AP Spanish Language and Culture
Proyecto Final: Portafolio de Preparacién Profesional

Para este proyecto final van a crear un portafolio profesional que contendra cinco piezas: una carta de
introduccion, curriculum vitae y tres cartas de recomendacién. Tendran que elegir una carrera en que solicitaran
el puesto de trabajo.

Puestos posibles:

Ingenieria — Ingeniero mecanico automotriz
Comunicacion- Reportero de Univision

Marketing- Director de Marketing en un hotel de 4 estrellas
Docencia -Profesor de una escuela secundaria

También, habra una entrevista que sera el examen final del curso.

El portafolio contendra lo siguiente:

O Una carta de introduccion (Letter of introduction/cover letter)
0 Un curriculum vitae (Resumé) y Pagina de referencias (Reference Page)
O Tres cartas de recomendacién escrita para ustedes por un compaiiero. (Letter of recommendation)

Los pasos:

© 0N oL AW

Eligir uno de los puestos posibles e investigar sobre las tareas y responsabilidades del oficio.
Leer el paquete “*The Top Pitfalls in Resume Writing”’

Escribir el curriculum vitae (borrador+revision)

Escribir carta de introduccion (borrador+revision)

Escribir la pagina de referencia

Pedir a tres compatfiero escribir una carta de recomendacion. (3 cartas en total)

Revisar, perfeccionar e imprimir el portafolio

Vestirse profesionalmente para la entrevista

Practicar preguntas posibles con un compafiero

10. Entrevistar

6 borradores 120 pts

6 ediciones finales 60 pts

Portafolio Final 100 pts (Proyectos)
6 piezas

Presentacion del proyecto

Entrevista (Interview) 100 pts (Examen final)

Puntos Posibles 380 =
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The Top Ten Pitfalls in Resume Writing

Too long. Most new graduates should restrict their
resumes to one page. If you have trouble condensing, get
help from a technical of business writer, or a career center
professional.

Typographlical, grammatical or spelling errors. These
errors suggest carelessness, poor education and/or lack
of intelligence. Have at least two others proofread it before
submitting. Don't rely on your computer's spell-checkers or
grammar-checkers.

Hard to read. A poorly typed or copled resume looks unpro-
fessional. Use a plain typeface, no smaller than a 12-point
font, Asterisks, bullets, underlining, boldface type and
itallcs should be used only to make the document easier to
read, not fancler. Again, ask a professional’s opinion.

Too verbose, Do not use complete sentences or paragraphs.
Say as much as possible with as few words as possible. A, an
and the can almost always be left out. Be careful in your use of
jargon and avoid slang.

Too sparse. Give more than the bare essentials, especially
when describing related work experience, skills, accomplish-
ments, activitles, Interests and club memberships that will
give employers important informatlon Including membership
in the Society of Women Engineers, for example, would be
helpful to employers who wish to hire more women, yet
cannot ask for that information.

6. Irrelevant Informatlon. Customize each resume to each
position you seek (when possible). Of course, Include all
education and work experience; but emphasize only rele-
vant experience, skllls, accomplishments, activities and
hobbies, Do not include marital status, age, sex, chlldren,

height, weight, health, church membership, etc.
7. Obvlously generlc. Too many resumes scream, “| need

a job—anyjobl” The employer needs to feel that you are
interested In that particular posltion with his or her partic-

ular company.

8. Too snazzy. Of course, use good quality bond paper, but
avold exotic types, colored paper, photographs, binders
and graphics. Electronic resumes should include appropriate

industry keywords and use a font size between 10 and 14
polints. Avold underiining, itallcs or graphics.

; .

9. Boring. Make your resume as dynamic as possible. Begin
every statement with an actlon verb, Use active verbs to
describe what you have accomplished [n past Jobs. Take

advantage of your rich vocabulary and avoid repeating
words, especially the first word in a section.

10. Too modest. The resume showcases your qualifications

in competition with the other applicants. Put your best
foot forward without mlsrepresentatlon falsification or
arrogance. >

The Three Rs

The three Rs of resume wrlting are Research, Research,
Research. You must know what the prospective company
does, what the position involves and whether you will be a
flt, before submitting your resume, And that means doing
research—about the company, about the position and about
the type of employee the company typically hires.

Research the company. Read whatever literature the
company has placed In the career lIbrary. For additional
Information, call the company. Ask for any literature it may
have, find out how the company Is structured, and ask what
qualities the company generally looks for in its employees.
Ask if there are openings In your area, and find out the
name of the department head and give him or her a call.
Explain that you are considering applying to their company,
and ask for their recommendation for next steps. Thank that
person for the information, and ask to whom your resume
should be directed.

The Internet is another key tool to utilize in your research,
Most companies have Web sltes that Include information
regarding company background, community involvement,
special events, executive blos or even past annual reports.
Be sure to take advantage of the World Wide Web during your
job search.

Research the position. The more you know about the
position, the better able you will be to sell yourself and to

!
target your resume to that position. If possible, interview
someone who does that same Job, In addition to finding out
the duties, ask if there is on-theJob tralning, whether they
value education over experience (or vice versa) and what kind
of turnover the department experiences. Ask what they like
about the position and the company; more important, ask
what they don’t like about it.

Finally, research yourself. Your goal Is not Just to get a
Job. Your goal is to get a Job that you will enjoy. After you
find out all you can about the company and the position,
ask yourself honestly whether this is what you really want
to do and where you really want to be, The odds are over-
whelming that you will not hold this position for more than
two or three years, s0 It's not a lifetime commitment; how-
ever, this first job will be the base of your lifetime career.
You must start successfully so that future recommenda-
tions will always be positive. Furthermore, three years is a
long time to spend doing something you don't like, working
in a position that isn't challenging or living somewhere you
don’t want to live.

One last word of advice: Before you go to the Interview,
review the version of your resume that you submitted to this
employer. The resume can only get you the interview, the
interview gets you the job.

4 California State Unlversity, Chico
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Writing Resumes and Employment Letters

General Rules

* Your resume should be one page In length, Use two pages only
If you have extensive, relevant experience.

* Be sure itis conclse, grammatically correct, and perfectly
spelled. Have someone else edit it for you.

RESUME GUIDE

to read. Limit the number of graphics and colors,

* Organize your resume so it is clear, visually pleasing, and easy

* The body of your resume should be in 10, 11, or 12 point font;
your name in 16-24 point font; and sectlon headings in 10-14

* Avoid personal pronouns or complete sentences. point font.
* Laser print your resume on good, light-colored paper so it will
copy and fax well.
Resume Example
: Your phone
L’S{;f' tﬁzfﬁ, Rosalie B. Goode number and
your name and 224 Mlssion Street ¢ Chico, CA95928 s (530)555-1212 > = emall may
10-12 polnt for 384 Crenshaw Road ¢ Santa Rlta, CA 90208 « (213) 242-8040 be the most
the body, rbg123@hotmail.com Important
parts of your
] : address.
Education California State University, Chico
T m Master of Arts In'Recreatlonal Adminlstration, May 20xx
Most recent = Bachelor of Arts In History, 2009 List programs
degree goes ‘T you have
first.You only Computer Literacy: WordPerfect, Microsoft Works, Excel, SPSS, Lexis/Nexis, Internet used to show
need to list you can learn
fhﬂ‘g;;sog"m Relevant Grant Writer/Logistics, American Red Cross, Santa Rita, CA 9/xx - 8/xx Newiones:
recelved a ‘Experience  Researched sources and wrote grants for various programs, Coordinated
degree, volunteer recrultment, training, and asslgnment In disaster and routine situations,
Procured and distributed supplies during disaster and routine situations. Putjobs In
Interpreter/Educatlonal Alde, Sutter County Schools, Marysville, CA 6/xx -6/xx / gf;,eﬂ‘,’,'gdfv?th
Familiarized teachers and administration with the legal requirements and procedures the most
necessary to establish a successful mainstream program. Assisted in developing recent. Put
Keep the . positive relations between county and district employees. Interpreted (sign language. relevant jobs
facus on your ASL, SEE) for communicative handieapped students in mainstream classes (physic first if you
accomplish- biology, trigonometry, ete.). Assisted with educational programs and the have worked
ments.Bolding modification of materials presénted in the mainstream classrooms. oy
cartain words . Rl four Jobs.
will help. Waltress/Hostess, M.J.'s Restaurant, Chico, CA 2/xx - 4/xx
Provided quality customer service In a high-pressure environment. Developed skills
in communicating with people from various cultures, ages, and ethnicities. Worked
cooperatively with other staff to quickly seat and serve customers, Developed excellent
memiory and mul!i—tasking skills. _
Describe your Management/Publlc Relatlons, Biggs Opportunity Center, Blggs, CA 8/xx-12/xx
jobs usin é’ Developed and implamentad the Community Awareness Program for the region.
words that \ This program asslisted In establishing positive public relations with members of the
show your community and the center. Recruited and tralned volunteers. Successfully raised Listing extra:
skills. Sklls money to aid in the financial support of the Center by contacting and working with | curricular
are transfer- members of the busine’ss community, : activities
able; duties - shows you
arenot. Use | Communlty Shelter Manager, Red Cross of Sutter County, Winter, 20xx - xx Ao “33'; .
:gg’:gxerbs Secured food, clothing, and beds for hundréds of people. Made decisions easlly Irﬂ::,f; \:a;;”m
adjeciives. in high-stress situations. ; :?tit:sg with
Activities Leader, 4-H Club, Glenn & Kern Counties - Taught cooking and animal care

Member, women's softball team, Chico, CA 20xx - xx

www.csuchico.edu/careers B




Recommended Format

1. Name: This is the flrst thing you put on your resume. t
should be larger than the type on other parts of your resume,
but not so large that It totally dominates your resume 16 24
point type Is usually & good bet.

2. Address/Phone Number: It is a good |dea to list both your
local and permanent addresses and telephone numbers
(Do not forget area and zip codesl). Interviewers wlill call you
once or twice and, if they cannot locate you, will call the next

person on their list. Also include your fax number, e-maill, and

web page addresses if you have them.

3. Career Objectlve: This Is an optlonal item. Some employers
like this; most do not care. If you decide to list an objective,
be sure it s speclfic to the job and industry for which you
are-applying. At a minimum, your objective should state the
Job title(s) in which you are Interested, If you are considering
more than one career field, omit the objective from your
resume.

Example: Objective: A positlon In career counseling for a
publlc or private agency specializing In
adult outplacement.

(Note: If you are this speclfic, you may miss out on other

possibilities you would enjoy. But if you know exactly what

you want, say It.)

4. Educatlon: List your most recent degree first. You do hot
need to list all the colleges you attended—just those where
you received a degree, had-a dlifferent major, or attended In
a particular city where you want to obtain a career. LIst your
degree, major, minor, date achleved, Institution name, city,
and state and your GQPA If it.Is fairly high.

Example: Bachelor of Science in Blologlcal Sclence

Emphasls: Ecology, May 20xx
California State Universlity, Chico 2.95 GPA

You may also want to add:

* any certlficates or licensing you have received. If so, use
the same format as you used for your degree.

* fluency In a second language.
» computer and/or technical skills. If the llst is extensive,
use a separate heading for them,

* your relevant course work and class projects.

If you do, keep the lists short, but make sure they highlight
important skills and tralning.

5. Experlence: This section should include (1) work experi-

ence related to your career, (2) internships or velunteer work

related to your career fleld, and (3) other supportive work
experience. List your job title first, then your employer hame,
city, and state. The date may follow at this point or follow
your description of the experience.

Example: Sales Clerk, Sears, Chlco, CA May 20xx-August

20xx.

In your description of your jobs, focus on the skills you

acquired in the performance of your duties unless you have

professional-level experlence in the fleld. The skills you
acquired are transferable to other occupations; your duties
usually are not. Focus on accomplishments and results,
using numbers whenever possibie, Use action verbs, key
words, and short phrases.

Example: Promoted customer relations through friendly and

efficient service.

To assist you with thls area, we have prepared another publi-

catlon, the Resume Assessment Form, so you can evaluate

your experiences in terms of transferable skills,

Actlvitles /Honors: Use this section to show your extracur-

ricular activities such as membership in clubs, fraternities/

sororities, professlonal assoclations, and other organiza-
tions.You may also use this section to list your academic
honors and scholarships, prizes you have won for athletics,
hobbies, academics, or work you have published. As in a Job,
list your title first.

Lo

6 California State Unlversity, Chico

Example: Member, California Engineering Society, 20xx-xx
Reclplent, R.U.R. Technical Innovation Scholarship,
+ 20xx.
If you have held an office with extensive dutles, you may
. want to include that office and duties in the experience
sectlon. Avoid adding persanal data to your resume such as
helght, weight, physical condition, etc. These may prejudice a
hiring officer or committee against you. For this reason, think
before you add extensive activities involving religion, politics,
or sexual orientatlon,
7. References: Do not put your references on your resume.
At most, simply indlcate that references are avallable on
request.-Develop a separate form for references that you can
supply to the employer at the time of the interview. Include at
least three (and no more than five) references, These refer--
ences should be your employers, faciity, co-workers, or even
family friends who will give you & posltive recommendation,
Check with each one before Including on your form. For each,
list name, title, place of employment: (if applicable), address
(of business or home), telephone number, e-mall addréss‘and
relationship to you.
Remember, your resume reflects you, so bhe sure you are
. happy with the flnal product. There are many ways to
format a resume. You can see several examples of resumes
in our office, in this booklet, and on our web site. We will help
you with your resume and other job-telated matters. Good
luckl

COVER LETTERS

General Rules

« Use elther a standard or block format. The block format is

easier because all text begins at the left margin (See the

example.)

Single-space your letter and double-space between

paragraphs.

Keep your paragraphis brief and relevant.

Laser-print your letter on good quallty bond paper.

Tallor your letter to the position and company. You are

- selling yourself, so show how yeur qualifications match the
job duties and company goals,

¢ Proofread your letter carefully. Mlsspellings and grammat-
fcal errors suggest that you are slipshod.

Addressing the Letter

Usually you will start with your address. Some people like to
use the same letterhead and print style they use on thelr resumes.
That is perfectly acceptable. In this case; your name will be flrst.
After your address, space down at least two lines and enter the
date. Space down two more lines and type the name of the person
to whom you are addressing your letter. You can type the person’s
title on the same line or on the line below. On the next line, type
the company name, followed by the address on the next two or
three lines.

Begin your salutation with Dear Mr. or Ms., followed by the
person’s name and a colon. Example: Dear Ms. Krebs:. Be sure
to confirm the name and gender of the addressee before you stant.
If you absolutely cannot find the name of the recruiter, personnel
director, or director, use the person's title as a salutation.
Example: Dear Human Resource Manager:,

Grab Their Attention With Your Opening
Paragraph

Employers receive hundreds of resumes for each position.
You want your resume to stand out, so start with an exciting
opening. Following are a few examples of openings that are
effective and interesting.
+/1. Name drop. Mention someone the employer knows and

respects as a reference to the position.




Example: Laurel Flower, who supervised my work as an
intern with your company, recommended that | apply to you
for the position of assistant sales manager.

Example: One of my friends, Mark Star, works for your
organization. He recommended that | write you about a
positlon as a management trainee. He really enjoys hls
work and, from his description of company management
phllosophy, | am sure | would, too,

v/ 2. State your career objectlve and/or relevant tralning and
experlence. This Is a simple, direct approagch that appeals
to many employers because it matches you to the position
immediately.

Example: | am a computer science graduate with extensive
training in networks and graphics, | am looking for a profes-
sional posltion with your company because of your excellent
reputation and career opportunities In my fields of interest.

¢/ 3. Refer to company or career research you have done.
Companies llke to know that you have “done your home-
work.” The more you know about a company and the
careers It offers, the better you can match your qualifica-
tlons to the employer's position. They wlll be flattered and
you- will Increase your chances of getting an interview.

Example: | read the April 6th issue of the Wall Street Journal
with great interest. The article “Future Directions of Ten
Corporations” mentioned that your company is looking for
college graduates with marketing backgrounds who are
bilingual in Vietnamese and English for your new office in
Saigon. | belleve my qualiflcations will interest you.

v/4. Refer to the content of the employer's ad. Mention the
position for which you are applying and link the position
requirements to your own skllls and qualifications.

Example: When | read your ad in the Dally News for a civil
engineer, | almost belléved you had written it for me. | have
three years’ experience, etc,

Avoid referring exclusively to the name of publication and
date,

Example: | am responding to your ad in the Searchlight on
May 25, 20xx, for a clvll engineer.

Employers usually know which ad you are responciing to
because of address codes. Besides, it Is a boring opening
and you are trying to grab their attention.

¢’5. Ask a questlon. Starting with a question that relates your
qualifications to the, position or has the potential to solve
a prablem compels the reader to continue. This is a bold
opening strategy for risk-takers but [t can backflre If you do
not get it right.

Example: Are you looking for an individual who has
set sales records for two different companies and has
reorganized an ad campalgn to reach thousands more
customers? ‘

Example: How much are rising production costs affecting
your bottom line? = |
Flesh Out the Middle

Develop your opening theme In this section. This is the place
for you to discuss your qualifications and skills, giving examples
from past work experience:to illustrate your strong points.
Employers consider achievements to be indicators of future
success, so do not be modest about yours. Show how your
experlence and achievements match the position requirements
or company goals. The better job you do at matching yourself to
the position, the more likely you are to get an Interview.

-

Example: While | was the fundraising chair for my fraternity,
| planned the campalgn; researched and identified possible
donors; and organized phone solicitation efforts, visits to
potential donors, and several one-day events, As a resuit, we
raised $50,000 — a 200% increase over the prior year. To be
successful, | trained teams in solicltation techniques, acted as
medlator when tempers became frayed, and recruited commit-
tees who worked together to anticipate and resolve difficulties
before they became crises.

An Action Close

Your closing paragraph or sentence should encourage action.
Offer one of two choices: either you call me or | will call you,
Whenever posslible, take a proactive stance and write that you
will call to arrange a time to meet and then do It.

If you have not already sald In another part of your letter that
you believe your skills and qualificatlons will be an asset to the
company, now is the time,

Example: | believe that my sales skills, organizational abili-
ties, and technical expertise will benefit your company. | will call
you in a week to arrange a mutually convenient time for us to
meet. Or you can reach me at (phone number). Thank you for
your time and consideration.

Finally, thank the employer for taking the time to read and
consider your letter.

Cover Letter Example for Job Inquiry

Garrett S. Benjamin
555 Rio Chico Ave., Chico, CA 95926-5500
(530) 555-2000
gsbenjamin@aol.com
March 7, 20xx

Hewlett Packard
1501 Page MIIl Road
Palo Alto, CA 94304

Dear College Recruiter:

In December, | will be graduating with a degree In Computer Englneering from
Callfornia State University, Chico. ! have learned a lot and acqulred many skllls
durlng my academic career, After applying myself to achleve this goal,

| am very anxlous to Join a team and slgniflcantly contribute to the design and
the davelopment of high-quality, technological projects.

As a Computer Engineer, | am interested In hardware and software design.

| consider myself a strong C/C++ programmer and | am very familiar with the
UNIX operating system. | have a strong background In computer science, built
upon ample exposure to programming since high school. | chase computer
engineering to challenge myself while integrating my skllls In computer science.
The hardware knowledge ) have obtained from the engineering disclpline has
not only Ingreased my understanding of computer systoms, but has enriched
my programming expertise, Ideally, | look forward to particlpating In projects
that will challenge my software and hardware abllities,

This past summer, during my [nternship at Amdahl, | had the wonderful
apportunity to experience a pofesslonal environment whore hundreds of people
dedicated themselves to the success of & large project, It was exciting to
observe and to axparlence with other enginedrs the cooperation, frustration, and
camaradorie necessary (0 make oy [dea betome roality,

On a final note, | am a responsible and rellable self-starter. | enjoy working In a
fast-paced team-orlented environment where new and exciing challenges test my

abllities, | am confident that | can be & significant asset to any technlcal project In
my field of study If given the opportunity to prove mysslf.

| look forward 1o talking with you, and can he reached by phone at (530)
556-2000 or e-mall at gahenjamin@®aol.eom. Thank you for your oonsicferetlonj

Slricerely,

Garrett S. BenJamin

www.csuchico,.edu/careers




Final Words

End your letter with “Sincerely” followed by a comma. Type
your name four spaces below that so you have enough room to
write your sigriature, A word to the wise: The biggest mistake
applicants make is to focus on thelr own needs with little regard
to what the company wants or needs. Write and revlew your letter
with this In mind. For more examples of cover letters, market
broadcast letters, and thank-you letters, ask to see our booklet
called the Cover Letter Guide.

Interview Thank-You Letter

« You should write a thank-you letter or card to each person
who Interviews you within three days of the interview,

* You should type it If your handwriting Is hard to read.

* Refer to the interview date and company.

* Express your interest based on information you received.

« State why you are confldent you will perform the job well.

¢ Thank the interviewer for the time and consideration
{s)he gave you.

* Let your personallty speak through your words,

Letter SeekinF Additional Information
You can send this before an interview to obtain more Informa-
tion about the company or position or after the interview to obtaln

answers to questions you still have, Whether you write a letter or
call the company, do not accept a position unless all aspects of the
offer are clear. :

¢ Refer to your last communication with the company.

s Express interest in the position.

s Ask for information you need. Be specific and confident.

» Express gratitude and appreclation for the consideration

they are giving you.

Letter of Acceptance _
Most employers require that you accept the position In

writing. Even if they have a form for you to sign; it Is usually
a good Idea to send your own note of acceptance,

* Refer to the offer letter or phone call.

* Accept the offer,

* Reiterate the detalls of the offer as you understand them.

* Indicate your date of arrival and if there

is anything you need for the transition.
» Express your pleasure at jolning the organization.

Letter Declining an Offer

Most offers are accepted or declined over the phone, but It
Is still courteous to write and express your appreciation for the
offer and your regret that you are unablelto accept the offer,
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Self-Assessment

‘Once you begin this undertaking, however, you will learn

more about yourself and the world around you—and many of
you will enjoy the experience. You are the best person to determine
the course of your career, You can begin by taking time to assess
your skills and interests, and clarify what's most important to you

T he toughest part about career planning is getting started.

in a career,

Information
Management

account
adapt
analyze
assess
attend to detall
categorize
collaborate
communicate
consult
contribute
critique
design
examine
explain
Identify
Implement
operate
organize
plan
prepare
prioritize
reason
reorganize
review
schedule
simplify
sort
summatrlize
tabulate

accountable
adaptable
adventurous
alert
ambltious
analytic
assertive
astute
aware

calm

Organlzation
Management

adminlstrate
analyze

apply policies
apply theory
assign
assume responsibility
budget

clarlfy
coordinate
delegate
demonstrate
diagnose
discriminate
empower
evaluate
expedite

give directions
Innovate

. Interpret policies

interview
leadership

make decislons
meet deadlines
motivate
recommend

set priorities
solve problems
supervise

time management

Identify
Careers are often differentiated by the use of different skills.

It would be useful for you to develop a skills list to help you

determine the best careers for you, An activity that might get you

started In identifylng your skills is to review the following list of

skills or active verbs. You should circle the 10'to 15 skills that you

Skills

feel you would enjoy using in your professional employment.

Transferable Skills

Investigation &
Research

analyze data
calculate
classlfy
collect
compare
define
detect
diagnose
evaluate
examine
experiment
gather informatlion
interpret
invent
modify
observe
organize
prioritize
record
research
review
simplify
survey
synthesize
systematize
tabulate
theorize
think critlcally
validate

Communlcation &
Persuaslon -

advise
advocate
assess
clarify
collaborate
communicate
contribute
counsel
define
demionstraté
discuss

edlt
encourage
explain
influence
Initlate
interview
listen
motivate
negotiate
perform/present
persuade
promote
recommend
sell
summarize
train/teach
translate
write

Personality Characteristics: Adaptive Skills

candid
composed
cooperative
courageous
creative
curious
declslive
dependable
diligent
diplomatic

10 California State University, Chico

dynamlc
energetic
enthusiastic
ethical
fiexible
friendly
generous
genuine
goal-oriented
honest

humorous
independent
intelligent
leader
logical

loyal

mature
mechanlcal
open-minded
optimistic

organized
original
patient
persistent
! persuasive
poised
positive
precise
principled
proactive

Creatlve / Deslgn &
Planning

act
analyze

, . antlcipate problems
“ cartoon

compose
conceptuallze
create
dance
demonstrate
design’
design programs
develop
draw
examine
express
Inspire
interpret

+Invent
observe
paint
percelve
plan
play music
recrult new ideas
screen
sculpt
sing
sketch
visualize

professional
punctual
resourceful
responsible
self-confident
self-motivated
sensible
stable
trainable
tolerant
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Power Verbs for Your Resume

accelerated compared excelled maintained repaired
accommodated compiled executed marketed reported
accomplished composed exercised measured represented
achieved computed expanded medlated researched
acquired conceptualized expedited minimized reserved
acted concluded explained mobilized resolved (problems)
activated confirmed extended modeled restored
adapted consented extracted moderated retrieved
added consolidated modernized revamped
addressed constructed fabricated modified reviewed
adjusted contracted facllitated monitored revised
administered contributed familiarized motivated revitalized
admitted converted fashioned multiplied revived
advanced convinced figured
advised cooperated finalized negotlated sanctioned
aided coordinated forecasted satisfled
alleviated correlated formulated officiated scheduled
allocated cotresponded fostered operated screened
allowed counseled founded orchestrated scrutinized
altered created fulfilled organized secured
ameliorated critiqued originated served
amended customized generated overhauled set goals
analyzed grew settled
appointed debugged guaranteed performed shaped
apportioned deciphered guided persuaded smoothed
appraised dedicated ploneered sollcited
apprised delegated hired planned- solved
approved dellberated polished sought
approximated demonstrated Identified prepared spearheaded
arbitrated deslgnated illustrated prescribed specified
arranged designed implemented prioritized spoke
ascertained determined Improved processed stimulated
assembled devaluated improvised procured streamlined
assessed developed Increased produced strengthened
assigned devised Indexed programmed studled
assisted diagnosed * indicated projected submitted
attained directed Inferred promoted substantiated
attested disbursed influenced publicized suggested
audited dispatched informed purchased summarized
augmented displayed initlated supervised
authored drafted innovated queried supplemented
authorized Inspected questioned surveyed
eased Inspired sustained
balanced eclipsed Instituted ralsed synthesized
bolstered edited instructed rated systematized
boosted educated Integrated realized
brainstormed elevated interceded recommended tabulated
budgeted elicited interpreted reconciled tallored
built employed interviewed recorded traced
empowered introduced recruited trained
calculated enabled invented rectifled transacted
catalogued encouraged Investigated reduced (losses) transformed
centralized endorsed involved refined translated
certifled englneered Issued referred transmitted
chaired enhanced reformed
charted enlarged Judged regarded updated
clarified enlisted Justified regulated upgraded
classified enriched rehabilitated
coached enumerated launched reinforced validated:
collaborated envisioned lectured rejuvenated valued
collected established led related verifled
commilssioned estimated licensed relleved visualized
committed evaluated lightened remedied
communicated examined linked remodeled wrote

Adapted with permission from the Career Resource Manual of the University of Callfornia, Davis.
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Cover Letter

Cover Letter

Katie Nadeau
1261 Alyssum, Chico, CA 96928 - (§30) 321.1985
knadeau@comeast.not

March 22, 2009

Aaron Cleclone
COUNTY OF YOLO
HUMAN RESOURCES
625 Gourt S1,, Rloom 101
Woodland, CA BEU96

Doar Mr. Cliciona;

In rasponse 1o your county's advanisament rogatding tha soéial wark praciitionor pesitian,
| am anclosing a resume e your review, In May ol 1his year | wil have completed my
fAastois degies In Social Work (MSW), Upan graduation, | would anjoy returming (o Yolo
Gaunty o work with your tasm. | spent mary of my ehikihood yoars In Woodland and |
teo) cannactod 10 the area afd tha population,

| have extensive knowledge of himan . nnd | have oxparience working with
children oind tamillps, 1 hive worked collabaralivily with primary caregvars, scheol
pralessionats, health care professianals, and other counsolors o ctealo service plans,
Incrauso lamily unicallon, and po solaly for childe

My eurrent infernship |s wilh Butte Courty Behavioral Hoalth (Ghita Gommunity
Counsoling Contar). This county position his providad o clinkeal satling lo patform
Indivictial, tamity, and group colnseling. | am confidant my ledgo of family sy

the DSM:IV mantal haalih dlag and my understanding of state and foonl lawa and
regulations would make me an excellant addition 1o your team.

Thank you for your time and consideration.
Sincerely,
Kalie Nadeau

Katle Nadeau
Enclosure: resume

; Amanda Charles
1231 Woodland Avenue, Chico, CA 95928 - (530) 650.5911
achwles@mall ssuchico edu

February 19, 2009

Dape Campbell

Munagef, Recrniting and Tealning
T & ) Gallo Wiseey

20429 Weigman Pond

Hayward, CA 94344

Diar Mr, Caunpbéil:
1 am graituating in May, 2009 with a Bachodar of Ay in Comeinnbeation hufes with o option l
anbeationnl Comminbesthm ferm Catifoenia Stale Univernty, Chico, | a inlereised ln'a niles poaition
gm'gl Cialln Winesy becanse it hes establivhed & wirliaide reputation in the wine lndispry and feeains
oW

Lot p aroosd i sgriculnil compasy las Linght ine s elitferent challonges » perrm faces when
working in the industry, T addition, 23 2 scubor it Chica Stae. | leatnzsd o deal with avasiety of

wanpgeiment sl seley aballén pes though connet In buman tewtitée ypeech

Interjrremal communication, and segotistuti Along with my education, my etpetlence as sy
eatrilinatos [or Tayhor Firmg hay conflanoi my inleted sl scoesy in o salis camer,

1 il stamd Gallo b Ueddlcated 1o Wening challenges into vppoiunitien and clnge foto growth. This
gronwih has rentited in i vepytation for fiigh quatity wend stoving eetemnes pelatfushig, This bs tia iy pf

pantzatlon wheeo [ atm canfident sy kil and Kaswledge sould be bes) suived. Somb of iy skifhy and
imowledge tuclnde:

+  Proven pides exporiooce

*  Ablliy tu wygk effttively s pat w3 iean

o Iixpetience it agricubiued] indistry

+  Inderparonal commanication skilly

+  Stroog pablic spesking il

F

Alibossyh iy teane provides n sammsry of my b g smd espetbences, 1 winild like (0 nioct withy
you b pessan tn dlicuss any availablo spporumitics widh 1 X ¥ Galli Winery, ) can e veached at
(SN 50000 o schartesiitmail ewpchico edi. Thank yon [or your tline aml cotnidepation.
Sineerely,

Auwanda Clades

Aminds Charles

Cover Letter Thank-You Letter
William O. Bryant Sophic Noel
- 300 Magnolia St., Apt. A
152 Walnol Ave., #2, Chlco, CA 95926 - (530) 2163121 / 23 Beluaine Cowt, Yreks, CA 96097 - (530) 3222121 Chico, CA 95628
n b Al - Web Fap A r——— et N Y A e
= - snoel @mail csuchico .edu

Septlember 7,2009

Human Resourees Coordinsiot
Electronic Data Systerma
Folsam, CA 95630

Dear Humag Resources Coordinator:

1wt writong 16 bt yore Bemmon il mnly ibered i ponss gpen PO Suppunt Astilyas and Pridductlon Suppont
"Fetincian pavithmy. | nm by seobr yea ol Callfomia State Usiversity, Chico ot will graduate in
Diecoiphor 00 with & dejgres in Didiness Infonmation Syiems. A yoa can seo by my etichosc] rime,
my oibugatom anid It nding a 3 A GIPA, elfectively o iy uenTifeations.

v

“Thrdlighiut iy eollge coreer | hive mai § pirtetiaue jobs white ateading the utversily full-time,
allawing e ko develop & deep wark etbic andExcellent time ipusgeieyt shilly. My piployment Bty
ranges Do) thatof & Helji sk Avislyat i'a Mewber Ssiviee Represontative to sarfins clerical posdiions.

Becaine of my iivesso exp +, Trecogalzo sl apy e ko ¥ sctiing and reaching goals,
T s Feel that by edd J el ) expesh e de iy awubifion, s guality et would
benefit EDS.

I adibition 0wy Usne rstrsgreent Sills ad sy sueg work edie, Lean offer yui direct fechnical
exprerience frung my canent poltion at Chico S1ate’s User Services. HIS's long=standing repotalion wis
establistied by employbig people ke e Wiy are sidilled in techlogy dad are cudatites lpcoted, 1 1 am
Tirea!, | feed thst iy colleagues wd cuil will appreciate my eag tor Vern-anil any obillty 0 be
Tiexitile, Furtherime, | wilome change, and my experiences hawn peopsrd ma o fake a leadetsbip e in
o chunging enviroameni, like that at EDS,

| ngjieciste your considetation jid Jouk tarward 10 ey frain you and possibly meeting for an
inteaview, I can be reached ab i comtactinformalion listed shave.

Sincerely,

Witlism Bryant

William O. Bryant
Enclosure

February 23, 2009

Ms. Jenna Millex

Human Resources Manager
St. Pau] Traveless Insurance
2201 Walnut Ave.
Fremont, CA 94537

Dear Ms, Miller:

I appreciated the oy ity tointerview with you todays thank you for your tune.
1 was very intrigued by the information-you shisred bnd 1 enihusiastic olout
applying my educition and experience 10 your ahabing position,

1 nm pasticululy interested Ju St, Poul Travelers because of the oppartuitics fr
growth, as well as the team-oriented work envil 1. As we dli 4 1 the
interview, I o confident my ambition, strang communication skills sl energy will
D an asset to your company, My solith work hiswey demonstrates my ability to
perform on the job, and I hived, | am cagar to prove mysell with St Paul Travelers.

If T con provide ypu with any additionul information, please let me know, I look
forward to hearing from you soon. Thank you again.

Sincerely,

7op/u'e' y ae/

Sophie Noel

14 California State University, Chico



CHICO STATE | Career Center

Researching the Company

position, you need to have infoermatien about the company

and the job they are offering. Having this information cati
make the difference between your receiving a Job offer |etter or a
job rejection letter,

B efore Interviewing, and ideally even befere you apply for a

Questions You Need to Answer
1. Who owns the company? s it a subsidiary of a large company?
2, Isita public or private company?
3. How profitable is the company? How stable?
4, Is the company expanding? Where?
5. What are the firm’s major products or services?
6. What new products or services are being planned?
7. What are the company's goals and objectives?
8. What Is the company’s reputation in the Industry?
9. What is the economic outlook for the industry?
10. What are the company’s major operating units? Where are
they located?
11. What is the corporate culture?
12. What are the opportunities for future training?
13. Who would be your direct supervisor?
14. How essential Is your department and position to the
organization? ;
15, How competitive Is the salary and beneflts package?

Lucklly, there are several excellent sources on campus for
company information.

Interviewing

The Career Center

When employers schedule interview dates with us for on-campus
recrulting, we ask them to e-mall information about their compa-
nies. When they send it to us, we add the Informatlon to our
database for students to read, We encourage you to read this
Information and to seek additional sources, We may also be
able to assist you with information about the company culture,
location, salary, and benefits,

Internet

You should check Internet resources for the company's home
page. We maintain links to company sites for the companies that
recrult on campus. You can access these In our recrulting database,
which is accessible through our website www.csuchlco.edu/careers,

Call the Company

It you cannet find any Information about a company fromthese
sources, call the company and ask them for thelr web site address,
Even public and private non-profit organlzations have information
about their goals and services that can help. Most for-profit compa-
nies publish their annual reports and will send you one If you ask.

Review Your Qualifications
» What experience have you had that prepared you for this
career?
¢ What skills have you developed that would enable you to
perform the dutles?
* What interests you about the position and company?

Practice for the Interview :

» Practice can help overcome nervousness and hesitancy.
You should be assertlve without being arrogant. Answer the
questions listed in this article. Do not memorize them, but
practice to the extent you feel you can answer these and
similar questions fluently. After reviewing the questions
slléntly and out loud, answer them again In front of a mirror,
Pick a mirror that allows you to see yourself while you are
sitting. Tip: If you record the questions on a tape player, you

‘can practice your responses more effectively.

*» Observe your posture. Practice sitting up with your shoulders
square and your hands relaxing on the arms of the chair or in
your lap. Sit comfortably so you look relaxed, nelther rigid nor lax.
Keep your faclal expresslons pleasant. Avold annoying
language habits such as excesslvely saying “er,” "um,"” or

- “you know,” through practicing what you want to say.
¢ Usé proper English in your answers and examples. The
language you use with your friends may Irritate a future

employer. Example: Incorrect—"Like he says, ‘| want a
different color.' And | go, ‘Cool! Like we have tons of colors to
match your mood,’ * Correct—"The customer asked me for
a different color. | showed hini our color chart and expiained
that we could otder the item In any of fifteen different colors.”

» Maintaln good eye contact, but do not stare.

» Avoid broad or too frequent hand gestures. Use your hands
occaslonally to emphasize points or to add a little liveliness.

Dress Appropriately

If you have had a chance to observe or leam about the company
culture, you will have an idea of how to dress for an interview.
Some companies are very conservative and some are very relaxed,
If you are not comfortable with the dress code, odds are you will
also be unhappy with the company.

I you do not know how peaple In the company dress and cannol
find out, the usual way te dress for an interview is Ih a suit. Choose
one that looks good on you and that you will want to wear agaln.
There are'a lot of things to avoid when dressing for an Interview.
For Instance, women should avoid perfums, heavy makeup,
conspicuous jewelry, and very short skirts. Similarly, men should
avold perfumed after-shave, socks that do not match thelr suit,
conspicuous Jewelry, and loud ties. If you are unsure ahbout appro-
priate dress or accessories, ask for assistance. A salesperson or
career professlional will be happyto assistyou.
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The Interview Structure

Interviews may be formal or informal, one-on-one or in panel
format. No matter what the interview structure is, you must 1) be
on time; 2) be positive; 3) understand what the company needs;
and 4) sell yourself by matching your sklils to the requirements
of the positlon. Meeting these expectations |s easler In the first
interview sesslon than In the fourth. No matter how bored or tired
you get, act as If it is the very first time you have answered the
question. The last person you talk to may be more Important than
the first, )

Interview Questions

We would llke to assure you that if you practice the answers to
these guestions, you wlll ace the Interview, Unfortunately, we can't
do that. The Interviewer may include questions about your subject
knowledge that we cannot anticipate, nor would we have space
to list them. The current Interview trend places more emphasis
on behavloral questions—questions that ask how you have faced .
certain [ssues to determine how you will react in similar situatlons,
We have included some of those, but our best advice Is to have
examples from past experience that demonstrate the skills you
included on your resume. Questions you can ask are included at
the end of this section.

Questions You Might Be Asked
(Including Answer Tips)

Your Qualifications

Q1. Tell me about yourself.

A. This Is not an autobiographical question. Focus on why
you would like this job and how you have prepared yourself
experientlally and academically.

Q2. Why should we hire you?

A. Similar to #1. Focus on what your particular contributlon will be
to company success: hard work, dedication, humor. We all bring
something unique.

Q3. How have your education and employment prepared you for
this position?
A. See #1.

Q4. Do you think your grades are an accurate indlcatlon of what
you have learned In college?
A, Ifyou don't, give examples to [llustrate your answer.

Q5. Tell me about an accomplishment from the past year that
you are the most proud of. Why?

A. Focus on work-related. You can use a personal example if it's
related in some way to the job description.

Q6.Tell me about one of your fallures and what you learmed from it.
A. Be honest but don't bare your soul—this is not a counseling
session! Demonstrate that you can use failure to achieve future
success,

Q7. What do you think it takes to be successful In a company
like ours?

A. Reading the company’s job announcement or web page should
help answer thls question, If you can talk to an employee of the
company beforehand, that would be a wonderful way to find out.
Career falrs are excellent for this reason.

Q8. What qualificatlons should a successful manager (sales
person, engineer, etc.) possess?
A. Read an accupational description, then tle that to your own skills.
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Q9. Which one of your Jobs dld you llke the best? Least? Why?
A. For the best, use examples you know relate to the job for which
you are applying. For the least, focus on job tasks that you knew
were necessary and performed well, but were routine, unpleasant,
or tequirec little Involvement, Don't criticlze your supervisor or
employer.,

Q10. Describe your strongest communlcation skills.
A. Describe means give an example, Remember, listening is also a
communication skill.

Q11. Glve me an example of something you did that saved your
employer time or money.

A. If you cannot come up with an example, remember that your
own dedleated job performance has saved your employertime
and money, i

Q12. Think about a large task you organized. Descrlbe the steps
you followed.

A. You can use either a work- or school-rglated project to lllustrate.
Be specific,

Q13. Do you conslder yourself a leader? Why?
A. Give an example from your participation in group projects,
volunteer sltuations, clubs, athletlcs, or4our work situation.

Q14. Describe your managerlal (sales, englneering, otc.) skllls.
A. Refer to question #8.

Q15, Are you creative?

A. Again, give an example. Creativity Is not just drawing, dancing,
acting, or playing music. It Is also your ability to look at things Ina
new way and be Innovative In solving problems.

Q16. Please describe a situation when you used your creatlvity
to solve a problem.
A. See #15,

Q17. What are your greatest strengths?

A. Tailor your answer to the job. For instancé, if one of your
strengths Is leadershlp and you are applying for a sales Job, show
how your motivational skills work In both situations, or how you
hope to reach a reglonal manager's spot in a few years.

Q18. What Is your greatest weakness?

A, Everyone has weaknesses, but avold red flags and show

how you have turned your weakness into a positive. Anger, for
instance, is a red flag. Remember, weaknesses are the flip side
of strengths. Faulty time management may be the flip side of
concentration and dedication. Procrastination may be the result
of wanting to consider all the information and make an informed
decision. Downplay the negative and play up the positive,

Q19. Tell me about your customer service experlence.
A, Tell how and where you acquired the experience and give an
example to show your dedication and success.

Q20. Glve me an example of golng the extra mile to help a customer.
A. Same as #19.

Q21. Desctibe a situation when you gathered and analyzed facts
to arrlve at a declslon.

A. Itis O.K. to use educational experlence if you do not have a
work-related example, '

Q22. Do you enjoy routine? Why? Why not?

A. Some routine is fine and necessary, like eating, going to work,
etc. After that, it depends on you. Choose a job that fits your
needs. If you hate routine, don't apply for a job that has a lot of it,
like Inside claims adjusting.



Q23. How do you prloritize your work to meet deadlines?

A. Glve an example to demonstrate how you have done this. Pulling
an all-nighter Is not a good answer, Planning ahead and keeping
lists are good answers.

Q24. If you have a customer In front of you, a cllent on the phone,
and a hoss who wants to see you, what do you do?

A. To answer this well, you need to know the company's policy. If
you don't know how that company would do It, say that you would
find out, but give an example from a past experlence to demon-
strate your abllity to stay calm, Juggle tasks, and set priorities.

Q25. Tell me about your computer experlence.

A. If you don't have much experience, focus on what you have and
the steps you are taking to gain more. Enthusiasm and willingness
to learn are key.

Q26. Why did you leave your last Job?

A. Opportunlty for advancement, finding work to fit your skills,
moving, downsizing, changing careers are all legitimate
answers. If you were flred or hated your Job, do not bad-
mouth the Job, the company, or your supervisor. Talk about
the positive first, then the lack of communication and what
you learned from it that has improved your performance and
outlook. Great people fail often, but they use fallure to learn
and improve thelr performance,

Your Style and Personality

Q27. How would your fﬂunds (or teacher or supervisor) describe
you?

A. Keep it honest and posltlve. Remember this Is not necessarily
how you would describe yourself. Your frlends may see your good

humor and quirks while your supervisor might see your dedlcatlon
and adaptability.

Q28. What motlyates your best work?
A. Consider the job. If you need pralse, excitement, or deadlines,
remember that not all Jobs offer these, Give an example. .

Q29. Glve me an example of a problem you have had with a team
member, co-worker, or employee and how you resolved [t.

A. Talking It over with the person Involved, and using non-
accusatory language and a caring; problem-salving approach,
Is the first step. Discussing It with your team members or

a supervisor, as applicable, |s next, Describe the resolu-

tion, whether If was a reprimand, expulsion from the group,
firing, your agreement with that person's point of view, or the
person’s change of behavior.

Q30. What Is your blggest woakness as a manager or leader?
A. See #6,

Q31. How do you keep track of things you need to do?
A. You are on your own. Most answers will work, except saying that
you just remember everything.

Q32. Would you rather write a report or give it verbally? Why?

A, Staté your preference, but indicate your comfort with either
approach as the situation warrants. Knowing the job requirements
will asslst with this question. Many jJobs require both skills.

Q33. Glve me an example of a high-pressure situation you have
faced this past year and how you resolved It.

A. Your skills In organization and prioritization of tasks, your wilhng—
ness to request your supervisor's assistance with establishing
priorities, or your abillty to stay calm In pressure sltuations, are all
appropriate to mention if applicable.

Your Interest and Commitment

Q34. Why are you Interested In workIng for our company?

A. Your research of the company wiil pay off when answering this
questlon. You can talk about their approach to training, their goals
for the future, their success or reputation, but be able to back up
your statement with specific examples that include how you can
contribute to the company's success.

Q35, Why did you choose your major?

A. If possible, talk about how you perceived your major would
Increase your skills and further your career goals. If you selected
a major because you liked the subject matter and didn’t have a
clue how that would further your career, you can indicate that, but
talk about how the skills you learned apply to the job for which you
are Interviewing. If you changed majors more than once and ended
with one you dldn’t think was right for you or if you were influenced
by someone else’s preference, talk about what you learned about
yourself from that situation and how it will help you make better
decisions in the future.

Q36. If you had to choose a school or major agaln, what would
you change?

A. Most answers are appropriate, but avold negatlvity or blaming
the school, teachers, town, etc. Talk about what you learned from
the experlence if you do not feel one of these was perfect,

Q37. Do you have plans for continued study?

A. Employers are interested in people who have a commitment to
life-long learning, but may not support your education plans if they
are not related to the goals of the organization. Tle in your own
goals with those of the employer, Unless you are applying for a
temporary position, it ts inappropriate to mention that you plan to
work for a year and then attend graduate school.

Q38. How do you feel about travel or relocatlon?

A. Knowing the job requirements will help ydu avoid the wrong
answer. For instance, most management positions require both,
Some sales and most consulting posltions require extensive
travel, but may allow you to return home at night, while others
require signiflcant time away from home. You can ask what the
travel requirements are if you have not been able to determine
them ahead of time,

Q39. How do you deal with stress?

A. This Is simllar to #33, but you can also mention activities you
ehgage In that help reduce stress, such as running, walking,
working out, etc. You can mentien boxing, but not punching
someone out; karate, but not fighting in a cage or belng a member
of a fight club; dancing, but not exotic dancing.

Q40. What area of this position wouid be the most difflcult for you?
A. Again, knowing the requirements Is essential to this ques-

tion. Answer truthfully, but indicate your reasons along with your
willingness to perform the dIfficult task and how your approach to
It will help minimize the difficulty.

0Q41. How long do you plan to stay with us? :
A. As long as you can grow and contribute to the goals of the
organization.

Questions You Can Ask

Remember, you are expected to find out as much about the
company as possible before the Interview, but you may not have
been able to find the answers ta these questlons, or you may
need clarification,
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Q 1. What are your expectatlons for the person you hire?
Q 2. What kinds of projetts might | be working on?
Q 3. Why do you like working for this company?
Q 4. What level of client contact should I expect?
Q 5: Would you descrlbe the typlcal tralning program?
Q 8. How Is the company. structured In terms of departments or
dlvislons?
Q 7. Would I work for more than one person?
Q 8. Please describe the travel Involved in this position.
Q 9. How often Is relocation tequlred for advancement
-opportunities?
Q10. What are the advancement opportunities for this position
and the typlcal time frame for advancement?
Q11. What are some of the biggest challenges facing your
company and your plans for meeting them? Or better yet,
Q12. While researching your company, | read that one of your
challenges is xxx....How do you plan to meet this challenge?
Q13. Who do you conslder to be your major competitors? How
does your company compare to them?
Q14. What are your plans for expansion In the next few years?

Q15, Is this a new position? If It Is, why was It created? If It Isn't,

: does the company have more than one opening?
Q16. | am very interested In this positlon—what Is the next step?

Questions with Legal Implications

It would be great if all Interviewers avoided questions that
they should not ask—questions about your race, color, religion,
natlonal origin, ancestry, medical condltion, physical handicap,
marltal status, and age. Unfortunately, they do not. Often they
ask these questions because they are untrained and they are
concerned aboul a jobrelated aspect. The tactful thing to do
‘would be to answer thelr intent rather than the question. If
the question is really offenslve to you and seems to Indicate a
pattern of iImpropriety, you can indicate that the questlons are
inappropriate to determine your potential as an employee and
walk out. Of course, you will not receive a job offer In that case,
but that Is probably all right with you. Assuming the question is
well-intentloned but ignorant, what do you do? You need to have
a plan of action in case you are asked one of these questions. If
you don't want to confront the Interviewer, you can just answer the
question. There are other options, however,

Following are some questions and possible answers. Use your
own words and style when deciding how to answer.

Q. If the Intervlewer asks your age, It Is usually because you
are older and he or she is concerned that you wlll not adapt to
change well or be enthusiastic,

A. You can say that you are a few years above legal age (which
might be humorous if you are well above}, but you are enthusi-
astic about the job and bring a positive attitude and adaptable
nature (tactful), or you can answer that the question is illegal or
inappropriate and you prefer not to answer it (assertive, but may
hurt your chances for the Job).

Q. If the Interviewer asks about your marltal status or If you
have chlldren, it Is often because of concern that you will

get married and leave, that your spouse or chlldren may be

a prohlem If the job requires travel or relocatlon, or that

you will miss work because of sick chlldren or chlid care
problems.

A. You can state that marriage or children will not interfere with
your abillty and willingness to give 100% to the job (tactful) or
that you prefer not to answer personal questions but would be
happy to address job-related concerns (assertlve).
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Q. If the Interviewer asks about your national orlgin, It Is usually
because they are concemed you might not be authorized to work
or because they have noticed you speak with an accent or have
sald you have bllingual skills. They may be trylng to be frlendly In
an inappropriate way.

A. You can either answer that you are authorized to work and are
confldent you wi)l make a posntive contribution to the company. or
that you need an employer to sponser you, but-are confident that
your contribution will be well worth it because of your skills and
dedication (tactful). You can also ask how the question relates to
the Job requirements (assertive).

Q. if.the Interviewer asks about your health or disabllity, It Is
usually bacause of concern that you will miss work or will not be
ahle to perform the required tasks.

A. If you have an obvious physical disability, you can answer
that you have everything you need to perform the job well above
expectations, or that with a small,.inexpensive adjustment to
the work environment, you will be.the most productive member
of their team and promote a positive image for the company.
Health is a confidentlal matter between you and your doctor, so
you can ask If there.are physical requlrements for the job that
you can address.

Q. If the Intervlewer asks about your religlon, he or she will
usually do It by asking If there are any days you cannot work or
by asking about your non-work or extracurricular activities.

A. You can-reply-that there will be no trouble with your ability to
fulfilt the'work requirements (tactful) or'you can ask how the
question is related to the job requirements (assertive).

Q. The Interviewer asks If you have ever been arrested or used
lilegal drugs.

A. You can reply that you have never been convicted of a felony
and your employers have always constdered you to be hard-
working and trustworthy (tactful), or you can say that you
understand that employers can ask If you have ever had a
felony conviction If it Is Felated to job performance, but you don't
understand the relevance of the question in these
ciréumstarces (assertive).

Selecting the Job: Making Decisions

You've Interviewed successfully and have more than one job
offer. How do you decide between them?

» Primarily, think about your values, skills, and interests,

and rate the job offers accordingly.
Compare the salaries with your financlal needs. Don't
forget to Include fringe benefits,
* |s the Job geographically where you want to be?
Can you see yourself in 3-5 years from now advancing
toward your long-range goal?
Is the atmosphere right (conservatlive, liberal, young staff,
progressive)? Do you feel comfoitable about fitting into the
work setting?

All of the above, should be weighed before a declsion can be
made. Relatlves, friends, and faculty can give positive feedback.
Don't forget your placement advisers. They, too, are avallable to
assist you In assessing your Job offers.

Notify the Career Center when you get a job offer and when you
make a declslon.
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Are You Ready for a Behavioral Interview?

of the members wasn't carrying his or her welght.” If

this is one of the leading questions in your job interview,
you could be in for a behavloral Interview. Based on the premise
that the best way to predict future behavior Is to determine past
behavjor, this style of interviewing is galning popularity among
recruiters.

Today, more than ever, each hiring declsion Is critical. Behavioral
Interviewing Is designed to minimize personal impressions that
might cloud the hiring decision. By focusing on the applicant's
actlons and behaviors, rather than subjsctive impressions that can
sometimes be misleading, interviewers can make more accurate
hiring declsions.

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

// T ell me about a time when you were on a team, and one

Behavioral vs. Traditional Interviews
If you have training or experlence with traditional interviewing

techniques, you may find the behavioral interview quite different in

several ways:

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

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

v The interviewer wlll ask you to provide details and will ot allow
you to theorize or generalize about events.

v The intetview will be a more structured process that will concen-
trate on areas that aré‘important to the [nterviewer, rather than
allowing you to concentrate on areas that you may feel are
Important. y

v’ Youmay not get a chance to dellver any prepared storles.

v Most interviewers will be taking notes throughout the interview.
The behavloral Interviewer has heen trained to objectively collect

and evaluate information and works from a profile of desired behav-

iors that are needed for success on the Job, Because the behavlors

a candldate has demonstrated In previous posltions are likely to

be repeated, you will be asked to share situations in which you may

or may not have exhibited these behaviors. Your answers will be
tested for accuracy and consistency.

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

“Describe a major problem you have faced and how you dealt
with it.”

“Glve ah example of when you had to work with your hands to
accomplish a task or project,”

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

Follow-up guestlons will test for consistency and determine if
you exhiblted the deslred behavior In that situation:

“Canyou give mé ah example?”

“What did you do?”

“What did you say?”

“What were you thinking?”
“How did you feel?”
“What was your role?”
“What was the result?”

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

How to Prepare for a Behavioral Interview

v/ Recall recent situations that show favorable behavlors or
actions, especially those involving coursework, work experi-
ence, leadership, teamwork, Initiative, planning and customer
sarvice,

¢ Prepare short descriptions of each situatlon; be ready to give
details If asked.

v/ Be sure each story has a beginning, a middle and an end; {.e.,
be ready to describe the situation, your action and the outcome
or result,

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

v Be honest, Don't embelllsh or omit any part of the story. The
Interviewer will find out If your story Is bullt on a weak foundation.

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

A possible response to the question, “Tell me about a time
when you were on a team and a member wasn't pulling his or her
welght” might go as follows: “| had been assignhed to a team to
build a canoe out of concrete. One of our team members wasn't
showing up for our lab sesslons or doing his asslgnments. | finally
met with him In private, explained the frustration of the rest of the
team and asked [f there was anything | could do to help. He told
me he was preoccupled with another class that he wasn't passing,
so | found someone to help him with the other course. He not
only was able to spend more time on our project, but he was also
grateful to me for helping him out. We finished our praject on time
andgota ‘B’ onit.”

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

Don’t Forget the Basics

Instead of feeling anxious or threatened by the prospect of a
behavloral Interview, remember the essentlal difference between
the traditional Intetview and the behavioral Intervlew: The
traditional interviewer may allow you to project what you might
or should do in a given situation, whereas the behavioral inter-
viewer Is looking for past actions only. It will always be important
to put your best foot forward and make a good impression on
the Interviewer with appropriate attire, good grooming, a firm
handshake and direct eye contact. There is no substitute for
promptness, courtesy, preparation, enthuslasm and a positive
attitude.
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Dressing for the Interview

trends for the club scene or merely college senior casual,
a job Interview may be cause for some drastic wardrobe
augmentation. .

For your Interviews, some of your individualism might have to
be shelved or keptn the closet. In most business and technical
Jjob Interviews, when It comes to your appearance, conserva-
tivism and conformlty are In order.

While many compariies have adopted the “office casual”
dress code, don't try to set new standards In the interview,
When in doubt, It is better to be too conservative than to be too
flashy. For men and women, a suit is the bestbet.

Here are some guldelines for formal interviews:

D epending upon your fashion style, whether it is the latest

Men and Women
» A dark-colored business suit
* Well-groomed hairstyle
* Do not wear cologne or perfume

* No visible body piercing,-ex¢ept one earring in each ear Is
acceptable for women '

* No more than one ring on each hand; weddIng/engagement
ring acceptable

¢ No vislble tattoos
* Use a breath mint before the interview
* Be sure sult is free of lint,.pet hair or missing buttons

Men
. Long_-,ysleeved shirt In white or a light color

« Conservative necktie in.color and pattern; avoid cartoon
characters or “theme” ties

Hlgh-fltting dark-colored socks

¢ Buslness-style leather shoes, well-shined and polished
¢ Match shoe and belt color

» Brlefcase or portfolio

Women
* A neutral colored blouse with a conservative neckline
* A skirt suit is considered the most formal; the pant suit Is
acceptable for many interviews

» Skirts should be no higher than one inch above the knee
when standing

Plain, polished, closed-toed shoes with low- to medlum-
heels that match the skirt color

» Skin-colored hosiery
= Briefcase or portfolio in place of a handbag or purse
* Conservative, understated makeup and nail polish

* Minimal, classlic accessories and jewelry; avoid dangling or
oversized earrings

* Simple hairstyle, no "big hair” or elaborate styles
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Staying Within a Budget

For recent graduates just entering professional life, additions
to wardrobes, or complete overhauls, are likely needed. Limited
funds, howeyver, can be an obstacle. Image consultant Christine
Lazzarinl suggests "capsule wardrobing.” For example, by mixing
and matehing, she says, an eighl-plece capsule wardrobe can
generate up to 28 ensembles.

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

The most important piece in any wardrobe is a Jacket that Is
versatlle and can work with a numhber of other pieces, according
to one fashion experl. This applies to men and women. “If you
focus on a sull, buy one with a jacket which may be used with
other skirts or trousers,” says a women's fashlon director for a
major national retaller. "Then add a bladk turtleneck or a white
shirt. These are the fashjon basics that you can build on."”

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

One accéessory recommended by company representatives is
a briefcase. "When [ see one,” says one recluiter, “It definitely
adds to the candidate's statufe. It Is a Symbol to me that the
Individual has done some research and that he or she is prepared.”

Taking a Casual Approach

“Business Casual” is becoming the;accepted mode
of dress at more and mora companies. The rules,
however, for casual attire are subject to tremendous
company-to-company variance. At some, “casual day” Is
a Friday-only observance, where the dress code is sljghtly
relaxed—a sports coat and slacks for men and slacks
and a sweater for women. At others, especlally entre-
preneurial computer companles, it's shorts and sandals
every day.

The safest fashlon rule for new employees to follow is
dress about the same as your most conservatively attired
co-worker. As a new hire, don"t try to "push the bound-
aries” of casual attire,

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

Play it Safe; 1) Chinos or corduroy slacks are usually a
safe bet for both sexes; 2) As for formal business attire,
buy the best that your budget will allow; 3) If you will be
seelng cllents, dress approprlately for their workplace,
not yours; 4) Go to the mall—most department and
specialty stores have sectlons devoted to this style of
office attire.




How to Write a Letter of Recommendation

[f you've not written a letter of recommendation before, the process can seem a bit intimidating.
Fortunately, all letters of recommendation involve common elements that you can master easily. Read on

to learn how.
Partl
Writing The Letter

Use standard formal letter writing conventions to begin. A letter of recommendation is like any other
professional communication, and follows the same general rules and guidelines.

Place your address on the top right, followed by the date—spelled out.

Below that, on the left, place the recipient's name (if known) and address.

Open the letter with a formal business greeting. Ex:

Dear Ms. Smith,

Dear Sir or Madam, (if you don't know the recipient's name)

Open with a short, but enthusiastic, bit of praise. Let the company know right off the bat that you
believe in this person. You don't have to be aver the top or insincere, but a positive note to start will make a
big ditference.

"It makes me extremely happy to recommend Michael for the position of Director of Development at XYX
Corporation."

"Any company should count themselves lucky to have an employee as bright, friendly, and dedicated as
Gina."

"No matter what she does, Helena Bonham does it well."

Describe how you know the person. Give some context for your recommendation. Let the reader know
how you met them, how you worked together, and your basic qualifications.

"As VP of Application Development, I was Michael's direct supervisor from 2009 through 2012, We
worked closely together on several key projects, and I got to know him very well during this time.

"I was both Gina's adviser and teacher throughout her time at Hamilton College. I watched her shine both
in the classroom and in office hours, and had the joy of watching her meet and then exceed expectations

with her thesis."



"As the Dean of Students, I deal with many young people throughout the day. However, I was lucky to
spend several hours a week with Ms. Bonham in her role as Committee President. In my 32 years as Dean,

I have rarely been so impressed."

Be specific about the candidate's qualifications and successes. Describe what the person has done using
specific instances and examples, rather than generalities. Whenever possible, give evidence or stories to
back yourself up.

"Michael's sophisticated grasp of database architecture, combined with an innate feel for UX design and a
warm, personal approach to his in-company client base dramatically improved the productivity ot our
company's merchandising, creative, and editorial departments. His approach to managing application
support, maintenance, and training was highly professional and greatly respected, both by end users and by
the executive team."

"Gina was always inquisitive but never pushy. Despite being able to answer almost any question, Gina
would rather sit back and help others find the answer for themselves. Countless students, who I thought
were doomed to struggle, happily told me how tutoring sessions with Gina helped them turn the corner.
And I had many conversations, both as her professor and a peer, that I will remember happily for years."
"When Ms. Bonham hears the word "no," you can almost see the gears start to turn. She is mover and a
shaker -- interfacing with students, faculty, staff, and even outside agencies to find solutions to any

problem."

Make comparisons to illustrate their success. To put the candidate’s accomplishments into perspective,
include comparisons so that the recipient will have some basis to understand why you are recommending
this person.

"Michael's output of completed projects has exceeded the combined results of all other development etforts
I've witnessed during my 8 years at UVW Company."

"The best students are ones that genuinely love to learn. A student that pushes themselves ever day to learn
more and be better, and enjoys every minute. Gina is that kind of student.

" can say with confidence that my job working with the Student Committee was never easier, nor more

enjoyable, than when I got to work with Ms. Bonham."

Don't exaggerate -- show where and how they can improve. Don't put the candidate on a pedestal. Not
only does it not look plausible, it will also set expectations for them that will be next to impossible to meet.

If they have an Achille's heel, don't exaggerate it, but don't hide it, either.



"Despite coming in as a novice, Michael has worked hard to improve his documentation and commenting
of scripts and processes, making it easier for those filling his shoes in the future to work effectively."
"Gina is always on the move -- tutoring, taking classes, joining clubs, etc. -- and though her schedule is
perhaps too tightly packed, she somehow manages it all with a smile on her face.”

"Of course, Ms. Bonham's determination and drive occasionally led to butting heads and conflicting
opinions. However, though she is never one to shy away from conflict, Ms. Bonham passion was never

mean-spririted or rude."

Keep your writing action-oriented. Begin each paragraph with a punchy, active affirmation of the
candidate's qualities or character. Strong verbs are your friend.

Don't say "Over the course of the last couple years, I have been pleased to watch the ongoing development
of Michael's talents." Say instead, "Michael's skills have grown rapidly in the last couple years."

"Gina exhibits the drive and dedication of the best students. Her writing is clear and concise, a rarity among
many young people but cffortless for her."

"Ms. Bonham fights for what she believes is right, even if it doesn't mesh with her own pretferences. Thi

/]

clear-eyed and sclfless attitude will catapult her far in life."

Close the letter affirmatively. Reiterate your recommendation of the candidate and, if appropriate, invite
the recipient to contact you.

For example, say, "For all of these reasons, I think Michael will make a fine addition to your team. Should
you have any questions, [ invite you to contact me at the number or address, above."

"G3ina is the kind of person I would love to hire to work for me, and 1 know she will be an incredible asset
for you."

"I have no qualms about giving Ms. Bonham the highest recommendation for the position. [f you have any

questions, please contact me."

Use a business closing and sign your name. Above all, be professional. If the you're sending a physical
letter, print it out and sign it by hand. Otherwise, just typing your name will do.

"Sincerely,"

"Best regards,”

"Thank you,"



Part2
Starting to Write

Break down the letter into short, but specific, paragraphs. Don't ramble, but do flesh out your key
points. Try to keep it at one page, covering the various aspects of their recommendation in brief, specific
detail.

Introduction

Your qualifications, how you know the candidate, general recommendation.

Professional Success

Why they will be effective, productive workers. Examples of successes.

Personal Testimony

Why they will be a great addition to work and office culture.

Closing.

Reaffirm your willingness to recommend them, offer contact information.

Target the recommendation. Is it for an academic post, a job, a volunteer position, a background check,
or a personal reference? Write your letter so that it is focused on this purpose.
For example, if the letter is part of a job application package, it should focus on the professional

qualifications and conduct of the candidate.

Familiarize yourself with the position. Get a copy of the job description, if you can, and talk to the
person you will recommend. If you know the intended recipient of the letter, ask them about the position as
well.

The more you know about the position, the better you will be able to tailor your letter to suit the needs of

both parties.

Inform yourself about the person you are recommending. Spend some time talking to them about their
goals and the position they are applying for. Gather together their current resume, any memos or notes you
may have on them, and any other information that will help you as you write the letter. The best
recommendations are thorough and specific, and having all the information at hand will make the process

much easier.



You put your own reputation on the line when you write a letter of recommendation. If you feel you do not
know the person well enough, or they are somebody you cannot in good conscience recommend, decline

their request.

Get feedback. If you're not sure of your letter-writing skills, or if your letter will carry a great deal of
weight for the candidate's application, ask for feedback from a trusted colleague who may also know the
candidate. If you are putting your reputation on the line for this person, you want to put your best foot

forward with this letter.

Tips

Keep the tone and the content factual, businesslike, and specific throughout.

Be complimentary and positive, but be honest.

The first time you name the candidate who is the subject of the letter, use his or her full name. After that,
use either the tirst name or a title (Ms., Mr., Dr.) and the last name, depending on how formal you want to

be. Whichever you choose, be consistent.

Type the letter. It is more formal and businesslike—and your recipient won't have to decode your

handwriting.

If you are put in the position of writing your own letter of recommendation, perhaps for somebody else to
sign, be honest and specific. Try to write as you would write about a candidate with your qualifications.
Get help from a friend or colleague seeing yourself as others see you. Ask your friend to tell you how your

letter comes across.

If you ask a candidate to write their own letter of recommendation, recognize that many people find it
difficult to write about themselves in this way. Read the letter and make sure that you agree with what they

have written before you sign it.

Warnings

Decide carefully whether to give a copy of the letter to the candidate, particularly if you express
reservations. A recommendation may hold more sway if the recipient knows that the views in it are candid,
and not written for the gratification or flattery of the candidate.

A letter of recommendation should focus on the key knowledge, skills, and abilities of an individual. Don't
spend your time inflating your letter of recommendation with excessive positive tones, as this is generally

overlooked by recruiters.

Sources and Citations
University of Washington
Good Letter Writing




