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“Seeking knowledge . . . preparing to Lead.”

Planning For Your Future

The following handouts are available to you through our website:
Job Search Strategies ( Here are tips on securing employment in a challenging environment. This handout contains a list of ideas to keep you motivated. 

Informational Interviewing ( Developing relationships with professionals will provide insight and information as you narrow occupational ideas. This handout contains steps on how to learn about career fields and cultivate contacts along with a guide of potential questions.

Building a Resume ( Resumes secure the interview; interviews secure the position. Use this resource to assist you in writing the document that will place you in direct contact with a hiring manager. This form has a general outline for creating a personal resume, a list of action verbs and LC sample resumes for you to view.

Scannable Resumes ( These resumes are read by computers in a sorting system. This document will help you create a resume to assure that yours will be retrieved as managers search for someone with your skills and experience. It includes keywords and specific formatting details.

Skills Inventory for Creating a Resume ( In writing your resume, you will need to pinpoint and expand on skills you have developed over time. This is a worksheet with some suggestions and ideas to help you translate your skills onto paper. 

Correspondence ( There are two important letters discussed here. First, the cover letter, which accompanies the resume, will help you to secure an interview for the position you are seeking. Secondly, thank you letters are polite and will go a long way during the interview process.

The Interview ( It is a strong interview that will generate your job offer. This form covers how to prepare for and what to expect from the interview process. You can find ideas about appropriate dress, behavior, suggested questions and procedures for your interviews. 

Finding the Perfect Internship ( Internships give you an opportunity to mix academic growth and professional development into one experience. Here are suggestions of places where you can find an internship that will match your search. It also includes Ten Steps to Internship Success.

Wage Worksheet ( It is important to consider your living expenses during your job search. This document will help you to match your spending with the wage you will require in your career.

“Luck is a matter of preparation meeting opportunity.”











-Oprah Winfrey
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