federal resume, find positions, and more.
PERCENTAGE OF FEDERAL JOBS BY REGION
Many people think that most federal government jobs are located in Washington, D.C., but that’s hardly the case. You may be surprised to learn that the majority of federal jobs are located outside the greater Washington, D.C. area! The data below (from Fed Scope) reflects the percentage of federal government jobs by region:
• Northeast: 3.0%
• Mid Atlantic: 8%
• Washington, D.C.: 8.2%
• South Atlantic: 34.0%
• East South Central: 5.6%
• West South Central: 10.5%
• Pacific West: 13.3%
• Mountain West: 8.2%
• West North Central: 5.1%
• East North Central: 8.3%
• Overseas: 0.7%
LEVERAGING SOCIAL MEDIA
Did you know you could use social networking sites to job search? These sites can give you job leads and help you establish a professional network, but you need to be careful how you present yourself online. Be sure your image is always professional.
*Review your privacy settings periodically (not just during your search!) to ensure your information is safely guarded.*
There are three ways to find jobs on LinkedIn:
1. Click on the “Jobs” tab on the home page when you log in
2. Click on the “Jobs” tab located in group pages. Be sure to click on “Career Discussions” to see job postings from group members.
3. Click on the “Job Discussions” tab in the left panel after you click on the “Jobs” tab within a group to see postings from group members.
To find a professional group that aligns with your interests, ask your professors for suggestions, look at the “What can I do with a major in…?” handouts found on the Career Center webpage, or search using various keywords in the search box at the top of the page.
TIP: Don’t forget to select the correct category from the drop down menu beside the search box!
Career Advice: There are several groups, professional and alumni based, that you can join and post discussion topics. This is a great forum for you to pose questions on best practices in your field, ask for job search tips, and to stay up to date on current industry news.
JOIN THE UGA ALUMNI LINKEDIN GROUP AND NETWORK! |
Company Pages: Many will have a “Careers” tab at the top. You can also connect with current employees in your job/field of interest by keyword searching after clicking on “See all connections in your network.”
Identifying Networking Paths: LinkedIn has a unique feature of identifying how you are connected to various professionals. Those who you are directly connected with are 1st contacts. A 2nd contact icon will show when you have a 1st contact who knows the 2nd contact personally. These icons are displayed when you view group members, company profiles, and so on. Remember, networking is the number one way people find jobs!
Who to Follow: Create a professional account and follow companies, individual hiring managers, or other users who can give you solid leads on job openings or other career tips. While certain companies may “tweet” job leads, others might use this as a tool to promote their business, inform customers of sales and specials, or simply for leisure use.
Identifying Users: Visit wefollow.com or twellow.com to identify users grouped by industry. Comment on posts or share resources to start building a relationship with targeted users.
TIP: Follow the UGA Career Center’s “Jobs” list for job postings.
Company Pages: You can “like” various companies and their products through Facebook to get updates about the group on your main wall feed. You can see their upcoming events or post on their walls to further interact (make sure to use proper grammar and punctuation! No “text talk.”)
Privacy: Consider cleaning up your current account or creating a professional account. Areas of your profile that you may want to pay attention to include your birth date, religious and political views, controversial music/TV shows/movies, etc. Employers can see more of your information than you may realize.
TIP: Review your privacy settings EVERY time Facebook updates or changes their policies and/or software. Settings have been known to get lost.
CHAPTER 3: RESUMES
RESUME TIPS AND SAMPLES
1. The top half of your resume could either make or break you. By the time recruiters have read the first few lines, you have either caught their interest, or your resume has failed.
2. Highlight skills, achievements, and what you learned. Do not create a duty list (Example: mopped floors). Use this space to discuss things that are relevant to the job.
3. In most cases, your resume should not exceed one page in length. Exceptions are if you are applying for a teaching position, formatting a federal resume, have a Master’s degree, or at least 10 years of full-time experience.
4. Format, Format, Format. Only use one font type and size. Except for your name (16-18 pt. font), font size should be 10-12 point and easy to read. Margins should be between .5 in and 1 in. Make items stand out by using bold, italics, all caps or small caps, and underlining. Print your final version on quality white or ivory paper.
5. Don’t undersell yourself! All of the experiences that you have had in college are important. These include part-time jobs, student organizations, leadership experience, relevant class projects, and more!
6. Make it your own. There is no exact formula for the perfect resume—include sections that highlight your individual experience. Put the most relevant and recent information first.
NEED RESUME HELP?
Attend a resume workshop, stop by your Career Consultant’s satellite hours, or call the Career Center front desk at (706) 542-3375 to schedule an appointment with your Career Consultant. Visit www.career.uga.edu for dates, times, and additional resources!
RESUME CHECKLIST
• One page in length
• Tailored to the position for which you are applying
• Neat, well-organized, and easy to read
• Consistent in formatting, font, and content
• NOT a Microsoft Word Template
• Checked for spelling errors, proper grammar and punctuation (Note:
• Word does not spell check words that are in all CAPS!)
• Appealing to the eye
• Printed on quality, neutral-colored paper
• Uses strong action verbs and power words
• Free of spelling errors
• Avoids high school information (after your first year in college)
• Avoids “Duties included…” and “Responsible for…”
• Uses numbers, such as percentages or amounts of money
• Has been proofread by at least 3 people (one of them should be your Career Consultant!)
• Avoids personal pronouns like “I” or “my”
FEDERAL AND TEACHING RESUMES
Note that crafting a federal resume and a teaching resume is different than the examples provided in this section. Additional resources for these types of resumes may be found on the Career Center’s website at www.career.uga.edu
PERSONAL INFORMATION
• You want to present a professional image. E-mail addresses such as “brewdawg@gmail.com” or “sassy@email.edu” may have personal meaning to you, but to employers, they represent someone who lacks professionalism.
• The phone number is another chance to present a professional image. Make sure that the greeting on your cell phone is professional and business-like. If you provide a home phone and have roommates, make sure that you have a system for getting your messages.
• Do NOT include information such as marital status, gender, etc.
• If you only have one address, there is no need for both the present and permanent to be listed.
OBJECTIVE STATEMENTS
An objective statement is most effective if it provides clarification for the reader. For example, if you have a broad major (such as sociology or management), you are seeking an internship, or you are seeking a position that is not closely related to your major, you may consider using an objective.
A good objective statement answers the following:
1. What type of positions you are seeking (internship or entry-level).
2. What type of company/industry/job you are seeking (human resources, operational management, sales).
3. What qualities you bring to the job (your strengths).
EDUCATION
• Make sure you know the official name of your degree! The full title of all degrees can be found at www.bulletin.uga.edu
• Know your GPA. Cumulative = classes taken at UGA. Overall = all classes taken anywhere. Major = classes within your college.
• Include GPA if it is over 3.0.
EXPERIENCE
• This can include work experience, internship experience, leadership experience, etc.
• Start all sentences with strong action verbs (A list is available later in this section).
• Use numbers, percentages, and amounts of money to describe job duties. Go beyond the job description—what made you stand out?
• Include experiences that line up with the skills and abilities desired in the job description.
REFERENCES
Carefully choose job references that compliment your resume. A good reference should be someone who confirms the details of your resume and offers positive feedback regarding your work or educational skills and experience. They should ideally have known you for at least one year—preferably three. Your list of references should include 3-5 of the following:
• Former and/or current supervisors
• Colleagues and/or subordinates
• Former customers/clients
• Former professors
• Contacts from volunteer work or student organizations
References should not be included in your actual resume. Include them on a separate sheet. Do not submit references to employers unless they have been requested. See an example reference page in the Business Correspondence section.
ONLINE RESUME BUILDER
Through www.uga.optimalresume.com, you have access to over 35 resume samples— use the samples to help with resume formatting or create your own from scratch!
Use this site to:
• Create a high-impact, professional resume based on your career goals
• Download your materials in a number of formats
• Present your resume online
• Manage an unlimited number of resumes from one central location
• Share your resumes with your network on your own professional website and across social networking sites
TIP: Use The University of Georgia Career Center’s online resume builder at www.uga.optimalresume.com
Resume 1 Starts with a clear objective that highlights specific skill sets needed for position. Includes numbers, dollars, and percentages. |
RESUME SAMPLES
The sample documents on the following pages may be used to help you gain a better understanding of resume design and content presentation.
Resume 2 Includes server and retail experience. Transferred to the University of Georgia. Participated in “Intern for a Day.” |
Resume 3 MIS major, includes relevant technical skills. Summary of qualifications provides overview of most relevant skills for particular position. |
Resume 4 Includes study abroad and leadership experience. Highlights internship experience and explains the value of the certificate being pursued. |
ACTION VERBS
The categories in bold on the following pages are qualities employers often say they want demonstrated on a resume! Use the associated action verbs to describe your experiences.
ACTION VERBS: COMMUNICATION | ||
Address Advertise Arbitrate Arrange Ascertain Author Brief Collaborate Communicate Compose Confront Consult Contact Convey Convince Correspond Define Describe Develop Direct Document Draft Edit | Elicit Enlist Explain Express Follow-up Formulate Incorporate Influence Inform Interact Interpret Interview Involve Lecture Market Mediate Meet Moderate Motivate Negotiate Network Observe Outline | Participate Persuade Present Promote Publicize Publish Question Reconcile Recruit Refer Reinforce Report Resolve Respond Solicit Specify Speak Stipulate Suggest Summarize Synthesize Translate Writ |
ACTION VERBS: CREATIVE | ||
Act Adapt Advertise Begin Broaden Combine Compose Conceive Condense Conceptualize Conduct Create Customize Demonstrate Design Develop Direct Discover Display | Dramatize Draft Draw Entertain Establish Execute Exhibit Explore Fashion Forge Formulate Found Illustrate Imagine Improvise Initiate Institute Integrate Introduce | Invent Market Plan Present Produce Recommend Redesign Rehearse Remodel Renovate Replace Revise Revitalize Shape Sketch Spearhead Transform |
ACTION VERBS: FINANCIAL | ||
Account for Adjust Administer Allocate Analyze Appraise Audit Balance Budget Calculate Compute Conserve | Control Correct Determine Develop Estimate Finance Forecast Manage Market Measure Monitor Net | Plan Prepare Procure Project Purchase Qualify Reconcile Reduce Research Retrieve Transfer |
ACTION VERBS: HELPING | ||
Adapt Advise Advocate Aid Answer Anticipate Arrange Assess Assist Clarify Coach Collaborate Contribute Cooperate Counsel Deliver Demonstrate | Diagnose Educate Enable Encourage Enlist Ensure Evaluate Expedite Facilitate Familiarize Foster Guide Handle Moderate Observe Orient Predict | Prescribe Protect Prevent Provide Reconcile Rectify Refer Rehabilitate Represent Resolve Serve Simplify Supply Support Volunteer |
ACTION VERBS: LEADERSHIP/MANAGEMENT | ||
Accomplish Administer Account for Adjust Analyze Appoint Approve Assign Assume Attain Chair Choose Conceptualize Conduct Consolidate Consult Contact Contract Coordinate Decide Decrease Delegate Design Determine | Dispense Eliminate Employ Emphasize Enforce Enhance Establish Evaluate Execute Formulate Generate Handle Head Hire Implement Improve Incorporate Increase Initiate Institute Lead Leverage Manage Maintain | Organize Overhaul Oversee Plan Perfect Preserve Preside Prioritize Produce Propose Protect Realize Recommend Recruit Regulate Reorganize Replace Review Revitalize Reward Save Set goals Schedule Streamline |
ACTION VERBS: ORGANIZATIONAL | ||
Approve Arrange Categorize Classify Code Collaborate Collect Compile Conserve Consolidate Correct Diagram Distribute Enlist Execute Expedite Extract Generate Identify | Implement Incorporate Inspect Integrate Join Log Maintain Monitor Obtain Operate Organize Prepare Prioritize Process Purchase Record Reshape Reorganize Respond | Retrieve Revamp Review Revise Schedule Screen Set up Shape Specialize Specify Streamline Substitute Standardize Systematize Tabulate Target Update Validate |
ACTION VERBS: RESEARCH | ||
Accumulate Acquire Amplify Analyze Calculate Chart Clarify Collect Compare Conduct Critique Diagnose Design Detect | Determine Discover Disprove Dissect Evaluate Examine Experiment Extract Formulate Gather Hypothesize Identify Inspect Interpret | Interview Investigate Locate Modify Organize Process Review Research Study Summarize Survey Systematize Test Troubleshoot |
ACTION VERBS: RESULTS | ||
Achieve Accelerate Accomplish Add Advance Attain Augment Award Complete Compound Contribute Decrease Double Effect Eliminate Enlarge Establish | Exceed Excel Expand Extend Fortify Improve Increase Initiate Introduce Launch Lower costs Map Maximize Measure Obtain Pioneer Prove | Reduce Re-establish Resolve Restore Selected as Solicit Stabilize Standardize Succeed Transform Trim Triple Validate Widen Won |
ACTION VERBS: TEACHING | ||
Accept Adapt Advise Analyze Apply Appreciate Assess Assign Categorize Challenge Choose Command Communicate Conduct Consider Cooperate Coordinate Correct Define Demonstrate Designate Develop Direct Discipline | Educate Enable Encourage Evaluate Excite Explain Explore Facilitate Focus Generate Guide Head Hypothesize Identify Implement Incorporate Indicate Individualize Inform Initiate Instruct Interact Integrate Investigate | Model Modify Motivate Organize Persuade Postulate Praise Question Reinforce Research Reward Set Goals Set Standards Simplify Solicit State Stimulate Structure Synthesize Teach Thank Theorize Train Tutor |
ACTION VERBS: TECHNICAL | ||
Activate Adapt Apply Appraise Assemble Begin Build Calculate Compute Configure Conserve Consolidate Construct Contrive Convert Coordinate Create Define Deliver | Design Detect Determine Develop Devise Display Engineer Exhibit Fabricate Formulate Fortify Implement Install Integrate Maintain Navigate Operate Overhaul Participate | Program Reconfigure Rehabilitate Remodel Repair Rectify Regulate Resolve Retrieve Screen Service Solve Streamline Supply Survey Train Troubleshoot Upgrade |
CHAPTER 4: BUSINESS CORRESPONDENCE
GENERAL TIPS
Understanding job search correspondence will be important in making the right impression on an employer. All emails, letters, and thank you notes that you send are a reflection of your professional image or “brand.” Make sure that you take the time and effort to leave the impression that you want!
All job search correspondence types may be emailed or handwritten/typed. The Career Center, however, recommends doing both! Why? First, speed counts in the job search and quick and professional follow-up via email reinforces both your interest and candidacy. Second, a follow-up handwritten or typed letter serves as an additional “touch point” in the job search and will help differentiate you among a sea of potential candidates.
When emailing any kind of job search correspondence, be sure to use the same care, consistency, and professionalism that you would if you were hand-mailing a letter. Specifically, be sure to follow these email guidelines:
• Send from a professional email address (jillwhite67@email.com, NOT hotgal52@email.com)
• Address your employer contact using a professional salutation (Dear Ms. Benton, NOT Hey Penny,)
• Check your email’s grammar, spelling, and punctuation. Be sure to use complete sentences.
• Include your full name and contact information in the closing or email signature.
DO THIS:
Sincerely,
Jill White
The University of Georgia, Psychology Major
Email- jillwhite67@email.com
Phone- 706-555-1234
NOT THAT:
Best,
Jill
BASIC SAMPLE LETTER
The letter below, along with the corresponding “Sample Letter Key” that follows it, will help you understand the various components of a basic, business letter.
1. Your Street Address
City, State, Zip
2. Month, Day, Year
3. Mr./Ms./Dr. Name
Title
Name of Company/Organization
Company’s Street Address
City, State, Zip
4. Dear Mr./Ms./Dr.:
5. Paragraph 1: The opening paragraph introduces you to the employer. Relate the position title, how you learned about the opportunity, and why you are the best candidate for the job, based on the qualifications mentioned in the job listing.
6. Paragraph 2: The middle paragraph establishes why you are the strongest candidate for this position through discussion of your skills and experiences. Include examples of when you have used one or two of your strongest qualifications, explaining how those experiences relate to the needs of the employer. Be specific about why you believe these qualities relate to the position and how you fit what they are looking for. Mention why are you interested in this specific employer and this particular job.
7. Paragraph 3: The conclusion reinforces your earlier assertions that you are a strong candidate and that you are truly interested in the job and the company. This is where you indicate how you intend to follow up. Refer to your enclosed resume. Point out your contact information.
8. Sincerely,
9. (your handwritten signature)
Your Name Typed
10. Enclosure(s)
Sending an email?
When emailing, remove steps 1 through 3 above.
BASIC SAMPLE LETTER KEY
Use the information in the following “Sample Letter Key” to learn more about the components/sections of the preceding sample business letter.
1. Sender’s Address: Begin with your current address. You do not need to include your name in this heading.
2. Date: This should be the date that you are writing the letter.
3. Employer’s Address: Do not assume that a person uses the title “Mrs.” Always include the person’s title. If you don’t have the address, look it up on the company’s website.
4. Greeting: Refer to the reader by his/her last name, not the full name unless you are unsure of the contact’s gender. Use a colon after the greeting, not a comma.
5. Paragraph 1: Answers “Why am I writing?”
• Identify the position and the company.
• Indicate specifically how you learned about the position.
• Why you are interested in this job.
• Introduce basic information about yourself that explains why you would be the best candidate for the position.
• If you are not writing about a specific position, include as much of the above information as possible.
6. Paragraph 2: Answers “Who am I, and why should you hire me?”
• Relate your skills, experiences, and qualities that would benefit you in the position.
• Synthesize your experiences and skills. Do not simply rehash your resume
• Highlight one or two of your strongest qualifications AND explain how they relate to the needs of the employer.
• Explain why you are interested in the employer and the position.
7. Paragraph 3: Answers “What is my next step?”
• Refer the reader to your enclosed resume (and other documents).
• Reiterate your strong interest in the position/organization.
• Specify how you intend to follow up.
8. Closing: Close with the word “Sincerely.”
9. Handwritten and typed signatures: Handwrite your signature when you send a hard copy of a cover letter. Press enter twice, and type your name.
10. Enclosures: Indicate what other documents may accompany the cover letter, such as the resume or an application.
TIP: Count the times you used “I” language and the amount of times you addressed the organization. Try to balance this as much as possible. Address how your background matches the qualifications on the job description or how you meet other company needs.
SPECIFIC CORRESPONDENCE SAMPLES
SAMPLE JOB DESCRIPTION AND TAILORED COVER LETTER
Job Description
TAILORED COVER LETTER
A tailored (or targeted) cover letter helps differentiate your candidacy by highlighting specific skill sets that support those identified in the job description. Note how each point circled in the job description is addressed in the cover letter.
EMAIL CAREER FAIR FOLLOW-UP
Purpose: This type of email follow-up should be used to create another touch point during the job search process and can be used after attending a career fair, information session, or other type of recruiting event.
Employer Commentary: This is a student I met at the UGA Career Fair. I met over 75 students at this event, and she is the only one that followed up in this fashion. She is as impressive in person as she is in her follow-up email. What amazes me is that this should be standard practice for anyone interested in a job, yet only a few students actually do it. I keep looking for reasons why so many students don’t give this kind of effort in this process, and I think it is simply that many are not motivated to actually find a job. The ones that really want to work stand out like a thumb on a hand!
REFERENCE PAGE
Use the same header as your resume for consistency. Before listing any contacts, be sure they are comfortable providing a positive reference for you. They can be professors, advisors, employers, and so on.
HANDWRITTEN THANK YOU LETTER
Send a thank you letter to follow up and express continued interest with an employer after any contact (e.g., career fairs site visits, information sessions). Send it within 24-48 hours of the contact. When handwritten, indenting and using a comma after the salutation is appropriate.
ACCEPTANCE LETTER
Use this type of letter to accept a job or internship offer.
REQUEST FOR EXTENSION
Use this type of letter when you have been offered a position, but need more time to decide whether to accept or decline.
DECLINING A JOB OFFER
Use this type of letter to politely decline a company’s job offer. Remember, you never want to burn bridges!
WITHDRAWAL FROM SEARCH
Use this type of letter to withdraw your name from a search. You may do this because you have accepted another position or because you have changed your mind about the job.
CHAPTER 5: INTERVIEWING
Interviews can take place over the phone, on campus, or at the company’s location. No matter what the circumstances, their purpose remains the same: to find the best candidate for a position. Don’t make the mistake of going in unprepared!
INTERVIEWING TIPS
THREE TYPES OF INTERVIEWS
When it comes to interview questions, there are various types you may be asked. It is likely that in any interview, a combination of all types will be used. Below are the three most popular.
1. Traditional Interviews are meant to gain basic information about an applicant’s background, interests, skills, and reasons for applying.
How to Prepare: Know yourself, know the company, know the fit; tailor your answers to make them fit.
2. Case Interviews present the interviewee with a problem to solve. Getting the correct answer is not as important as your analysis of the problem.
How to Prepare: Think out loud so the interviewer can see how you solveproblems.
3. Behavioral Interviews are based on the premise that past behavior predicts future behavior on the job. Questions are situation-based and often start with “Tell me about a time when.”
How to prepare: Utilize the STAR Technique listed below:.
S.T.A.R. Technique
Situation: Describe the situation. For instance, if using a class project, what class was it for? How many people were in your group? When did it happen?
Task: What was the problem? What was your role? To use the class project example, what was your role in the group? What was the assignment?
Action: How did you handle the task? Focus on your own actions, not those of your group.
Result: What was the result of the situation? This is a VERY important part of the answer.
BASIC INTERVIEW TIPS
Before the interview:
• Research the position.
• Research the organization/employer thoroughly.
• Obtain the interviewer’s name and title.Confirm the time, date, and location of the interview.
• Identify your skills that relate to the job; review your resume, and be able to elaborate on it.
• Review frequently asked questions, practice interviewing and request feedback from others for improving your interviewing skills; do a mock interview!
• Prepare questions to ask the interviewer.
• Know the general salary range for the position.
• Plan what to wear.
During the interview:
• Arrive early. (10-15 minutes)
• Bring extra copies of your resume.
• Relax. Be yourself. Be positive.
• Follow the lead of the interviewer. (Don’t try to take over the interview.)
• Listen closely to the interviewer’s questions; ask for clarification if needed.
• Be concise in your answers; give concrete examples to back up your claims.
• Never slight a former employer or colleague.
• Be aware of your posture and body language; watch your grammar.
• Be sure to clarify any follow-up arrangements.
After the interview:
• Write a thank you letter to the interviewer(s).
• Evaluate your performance by asking yourself questions like: “How well did I present my qualifications?” “Did I use clear, concrete examples?” “What points did I make that seemed to interest the interviewer?” “How can I improve my next interview?”
• Follow up with a phone call to find out the status of your application if the employer has not contacted you within the stated time frame
SAMPLE INTERVIEW QUESTIONS
• Tell me about a time when you had to resolve a difference of opinion with a co-worker, customer, or supervisor. How do you feel you showed respect?
• Describe the way you handled a specific problem involving a person with differing values, ideas, and beliefs in your current/previous job.
• Give me an example of a time when you did not meet a deadline. How did you handle it?
• Describe the most significant or creative presentation or idea that you developed or implemented.
• Tell me about a tough decision you made. What steps, thought processes, and considerations did you take to make that decision?
• What have you done in your present or previous job that goes beyond what was required?
• Describe a situation in which you were able to use persuasion to successfully convince someone to approach things your way.
• Tell me about a course, work experience, or extracurricular activity in which you had to work closely with others. How did it go? How did you overcome any difficulties?
• What are three effective leadership qualities you think are important? How have you demonstrated these qualities in your past or current position?
• Give me a specific example of a time when you had to address an angry customer? What was the problem and what was the outcome? How would you assess your role in defusing the situation?
SAMPLE TRADITIONAL INTERVIEW QUESTIONS
• Tell me about yourself.
• What are your greatest strengths and weaknesses?
• How would a friend or professor describe you?
• What motivates you to put forth your greatest effort?
• What two or three accomplishments have given you the most satisfaction? Why?
• Why did you select your college, the university, or your major?
• What do you know about our organization?
• What are your career goals?
SAMPLE CASE INTERVIEW QUESTIONS
• How many golf balls can you fit in a swimming pool?
• How many pennies, standing end to end, would it take to reach from the ground to the top of the empire state building?
• How many telephones are there in the U.S.?
• How would you redesign an ATM machine to make it more user-friendly?
COMMON QUESTIONS TO ASK EMPLOYERS
• How much travel will be involved in the position?
• How would you describe the work environment? Company culture?
• What type of training program or orientation does a new employee receive?
• What are the immediate challenges and objectives facing the individual in this position?
• What is the typical career path of someone in this position?
• What are the next steps in your search process, and what is your hiring timeline for this position?
• Can I provide you with any additional information to assist you in your hiring decision?
ON-CAMPUS AND ON-SITE INTERVIEWS
ON-CAMPUS INTERVIEWS
The UGA Career Center has 16 interview rooms that employers use to conduct interviews with UGA students and alumni. The rooms are located on the 2nd floor of Clark Howell Hall. All on-campus interviews are coordinated through DAWGlink.
On-campus interviews give an employer the opportunity to meet a series of candidates and determine initial fit. Likely, the interview will be around 30-45 minutes long, and will be one of the first steps in the interview process.
Typical 30 Minute On-Campus Interview:
• Small talk–5 minutes.
• Mutual discussion of your experience as it relates to the needs of the employer–15 minutes
• Candidate’s questions–5 minutes
• Wrap-up–5 minutes
ON-SITE INTERVIEWS
An on-site interview gives the opportunity for both the employer and candidate to thoroughly evaluate each other. The employer has an opportunity to make a more in-depth assessment of the candidate; the candidate has a chance to observe the work environment, interact with staff, and gain perspective about the organization’s services and location.
THE INVITATION
Acknowledge or decline an invitation to visit an employer in a timely manner. You should only accept an invitation if you are genuinely interested in the position and have not accepted another job offer. Be sure to have a voicemail message that is clear and professional, should you miss an expected call from an employer.
Confirm your plans with your professors. Avoid conflicts with exams or project deadlines. Because interviews vary among organizations, ask for an interview schedule, including names of interviewers, when you agree to a site visit.
THE TRAVEL PLAN
Confirm who is responsible for expenses and travel arrangements before accepting an invitation for an on-site interview. Some employers will reimburse for legitimate expenses associated with the interview and some may not pay any expenses. Be sure to get directions ahead of time—not the day you are traveling. Plan for unforeseen delays, such as traffic, road construction, getting lost, etc.
THE DAY OF THE INTERVIEW
An interview can range from one to eight hours. Your visit may include multiple interviews, information sessions, tours, meals, and other activities. Most on-site visits incorporate some combination of one-on-one, behavior-based, and group interview formats. Some employers may invite many candidates to visit at one time so they can observe interactions in a group or team setting.
You typically meet with many people and may answer the same question more than once. Do not be surprised if you are asked questions you were already asked in a previous on-campus or phone interview. Remember to respond thoroughly and enthusiastically, as if it were your first time hearing the question.
You will be evaluated throughout every activity in the day, including meals. Your primary goal during meals should be to talk, rather than eat. Your manners, conversation skills, and judgment may be evaluated, especially if the position requires client contact. Order a light meal. Avoid foods that are messy or difficult to eat. When ordering, go for menu items that are mid-range in price. Avoid alcoholic beverages during interviews, although one glass of wine may be permissible.
Before leaving, find out the hiring timeline and when you should hear back from them. Collect business cards, or at least the name and title, from everyone you meet during the interview process. Remember to send thank you notes!
Did you know?
Many recruiters decide whether or not to seriously consider you for a position within the first 4 to 9 minutes.
PHONE AND MOCK INTERVIEWS
PHONE INTERVIEWS
Employers often use telephone interviews to screen and narrow a pool of applicants. It is important to prepare for a phone interview, even though it may seem like a casual conversation.
How does it work?
The employer’s first contact may be a call to arrange a time to interview, or he or she may simply begin interviewing. If you receive a call from an employer at an inconvenient time, ask if you can call back in 10 minutes; prepare and find a quiet place to return the call. Phone interviews are generally brief—30 minutes or less.
A few things to remember for a successful phone interview:
• Research the employer.
• Be sure to have a voicemail message that is clear and professional should you miss a call from an employer.
• Clarify with the employer the time zone, the length of the interview, and who will be conducting the interview.
• Make sure the interview location is quiet and free from distractions.
• Have a calendar available just in case you need to schedule another interview.
• Monitor the remaining time on a nearby clock. Respect the time parameter set by the interviewer.
• Have a pen and paper available for note taking.
• Keep your resume and notes nearby.
• Remember to speak clearly, slowly, and directly into the phone. (Using a landline is recommended).
• Having a smile on your face will produce a smile in your voice.
• Sit up straight or stand during a telephone interview to sound more confident and alert.
• Remember to send a thank you note.
WHAT IS A MOCK INTERVIEW?
Mock interviews are facilitated by your Career Consultant and are designed to replicate the type of interview that you may expect from a recruiter. Good interviewing skills are learned, and practice is the key to success.
How to schedule a mock interview:
Visit the Career Center on the 2nd floor of Clark Howell Hall or call (706) 542-3375 to set up an interview time. If this is a class requirement, please schedule the mock interview as early in the semester as possible.
The day of your mock interview:
• Please arrive early and dress for a formal interview.
• Bring a copy of your resume and a company description, job description or graduate program description for the interviewer.
• If you are unable to keep your appointment, please call the Career Center to cancel or reschedule.
TOP TEN INTERVIEW TIPS
1. Research the company, the position, and the industry.
2. Arrive 10-15 minutes early!
3. Dress for success.
4. Bring extra copies of your resume and references.
5. Have a firm handshake and display confidence.
6. Use body language to show interest.
7. Listen!
8. Ask about the next steps in the interview process.
9. Thank the interviewer(s) and follow up with thank you notes or emails
10. Have questions prepared ahead of time.
DRESS FOR SUCCESS
INTERVIEW DRESS TIPS FOR WOMEN
Grooming: Hair should be away from your face and neatly cut and styled. Wear daytime, natural-looking makeup—no heavy eyeliner or glittery shadows. Nails should be clean and manicured; avoid overly long fingernails and nail art. Lip color and nail polish should not be too trendy or bright. Perfume should be avoided — the employer may be allergic to it!
Suit: Wear conservative, two-piece matching business suits. Knee-length skirts or pant suits are both appropriate. Color should be dark grey, navy, black, or brown.
Blouse: Lighter-colored professional button-down shirt or blouse should be worn under your suit jacket. Be prepared to take off your jacket.
Hosiery: Never show bare legs! Wear at- or near- skin-toned pantyhose, and always have a spare pair in case you get a run.
Shoes: Low-heeled and closed-toe pumps are a must. Polish your shoes!
Accessories: Keep it simple. No more than one ring on each hand. No visible tattoos or piercings, except for one pair of earrings and a small necklace or bracelet. Carry either a purse or professional bag, but not both.
Did you know?
More than 70% of your first impression is what people see. Appearance is an important aspect of interviewing. Make a good impression by dressing professionaly and being well-groomed!
GENERAL INTERVIEW DRESS TIPS
• Bring a professional briefcase to carry extra copies of your resume (or portfolio), keys, pens, and breath mints.
• NO CELL PHONE — leave it in the car or at home.
• Appropriate professional dress depends on the industry. If you are unsure about what is considered appropriate, it is best to dress conservatively for the first impression.
INTERVIEW DRESS TIPS FOR MEN
Grooming: Have your hair neatly trimmed, including facial hair. Heavy cologne or other overpowering scents should be avoided. Nails should be clean and neat.
Suit: Wear a conservative dark-colored, two-piece matching business suit (of natural fibers, such as wool, if possible). Two- or three-button suits are preferred.
Shirt: Wear a long-sleeved, light-colored, button-down shirt. Shirt should fall ¼ to ½ inch below suit sleeve. Be sure to iron your shirt! Cotton shirts breathe well. Hint: Wear a white t-shirt underneath to hide perspiration and protect your suit.
Ties: Choose a tie with conservative pattern (silk ties work well) that ends at mid-belt.
Shoes: Select comfortable shoes with laces. Polish your shoes!
Socks: Wear dark-colored socks to match your suit. Socks should be worn over the calf.
Accessories: Leather belts should match the color of your shoes. No visible piercings or tattoos. Bring a portfolio.
For more information on dressing for interviews, visit:
www.quintcareers.com/dress_for_women.html
www.quintcareers.com/dress_for_men.html
BUSINESS CASUAL
When is business casual appropriate? During the interview process, it is appropriate when attending many employer information sessions when the session is more a lecture than a reception, or when your invitation clearly indicates business casual. Once you’ve landed the job or internship, your office may recognize Casual Fridays or have a less strict dress code.
What are business casual guidelines? Much like interview attire, business casual should still be crisp, conservative, and neat. It is not as formal as a full interview suit, but not as casual as attire you would wear to a sporting event or picnic. You are still in a business environment and want to be comfortable meeting even the CEO of your organization.
Basics: Wear black or khaki pants, neatly pressed, and a pressed long-sleeved button-down shirt. Polo shirts (also pressed) may be appropriate if the environment will be more casual, or outdoors. Wear a leather belt and leather shoes. Athletic shoes are inappropriate.
Busine Casual for Men: Ties are generally not necessary for business casual, but if in doubt, you can wear a tie. Facial hair, if worn, should be well-groomed. If you choose to wear jewelry, be conservative. Removing earrings is safest. Observe other men in your industry to see what is acceptable.
Business Casual for Women: Don’t confuse club attire with business attire. Follow the same rules regarding skirt or pant length and fit as you would in interview attire. In addition to tailored shirts or blouses, tailored knit sweaters and sweater sets are appropriate business casual choices. For the most conservative look, toes should be covered; sandals which are neither extremely dressy nor extremely casual might be appropriate. Thin straps and high heels are not appropriate. Chunky heels and platforms are not appropriate. Hose are not essential for business casual, but can still be appropriate in certain situations.
TIP: Not sure if the event is professional or business casual? Stick with a suit. It never hurts to slightly overdress; by dressing nicely, you pay a compliment to your host.
EMPLOYER RESEARCH
EMPLOYER RESEARCH CAN HELP
• Make an informed employment decision.
• Discover if the company is a good match for you.
• Identify the company’s needs so that you can market yourself appropriately.
• Show potential employers your initiative and enthusiasm.
• Answer questions in your interview confidently.
• Know what questions to ask of the prospective employer.
WHAT DO I LOOK FOR?
While conducting your research, you should gather information about the specific position you are applying for, the company/organization, and the industry in general.
WHERE CAN I LOOK?
The Internet: Company websites, search engines, industry websites, (Hoover’s Online, Dunn & Bradstreet’s Million Dollar Directory, Standard & Poor’s Corporation Records, etc.)
The Employer: Current employees, company literature, brochures, website, LinkedIn.com, on-campus information sessions (list of information sessions available on DAWGlink)
UGA Library: Electronic Journals via Galileo (Factiva, Lexis-Nexis and Reference USA) *Ask Resource Librarian for Assistance*
UGA Career Center Online Resources: The Vault, Career Search.
Outside Publications: Fortune (see rankings and industry standing), Forbes, The Wall Street Journal, Business Week.
COMPANY INFORMATION DATABASES ON GALILEO
http://www.libs.uga.edu/research/subject/company-information
| CWS | D&B | FA | HO | LNA | MR | PSO | NS | RUSA |
Financial Information | X | X | X | X | |||||
Key Personnel | X | X | X | X | |||||
History/Mission | X | X | X | X | |||||
Products/Services | X | X | X | ||||||
Marketing Strategy | X | X | |||||||
Key Clients | X | X | |||||||
Major Competitors | X | X | X | X | |||||
Major Trends | X | X | X | ||||||
Recruiting Profile | X | X | X | X | |||||
Position Description | X | ||||||||
SWOT Analysis | X | X |
CWS = Company Website | D&B = Million Dollar Database | FA = Factiva |HO = Hoover’s Online | LNA = LexisNexis Academic | MR = Mintel Reports PSO = Productscan Online | NS = Newspaper Source | RUSA = ReferenceUSA Business
UNDERSTANDING THE ORGANIZATION
• Financial Information: Organization structure, profit vs. non-profit, funding sources. What is total revenue? What are their sales trends? What part of this organization is growing?
• Key Personnel: Who is their President and CEO? Are there any UGA alumni in the organization? Any recent additions to their management team?
• History/Mission/Goals: How old are they? What major events shaped their history? Where are their headquarters?
• Products/Services: What new products or services are being developed? Who are the primary users of these products/services? In what sector of the market are they utilized?
• Marketing Strategy: What key brand names do they own? What forms of advertising are used? Are there new initiatives? Where is their product/ service sold, distributed, and placed against the competition?
• Key Clients: Who are they? What important service or product do they supply? Is this company targeting new clients?
• Major Competitors: Who are they? How do they compete? Do they have more market share?
• Major Trends/Current Events in the Industry: What are the effects of government regulations? New competitors? Technology? Globalization? Latest news reports on the company or on the local or national news that affect the company?
UNDERSTANDING THE POSITION
• Recruiting Profile/Company Culture: How do they describe themselves? How do they describe the type of person they are looking for? Who do they highlight in the brochure? Where do they recruit? Locations other than your community?
• Position Description: Where does this position fit into this organization? What do they want the person in this position to contribute?
PULLING IT ALL TOGETHER
• How You Fit Their Profile: What real life examples from your resume demonstrate how your background matches what they are seeking?
• How You Can Help Them Achieve Their Goals: What are the key things they want? What are the key things you bring? Find a way to make those match!
CHAPTER 6: GRADUATE SCHOOL
Many students consider pursuing advanced studies beyond their undergraduate experience. Deciding to go into a professional or graduate program is a big decision. There are many factors to consider: preparation, application, selection of programs, finances, and more!
THE GRADUATE SCHOOL DECISION
WHAT SHOULD I ASK MYSELF?
• Is an advanced degree required to enter the particular profession I’m interested in or in order to obtain a certain level within the field?
• Do I love the field enough to obtain an advanced degree?
• Do I have the financial resources to cover the cost of graduate school?
• Am I burned out academically, and do I need to take time off?
• Do I want to go to school full-time or part-time?
• Do I have the personal qualities and skills that are needed to be successful in graduate school?
• What are the different programs that are available in my area of interest?
GOOD REASONS TO PURSUE GRADUATE SCHOOL
• Your career goal requires an advanced degree, such as a professor, lawyer or doctor.
• You want to specialize in a subject you feel is of great importance to you.
• You want to advance in your career or change career directions.
BAD REASONS TO PURSUE GRADUATE SCHOOL
• You don’t know what you want to do.
• You don’t want to get a job.
• You don’t think you can get a job (but you haven’t tried yet).
• You want to postpone paying student loans.
WHEN SHOULD I GET A MASTER OF BUSINESS ADMINISTRATION (MBA)?
• Most programs base admission on the Graduate Management Admission Test (GMAT), 2+ years of work experience, academic transcripts, references, essays and personal interviews.
• Many programs offer part-time, full-time, and distance learning enrollment options.
• Generally, students study a wide range of business coursework and are given the opportunity to specialize their studies based upon interests and career goals.
10 THINGS TO DO IF YOU DON’T GET IN THIS YEAR
1. Apply earlier next year. Avoid the last 6 weeks before the deadline.
2. Apply to more schools. Six is usually considered a good number.
3. Apply to more “safe” schools. Even 4.0 students and those who exceed a program’s entrance criteria can, and do, get rejected.
4. Visit the programs you really want to get into.
5. Go to summer school in the targeted subject. It’s easier to get into summer school, even at Ivy League schools.
6. Take one class at a time in the targeted subject area and get great grades! Remember, your most recent grades count the most!
7. Get a volunteer or internship experience in the targeted field. It will boost your credentials even if it’s part-time, a few hours per week, or unpaid.
8. Work in a job in the targeted field. There is no substitute for actual experience. Plus, it will give you the opportunity to add recommendations from people working in the profession.
9. Get an intermediate degree (e.g., certificate, credential, etc.).
10. Get older and try again. Review all application materials. Many times, that’s all it takes.
Adapted from Graduate Admissions Essays by Donald Asher (Ten Speed Press, 2000).
Did you know?
The best time to apply for grad school is early in the fall, a full academic year before you want to start. Take graduate school tests early so you have time to take them again if necessary.
THE APPLICATION PROCESS
STEP 1: RESEARCH AND SELECT SCHOOLS
There are many factors to consider when selecting a graduate school.
Some details to think about include:
• Geographic location
• Program emphasis
• Program/school size
• Professional/career opportunities
• Accreditation of the program
• State regulation (in-state vs. out-of-state students)
• Minority/women’s concerns
• Length of program
• Cost/financial aid
• Reputation of the program
Resources:
• Professors and professionals in the field
• Internet: www.gradschools.com, and www.petersons.com
• Publications (printed program directories)
STEP 2: TAKE REQUIRED STANDARDIZED TESTS
Research and find out which standardized tests are required for admission. Some schools require the GRE while others may require the GMAT. Additionally, some programs may require GRE subject tests.
Resources:
• UGA Testing Services: www.testing.uga.edu
• Educational Testing Services: www.ets.org
• Graduate Records Exam (GRE): www.gre.com
• Graduate Management Admissions Test (GMAT), www.mba.com
STEP 3: WRITE YOUR RESUME OR CURRICULUM VITAE (CV)
To demonstrate your fit into a graduate program, you will need to furnish them with a record of your activities, including research, clinical, professional, and/or any other types of experiences. Be sure to have your document critiqued before submitting it to the program.
Resources: Career Center Resources and Career Consultant
STEP 4: WRITE YOUR STATEMENT OF PURPOSE/PERSONAL STATEMENT
The statement of purpose is a summary of your goals and intent for applying to graduate school. Its main objective is to articulate your professional focus and vision. It also demonstrates your fit into the program and helps you stand apart from the other applicants in the pool. Some programs will provide you with specific questions to answer in an essay format rather than a general statement of purpose.
STEP 5: REQUEST YOUR LETTERS OF RECOMMENDATION
Your letters of recommendation will provide the admissions committee with a view of you as a person, as a potential graduate student, and as a potential professional in the field. Therefore, it is important to choose the right three individuals to write your letters. You should provide your recommenders with the necessary tools to write you a strong letter, such as:
• Cover letter
• Unofficial transcript
• Copy of your resume or CV
• Copy of your personal statement
• Information detailing deadlines and requirements
• Required recommendation forms
• Pre-addressed envelope with postage
STEP 6: COMPLETE APPLICATION FORMS
Most likely you will be able to submit your application online. Remember to send the appropriate application fee. If you are mailing your application, send your application packet certified mail and request a return receipt to obtain a signature confirmation of delivery.
STEP 7: REQUEST TRANSCRIPTS FROM REGISTRARS OFFICE
You may have to send official transcripts from the Registrar’s Office directly to the school or you may have to include an official sealed transcript in your application packet that you send to the school.
STEP 8: FINANCIAL AID
If you are applying for financial aid, check the financial aid deadlines. They are often different from the application deadline! Look into graduate assistantships as an additional source of income.
STEP 9: FOLLOW-UP
Take responsibility for ensuring all your materials are received by the application deadline. Make a follow-up phone call to the admissions office to inquire about your application status. Be persistent, but allow six weeks for processing.