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Career Development Center

to assist students in the development of life-long skills
related to careers and the job search process. CDC serves
not only undergraduate students but graduate students and
alumni as well. Information and guidance is provided in the
areas of full-time employment, graduate school, part-time
employment, cooperative education and summer positions.
The Career Development Center (CDC) provides a

variety of services including the following:

The Career Development Center (CDC) at WPI is here

INDIVIDUAL CAREER COUNSELING—Students and
alumni can arrange to meet a Career Counselor by appoint-
ment or during walk-in hours. Help is provided in many
areas including assistance with major selection, making career
choices, resumes and cover letters, devising a job search plan,
interviewing and applying to graduate school.

SELF ASSESSMENT INVENTORIES—Includes Strong
Interest Inventory, Myers Briggs, or Self Directed Search to
assess skills, values and personality traits.

JOB SHADOWING—Spend a day with an alumnus or

employer to learn about jobs, careers or industries.

STAR MENTOR PROGRAM—Through the Students
Talking with Alumni Resources (STAR) Mentor Program,
students can connect with alumni who have volunteered to
offer professional advice and insight to students.

CAREER RESOURCE CENTER—CDC maintains litera-
ture and information about various companies that recruit on
campus so that students will be well prepared for their inter-
views and have a reasonably good idea as to whether or not
they would be interested in a particular company. CDC also
provides vocational resources for students researching and
exploring various careers. In addition, it includes WPI major
binders to learn more about what you can do with a WPI
major. For those students considering graduate school, the
center provides information on the graduate school search
process, graduate education at WPI and elsewhere. The
center also houses general information on standard examina-
tions required by many graduate schools such as the Graduate
Record Exam (GRE), Graduate Management Admission
Test (GMAT), Medical College Admission Test (MCAT),
and Law School Admission Test (LSAT).

CAREER SEARCH—Career Search Database is a tool located
on Job Finder listing over four million employers worldwide.
You may search available positions by a variety of criteria
including industry, geographic location (as narrowly defined as
zip code), or size (e.g., revenue-based, employee-count).

CAREER/JOB FAIRS—Each year the CDC organizes three
careet/job fairs for students to obtain information on full-
time, part-time, summer internship and co-op opportunities.
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CAREER WORKSHOPS & SEMINARS—Throughout
the year a variety of workshops are offered to students. Topics
have included: Resume/Cover Letters, Job Search Strategies,
Summer Job Search, Interviewing Techniques, Job Offer
Decision Making, and Applying to Graduate School.

COMPANY PRESENTATIONS—Information sessions
are provided by recruiters so that students have an oppor-
tunity to evaluate and learn more about the companies
interviewing on campus.

JOB LISTINGS—The CDC posts full-time, part-time,
summer and co-op opportunities. Students and alumni can
access job listings through the CDC’s web-based system.

ON-CAMPUS INTERVIEWS—Annually the CDC brings
companies to campus to interview students. Over 200 private,
government, civic and professional companies and organiza-
tions have participated in this program. Employers interview
for summer, co-op or full-time employment. Resume submis-
sion for on-campus interviews usual commence in early
September for interviews beginning the first week of October.

RESUME REFERRAL—Students can house their resume in
the CDC’s web-based system. Employers can access students’
resumes in two ways, a web resume book or referrals by the
CDC for specific positions.

SUMMER INTERNSHIP PROGRAM—Work three to
four months full-time in a position directly related to your
field during the summer. This opportunity is open to any
student (First-Year through Graduate Students).

COOPERATIVE EDUCATION PROGRAM
(CO-OP)—Work six to eight months in a position directly
related to your major during the academic year and summer.
Students need to meet with a CDC staff member to learn
how to participate in the program.

ALUMNI ASSISTANCE—After students graduate from
WPI, the CDC provides assistance to alumni seeking new
employment or facing a change in career goals.

The Career Development Center is
located in the Lower Level of the
Project Center.

The phone number is 508-831-5260
and our email is cdc@wpi.edu.

The website is www.wpi.edu/+CDC
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CAMPUS RECRUITING PROGRAM

Who Should Participate in the Campus Interviewing
Program?

All full-time students expecting to complete their degree
coursework between October of this year and July of the
following year seeking a full-time position should participate
in the program. In addition, students may participate in the
Co-op Program and/or the summer Internship Program.
Although you may not receive an offer of employment, you
will learn which organizations are interested in keeping
in touch with you for future consideration once you’ve
graduated and are available for employment.

When Does On-Campus Interviewing Start?
Actual interviews will begin in late September.

What Type of Organization Participates in
On-Campus Interviewing Program?

Many organizations participating in this program are
primarily national in character. A considerable number of
them will be found in Fortune magazine’s listing of the top
500 corporations. Since these are national organizations,
many will expect that applicants are geographically mobile.

How Do I Select Employers to Interview?

Selection of employers to interview should be based upon
your interest, academic background, experiences, and career
objectives. The success of your interviewing will depend, to
a great extent, on the prior thought that you have given to
identifying your abilities and interests, and relating them to
the needs of the employers.

How Can I Find Out More About an Employer and
Employment Opportunities?

Check out the employer’s website and the Career Search
database.

How Do I Apply for an Interview?

You apply through your JOBFINDER account. You will
be notified by email or phone if you have been selected for an
interview.

If Employers Make Changes Affecting Their Visits,
WillI Be Notified?

CDC will make every effort to reach you prior to your
scheduled interview in the event an employer cancels a visit,
alters available times, or reschedules to another date.

Corporate Presentations

Many corporations will conduct presentations the night
before their on-campus recruiting date. Some have ita few
weeks prior. These presentations are the “first stage” of your
interview. Companies expect you to attend.

Transcripts

Many companies request a copy of your unofficial tran-
script at the time of your interview. Transcripts can be
obtained at the Registrar’s office for a small fee or you can
obtain your own Grade Sheet on the web. Make as many
copies as needed for your interviews.

On-Campus Recruiting Policy

Once you accept an interview slot, you MUST take that

interview. Our policy towards missing interviews is as follows:

* Ifyou “NO SHOW” for an interview, a letter of apology
to the company with a request for an on-site interview
at their convenience is mandatory, and a copy must be
provided to CDC. You will be placed on probation for
the next two recruiting weeks. This means you will not
be able to interview or submit your resume for any
companies for the next two recruiting weeks. There
are no exceptions! Ifyou fail to show up for an interview a
second time, you must meet with the Director of CDC and
your interviewing privileges may be taken away.

* No last-minute cancellations will be permitted. If you
have a project, activity or class that interferes with your
scheduled interview you must inform CDC at least 24
hours in advance or it will be considered a NO SHOW.

* Ifyou cannot make an interview because of illness or
some unforeseen circumstance, you must inform CDC
(leave a phone message at 831-5260 or email us at
cdc@wpi.edu) by 8:30 a.m. on the day of your sched-
uled interview or it will be considered a NO SHOW.

* If you pre-screen for a company, and the company
selects you as one of their candidates, you must take the
interview or this will be considered a NO SHOW. Do
not pre-select a company if you are uncertain that you
want the interview.

THE RECRUITING CYCLE

Securing a full-time position after graduation is a highly
competitive process. It is best to begin searching early in your
senior year and checking for updates and deadlines in the
CDC’s web-based system on a weekly, or even daily basis.

The AFTER Campus Interview

Typically, this is a pre-screening of students who fit the
qualifications of the position. Some students are not selected
for an additional interview based on the company’s culture or
goals. Selected students are forwarded to the organization’s
recruiting group. These recommendations are then reviewed
along with other students from different universities.

At this stage, additional criteria are applied and another
group of applicants are eliminated. The company’s Human
Resources then circulates the student materials to hiring
supervisors and managers. They select those individuals to
be called back for an on-site interview. Students who have
been eliminated may or may not receive a notice from the
employer. It is important for students to follow-up with an
employer following an interview.

On Site Interview at the Company Facility

This will usually consume an entire day, so be mentally
and physically prepared to be “on your toes” for an eight-
hour day. You can meet with multiple people, either alone
orin agroup. Itis best to try and receive an agenda prior to
arrival so you can prepare for the overall interview format.
You may be eating lunch with company representatives so
review your eating etiquette skills.

Once again, a certain percentage of the overall group will
be eliminated and the others will receive offers for jobs or
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additional interviews. If you do not hear from the employer,
follow-up on your candidacy status. If you are rejected,
contact Human Resources for feedback on your interview.
It can provide valuable insight into how you can possibly
improve interview style and preparation.

What Things Should Be Considered in Making a Job
Decision?

Evaluating job opportunity is a personal matter;
however, the following items may suggest areas for serious
consideration:

* Employment Market

* Type of Work

* Opportunity for Advancement

* Company Reputation
Training Programs or Professional Development Programs
e Salary
¢ Industry
Facilities and Working Conditions
Educational Opportunities and Tuition
Reimbursement
* Job Security
* Employment Benefits
¢ Cost of Living
¢ Size of Company
* Geographical Location and Length of Commute
* Amount of Travel
* Supervisor and Associates
¢ Company Culture

Positions For Recent College Grads:
Quality Engineering
Application Engineering
Inside Sales Engineering
SPIROL is a leading global manufacturer of

engineered fasteners for assembly, with locations
in seven countries.

SPIROL provides engineering assistance to
customers in the aerospace, medical, automotive,
heavy equipment, machine tool, power
transmission, and pump/compressor markets.

Recent college graduates with some practical
work experience, who are motivated by solving
real-world problems are ideal candidates.
Visit
www.SPIROL.com

and go to Products & Services / Applications
to get a sense of the varied designs we impact.
To apply, go to About Us / Job Opportunities.

SPIROL INTERNATIONAL CORPORATION
30 Rock Avenue, Danielson, CT 06239-1434

We hold things together!

An Equal Opportunity Employer « A Drug-Free Workplace
ISO/TS 16949:2002 Certified

orcester Polytechnic Institute

What Do I Do IfI Receive a Job Offer?
Acknowledgement of job offers should be sent promptly
to assure the employer that you have received the offer. The
letter should indicate acceptance or rejection of the offer or that
additional time is needed for consideration. When you accept
a position, inform all employers who need to know about your
decision. If you do not have the employer’s address it usually
can be obtained from the CDC. If you have any questions
regarding your offer, we will be glad to discuss them with you.

Accepting a Position

The CDC should be notified when you have accepted
a position. Also, carefully complete the Survey of Graduates
form as many important departmental statistics are compiled
from it. It is unethical to attempt to continue to interview
after you have accepted an offer.

“Stall” Letters
Stall letters are written to postpone any definite action and
are considered interim letters toward keeping a prospective
position. The format for this letter is:
1. 1st paragraph: refer to preceding actions, such as an
offer, email or a phone call.
2. 2nd paragraph: reiterate your interest in the position,
but state....
a. You need time (indicate how much) to reach a decision.
b. You would like further information on several
questions or items.
c. Any other reason you cannot accept immediately,
explained clearly and with a timeline in place.
3. Always give the employer some idea of when you will
give them a definite answer.

Ve choose the worldwellive in, so make the right choices. Earth Share
supparts more than'400 environmental and conservationmorganizations
thatimpact you every day.

ﬂ.Earth Share

Visit us'at earthshare.org
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Getting the Most Out of a Career Fair

any employers use career fairs—both on and off
campus—to promote their opportunities and to
pre-screen applicants. Career fairs come in all shapes
and sizes, from small community-sponsored events to giant
regional career expositions held at major convention centers.
Most career fairs consist of booths and/or tables manned
by recruiters and other representatives from each organiza-
tion. For on-campus events, some employers also send alumni
representatives. Large corporations and some government agen-
cies have staffs who work the career fair “circuit” nationwide.
An employer’s display area is also subject to wide variance.
It could be a simple table with a stack of brochures and busi-
ness cards and a lone representative or an elaborate multimedia
extravaganza with interactive displays, videos, posters and a
team of recruiters.

Fashions and Accessories

Generally, the appropriate attire for career fair attendees
is more relaxed than what you’d wear to an actual job inter-
view. In most cases, “business casual” is the norm. If you’re
unsure of the dress code (particularly for off-campus events),
it would be wise to err on the overdressed side—you’ll make
a better impression if you appear professional. Think of itas a
dress rehearsal for your real interviews!

Remember to bring copies of your resume (or resumes, if
you have several versions tailored to different career choices),
a few pens and pencils (have backups—they have a way of
disappearing), a folder or portfolio and some sort of note-
taking device (paper or electronic pad). Keep track of the
recruiters with whom you speak and send follow-up notes
to the ones who interest you. Don’t bring your backpack;
it’s cumbersome for you, it gets in the way of others and it
screams “student!” instead of “candidate!”

Stop, Look and Listen

Keep your eyes and ears open—there’s nothing wrong
with subtly eavesdropping on the questions asked and
answers received by your fellow career fair attendees. You
might pick up some valuable information, in addition to
witnessing some real-life career search “dos and don’ts.”

In order to maximize your career fair experience, you
must be an active participant and not just a browser. If all
you do is stroll around, take company literature and load up
on the ubiquitous freebies, you really haven’t accomplished
anything worthwhile (unless you’re a collector of key chains,
mousepads and pocket flashlights). It is essential to chat with
the company representatives and ask meaningful questions.

Here’s a great bit of career fair advice from Stanford
University’s Career Fair guide:

“Create a one-minute ‘commercial’ as a way to sell

yourself to an employer. This is a great way to introduce

yourself. The goal is to connect your background to the
organization’s need. In one minute or less, you need to
introduce yourself, demonstrate your knowledge of the
company, express enthusiasm and interest and relate your
background to the company’s need.”

You're a Prospector—Start Digging

The questions you ask at a career fair depend upon your
goals. Are you interested in finding out about a particular
career field? Then ask generalized questions about working
within the industry. If you’re seeking career opportunities
with a specific employer, focus your questions on the applica-
tion and interview process, and ask for specific information
about that employer.

Fair Thee Well

By all means, try to attend at least one career fair before
beginning your formal job interviewing process. For new
entrants into the professional career marketplace, this is a good
way to make the transition into “self-marketing mode” without
the formality and possible intimidation of a one-on-one job
interview. It's an opportunity that’s too valuable to miss.

A Few Words About
Career Fair Etiquette

1. Don’tinterrupt the employer reps or your fellow
job-seekers. If someone else is monopolizing the
employer’s time, try to make eye contact with the
rep to let him or her know that you’re interested in
speaking. You may be doing a favor by giving the
recruiter an out. If all else fails, move to the next
exhibit and plan to come back later.

2. Ifyou have a real interest in an employer, find out the
procedures required to secure an interview. At some
career fairs, initial screening interviews may be done
on the spot. Other times, the career fair is used to pre-
screen applicants for interviews to be conducted later
(either on campus or at the employer’s site).

3. Sincerity always wins. Don’t lay it on too thick, but
don’t be too blasé either. Virtually all employers are
looking for candidates with good communication

skills.

4. Don’tjust drop your resume on employers’ display
tables. Try to get it into a person’s hands and at least say
afew words. If the scene is too busy and you can’t get
aword in edgewise, jota note on your resume to the
effect of, “You were so busy that we didn’t geta chance
to meet. I'm very interested in talking to you.” Look
around the display for the recruiter’s business card (or
at the very least, write down his or her name and get
some literature with the company’s address) and send a
follow-up note and another copy of your resume.

5. Ifyou know ahead of time that one of your “dream
companies” is a career fair participant, do some prior
research (at minimum, visit their website and, if
available, view their company DVD). A little advance
preparation goes a long way and can make you stand
out among the masses of other attendees.
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Job Search Strategies: Pros and Cons

There are many ways to look for a job, some of which are better than others. Presented below are some of the most popular ways,

as well as helpful hints and pros and cons of each.

STRATEGY TOOLS

WANT ADS
Scan want ads. Mail resume

with cover letter tailored to
specific job qualifications.

* Newspapers

* Journals

* Newsletters

* Trade magazines
 Cover letters

PROS

Involves minimal investment
of time in identifying compa-
nies. Resume and cover letter
are sent for actual job opening.

CONS

Resume and cover letter will
compete with large number of
others. Ads follow job market;
least effective in times of
economic downturn.

HELPFUL HINTS

* Use as a meter on the job
market in a certain career
field.

* Try to get your materials in
as early as possible.

* Resumes
EMPLOYMENT * Resumes
AGENCIES * Business attire

Respond to employment
agency ads in newspapers;
check phone book for names
of agencies to contact.

Fee-paid jobs for graduates in
technical fields or those with
marketable experience.

May be less help to non-tech-
nical/inexperienced graduates.
Be wary if you, instead of the
employer, have to pay a fee.

* Identify agencies that
specialize in your field.

* Make frequent contact with
your counselor to obtain
better service.

INTERNET

Search online job banks and
company websites. Submit
resume online/post on job

boards.

¢ Access to the web
¢ Electronic resume

Actual job openings. Many
employers use a wide variety
of job listing services. Many
listings have free to low-cost
access. Worldwide geographic

reach.

Competition is growing as
use of the Internet increases.
Pay attention to multiple list-
ings—one position posted on
a few sites—to avoid applying
multiple times.

* Use the web frequently as
information and sites change
quickly.

* May need to conduct your
search at off-peak times (early
morning or late at night).

TARGETED MAILING ¢ List of well-researched
Develop a good cover letter companies

tailored to a specific type of job ¢ Tailored cover letters
and the needs of the company. ¢ Resumes

Send letter with resume to

selected companies.

Better approach than the mass-
mailing method. Investment
of time and effort should

merit stronger response from
employers.

Requires a significant invest-
ment of time in researching
companies and writing cover
letters as well as following up
with contacts.

¢ Try to find out who is in
charge of the area in which
you want to work; send your
materials to that person.
Great method when used in
conjunction with networking.

IN-PERSON VISIT

Visit many companies.

Ask to see person in specific
department. Submit resume
and application, if possible.

* Business attire
* Company address list
* Resumes

Resume and application are on
file with the company.

Requires a great deal of time to
make a relatively small number
of contacts.

* Research the companies
prior to your visit. Ask fora
specific person or ask about a

specific type of job.

NETWORKING

Talk to everyone you know
to develop a list of possible
contacts; ask for information
on job/companies and to
circulate your resume.

¢ List of contacts
* Resumes
* Business attire

May learn of unadvertised
openings. May result in a cour-
tesy interview. Often results in
a closer match of your interests
toajob.

A contact in itself is not
enough to get you a job.
You may exhaust all leads
without landing a job. Quite
time-consuming.

* Follow through on all leads.
* Keep broadening your
network of contacts.

ON-CAMPUS
RECRUITING

Follow specific procedures to
secure on-campus interviews.

* Scheduling interviews
* Employer literature

* Resumes

* Business attire

One of the primary ways in
which companies recruit
for technical and business
positions.

May be less effective for
nontechnical/nonbusiness
candidates.

e Use the interview schedule
as a way to identify possible
employers, even if you don’t
get to interview on campus
with those employers.

RESUME REFERRAL
Register with one of the many
national referral services. As
jobs are listed by employers,
the data bank of registrants is
searched for matches. If your
materials match, they are sent
to the employers.

* Registration form
supplied by service

6 Worcester Polytechnic Institute

Another way to monitor the
job market and get

your qualifications to the
attention of employers.

May involve a fee. Often more
helpful to those in technical
or specialized fields. May not
learn of the status of your
materials.

¢ Use only in conjunction with
other job search strategies.

Adapted and reprinted with permission from Career Services, Pennsylvania State University,

University Park, PA.



Don’t Forget the Small Companies

ost students concentrate their job search on Forzune 500

corporations or other large, well-known companies with

defined and approachable personnel departments. And in
an economic climate that has proved challenging for small business,
it would be easy to follow the path of “most students.”

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

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

s a Small Company Right for You?

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

* You are given more responsibility and are not limited by job titles
or descriptions.

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

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

* You have less job security due to the high rate of failure for a small
business.

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

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

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

¢ The environment is less bureaucratic; there are fewer rules and

regulations and thus fewer guidelines to help you determine what

to do and whether you're succeeding or failing.

Successes and faults are more visible.

Starting salaries and benefits may be more variable.

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

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

Are You Right for a Small Company?

Because most small companies do not have extensive training
programs, they look for certain traits in potential employees. You
will do well in a small company if you are:
¢ Self-motivated
* A generalist with many complementary skills
* A good communicator, both oral and written
e Enthusiastic ¢ Arisk-taker * A quicklearner
¢ Responsible enough to get things done on your own

There are fewer limitations, and it’s up to you to make the best or
worst of that freedom. A small business often has a strong company
culture. Learn that company’s culture; it will help you on your way
up the corporate ladder.

Finding a Job in a Small Company

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

How do you find information on small companies? Try these

techniques:

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

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

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

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

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

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

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

onwebsite ................. Little/no career section on website

Hiring done months in

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

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

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

the international student, the job search process can be

especially confusing. You may lack an understanding of
U.S. employment regulations, or perhaps you are unaware
of the impact your career choice has on your job search. You
may also be unsure about your role as the job-seeker and the
resources used by American employers to find candidates.

The following is an overview of the issues most relevant

to international students in developing a job search strategy.
Additional information about the employment process and
related topics can be found through your career center and
on the Internet.

Looking for ajob is seldom easy for any student. For you,

Bureau of U.S. Citizenship and Immigration
Services (USCIS) Regulations

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

Importance of Skills and Career Field

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

Role of Employers

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

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

* College recruiting

e Campus or community job fairs

¢ Posting jobs on the company website or on national job

posting sites on the Internet

* Posting jobs in major newspapers or trade publications

* Posting jobs with professional associations

* Resume searches on national online services

e Employee referrals

* Regional and national conferences

* Employment agencies (“headhunters”)

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

Strong Communication Skills

You can help the employer make an informed hiring deci-
sion if you:

* Provide a well-prepared resume that includes desirable

skills and relevant employment experiences.

¢ Clearly convey your interests and ability to do the job in

an interview.

* Understand English when spoken to you and can effec-

tively express your thoughts in English.

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

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

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

Career Center

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

* Attend sessions on job search strategies and related topics.

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

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

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

Written by Rosita Smith.



Email Correspondence

fun. We use it to communicate with friends and family

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

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

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

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

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

¢ Be brief in your communications. Don’t overload the
employer with lots of questions in your email.

* Ditch the emoticons. Whilea © oran LOL (laughing
out loud) may go over well with friends and family, do
not use such symbols in your email communications
with business people.

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

* Sign your email with your full name.

* Avoid using slang.

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

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

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

Thank-You Notes

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

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

Dear Ms. Jones:

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

Sincerely,

John Doe

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

Cover Letters

A well-crafted cover letter can help “sell” you to an

employer. It should accomplish three main things:

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

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

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

Tips

E)n addition to the guidelines stated above, here are a few

tips to keep in mind:

* Make sure you spell the recipient’s name correctly. If the
person uses initials such as J.A. Smith and you are not
certain of the individual’s gender, then begin the email:
“Dear J.A. Smith.”

* Stick to astandard font like Times New Roman, 12-point.

* Keep your email brief and businesslike.

* Proofread everything you write before sending it.

While a well-crafted email may not be solely responsible

for getting you your dream job, rest assured that an email
full of errors will result in your being overlooked. Use these
email guidelines and you will give yourself an advantage over
other job-seekers who are unaware of how to professionally
converse through email.

Written by John Martalo, a freelance writer based in San Diego.
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Dealing With Rejection in the Job Search

fter meticulously preparing your cover letters and 4. Don’tlive in the past.
resumes, you send them to carefully selected When you dredge up past failures, your nervous system
companies that you are sure would like to hire you. kicks in and you experience all the feelings that go with
You even get a few job interviews. But all of your return failure. Unwittingly, you overestimate the dangers
correspondence is the same: “Thanks, but no thanks.” Your facing you and underestimate yourself.
self-confidence melts and you begin to question your value to 5. Don’t get mad at the system.
an employer. Does anything less pleasurable exist than hunting for
Sometimes, we begin to dread the BIG NO so much that a job? Still, you must adjust to the world rather than
we stop pursuing additional interviews, thereby shutting off make the world adjust to you. The easiest thing is to
our pipeline to the future. We confirm that we couldn’t get conform, to do what 400,000 other people are doing.
a job because we stop looking. Remember, fear of rejection When you sit down to play bridge or poker or drive a
doesn’t have to paralyze your job search efforts. Let that fear car, do you complain about the rules?
fuel your determination; make it your ally and you'll learn a lot. 6. Take the spotlight off yourself.

. . o Sell your skills, not yourself. Concentrate on what
Eight Guidelines to Ward Off Rejection

you’re there for: to find out the interviewer’s problems

1. Depersonalize the interview. and to show how you can work together to solve them.

Employers may get as many as 500 resumes for one job
opening. How can you, I and the other 498 of us be no
good?

2. Don’t make it all or nothing.

Don’tset yourself up for a letdown: “If I don’t get this
job, 'm a failure.” Tell yourself, “It could be mine. It’s

. Seeyourselfin the new role.

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

a good possibility. It’s certainly not an impossibility.” 8. Keep up your sense of humor.

3. Don’t blame the interviewer. Nobody yet has contracted an incurable disease from a
Realize interviewers aren’t in a hurry to think and job interview.
behave our way. Blame your turndown on a stone-
hearted interviewer who didn’t flatter you with
beautiful compliments, and you will learn nothing,.

Written by Roseanne R. Bem[ey) Career Services, New Mexico
State University.

A World of Opportunities...
Come Work for a Global Leader
in Defense Technology

ITT is a global engineering and manufacturing company
with $11 billion in sales. In addition to being a Fortune 300
company, ITT is a top 10 defense contractor providing
innovative technologies and operational services to meet
the emerging requirements of the military, government
and commercial customers.

ITT Electronic Systems is seeking qualified candidates for
the design, development, production and support of
Electronic Warfare protection systems. We develop
technology critical to our soldiers, and you have the
potential to become part of a talented team, work on
rewarding projects, thrive in a dynamic environment and
excel in your career.

Join our team at http://es.itt.com

7T

Engineered for life

ITT is an Equal Opportunity / Affirmative Action Employer. M/F/D/V.

We emphasize building a diverse workforce which is inclusive of different
perspectives and varied business, academic, cultural and social backgrounds.
U.S. citizenship required.
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Tapping the Hidden Job Market

our off-campus job search should neither begin nor end

with the help wanted ads. Studies have shown that only 15

percent of available jobs are ever advertised. It takes much
more than merely perusing the classifieds. By employing a number
of methods, you constantly increase your chances of landing a job.
Some techniques you might use:

Networking. Probably the most effective way to meet
potential employers and learn about possible jobs is to tap
into your personal network of contacts. You might think
it’s too early to have professional contacts, but think about
everyone you know—family members and their friends/
co-workers, professors, past employers, neighbors and even
your dentist. Don’t be afraid to inform them of your career
interests and let them know that you are looking for work.
They will likely be happy to help you and refer you to any
professionals they think can be of assistance.

Informational interviewing. This approach allows you
to learn more about your field by setting up interviews with
professionals. The purpose of these interviews is to meet
professionals, gather career information and investigate career
options, get advice on job search techniques and get refer-
rals to other professionals. When setting up these interviews,
either by phone or letter, make it clear to the employer that you
have no job expectations and are secking information only.

Interviewing also familiarizes you to employers, and you may
be remembered when a company has a vacant position.

Temporary work. As more companies employ the
services of temporary or contract workers, new graduates
are discovering that such work is a good opportunity to gain
experience in their fields. Temporary workers can explore
various jobs and get an inside look at different companies
without the commitment of a permanent job. Also, if a
company decides to make a position permanent, these
“temps” already have made good impressions and often are
given first consideration.

Electronic job search. One source of jobs may be as close
as a personal computer. Various online resume services let
you input your resume into a database, which then can be
accessed by companies searching for applicants who meet
their criteria. Companies also post job listings on websites
to which students can directly respond by sending their
resumes and cover letters.

Persistence is the key to cracking the hidden job market.
Attend meetings of professional associations and become
an active member. After you begin the above processes, and
your network base expands, your search will be made easier.
Employers will appreciate your resourcefulness—and view
you as a viable candidate.

Informational Interviews

ne of the easiest and most effective ways to meet

people in a professional field in which you are

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

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

What motivates professionals to grant informational
interviews?

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

How do you set up informational interviews?

One possible approach is to send a letter requesting a brief
informational interview (clearly indicating the purpose of
the meeting, and communicating the fact that there is no job

expectation). Follow this up with a phone call to schedule an
appointment. Or, initiate a contact by making cold calls and set
up an appointment. The best way to obtain an informational
interview is by being referred from one professional to another, a
process which becomes easier as your network expands.

How do you prepare for informational interviews?

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

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

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

www.wpi.edu/+CDC
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Networlk

A NETWORK IS an interconnected group
of supporters who serve as resources for
your job search and ultimately for your
career. Some great network contacts might
include people you meet at business and
social meetings who provide you with
career information and advice.

Students often hesitate to network
because they feel awkward asking for help,
but it should be an integral part of any job
search. Though you might feel nervous
when approaching a poten-
tial contact, networking is a
skill that develops with prac-
tice, so don’t give up. Most
people love to talk about
themselves and their jobs
and are willing to give real-
istic—and free—advice.
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Eight Keys to Networking

E PREPARED First, define what information you

eed and what you are trying to accomplish by

etworking. Remember, your purpose in networking

to get to know people who can provide informa-

ion regarding careers and leads. Some of the many

enefits of networking include increased visibility
within your field, propelling your professional devel-
opment, finding suitable mentors, increasing your
chances of promotion and perhaps finding your next
job.

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

E TARGETED Identify your network. For some, “I
n't have a network. | don’t know anyone,” may be
our first reaction. You can start by listing everyone
you know who are potential prospects: family
embers, friends, faculty, neighbors, classmates,
umni, bosses, co-workers and community associ-
ates. Attend meetings of organizations in your field
of interest and get involved. You never know where
you are going to meet someone who could lead you
to your next job.

Social
Networking
Websites

Career professionals—and parents—are
warning young job seekers that using
social networking sites such as Facebook
and Twitter, may be hazardous to your
career. After all, do you want your potential
employer to see photos of you at last week-
end’s party? Certainly, those photos could
diminish your prospects of landing a job.
However, more job seekers are using social
networking to enhance their preparation for
interviews, garner an advantage over less-
wired peers, and even gain an edge with
recruiters.

One example of a constructive use
of social networking websites is gath-
ering background information about the
recruiters with whom you will interview. By
finding out about topics that will interest
the recruiter, you may gain an upper hand in
the interview process. In addition, stronger
connections with a potential employer can
be made by talking about the clubs he or
she belongs to and even friends you have in
common—information that can be discov-
ered on Facebook.

Research on professional sites like
LinkedIn can also be used to prepare for
site visits. By using the alumni connections
available through LinkedIn, you can gain
added insight into potential employers.

If you are interviewing with a company,
search for alumni who are working there.
You can have conversations with alumni
via LinkedIn that you wouldn’t have in an
interview, such as, “do you like it at the
company” or “can you negotiate salary?”

Networking Rules

When you seek and maintain professional
connections via social networking sites,
follow the same etiquette you would if you
were networking by phone and in person.
Remember that every contact is creating
an impression. Online, you might tend to
be less formal because you are communi-
cating in a space that you typically share
with friends. Just as you would not let
your guard down if you were having dinner
with a potential employer, you must main-
tain a positive and professional approach
when conversing with networking contacts
online. Ask good questions, pay attention
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Social Networking websites continued

to the answers, and be polite—this includes
sending at least a brief thank-you note
anytime someone gives you advice or
assistance.

If It's OK for Mom, It's OK for Facebook

The more controversial aspect of the
interplay between social networking and
job searching is the privacy debate. Some
observers, including career counselors,
deans, and parents, worry that students
put themselves at a disadvantage in the
job search by making personal information
available on Facebook and Twitter pages.
More and more companies are using such
websites as a screening tool.

Concern about privacy focuses on two
areas: social life and identity/affiliations.
Parents and career counselors argue that
job-seekers would never show photos
of themselves at a party in the middle of
an interview, so why would they allow
employers to see party photos on a
Facebook page? Students often respond
that most employers do not even use
social networking sites and that employers
already know that college students drink.

While it may be true that senior managers
are less likely to be on Facebook, young
recruiters may be active, and in many
cases, employers ask younger employees to
conduct online searches of candidates. Why
risk losing a career opportunity because of
a photo with two drinks in your hand?

It's easy to deduce that if an employer is
comparing two candidates who are closely
matched in terms of GPA and experience,
and one has questionable photos and text
on his or her online profile and the second
does not, that the second student will get
the job offer.

Identity—Public or Private?

Identity and affiliations are the second
area where social networking and privacy
issues may affect your job search and
employment prospects. Historically,
job-seekers have fought for increased
protection from being asked questions
about their identity, including religious
affiliation and sexual orientation, because
this information could be used by biased
employers to discriminate. Via social
networking sites, employers can now find
information that they are not allowed to ask
you.

Employers can no longer legally ask these
questions in most states, however, some
students make matters like religion, political
involvement, and sexual orientation public
on their web pages.

PROFESSIONAL Ask your networking pros-
cts for advice—not for a job. Your networking
eetings should be a source of career informa-
n, advice and contacts. Start off the encounter
ith a firm handshake, eye contact and a warm
smile. Focus on asking for one thing at a time.
Your contacts expect you to represent yourself
with your best foot forward.

E PATIENT Heena Noorani, research analyst
ith New York-based Thomson Financial, recom-
ends avoiding the feeling of discouragement if
working does not provide immediate results
instant answers. She advises, “Be prepared
or a slow down after you get started. Stay
politely persistent with your leads and build
momentum. Networking is like gardening: You
do not plant the seed, then quickly harvest.
Networking requires cultivation that takes time
and effort for the process to pay off.”
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Questions to Ask During Networking Meetings

* What do you like most (least) about your work?
» Can you describe a typical workday or week?

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

* What are the future career opportunities in this
field?

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

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

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

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

* With whom would you recommend | speak? When |
call, may | use your name?



Do’s & Don'ts of Networking

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

* Do bring copies of your resume.

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

* Don’t be shy or afraid to ask for what you need.

* Don’t pass up opportunities to network.

E FOCUSED ON QUALITY—NOT QUANTITY In
a large group setting, circulate and meet people,
t don’t try to talk to everyone. It's better to

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

e

REFERRAL-CENTERED The person you are
networking with may not have a job opening, but
or she may know someone who is hiring. The
is to exchange information and then expand
ur network by obtaining additional referrals
ach time you meet someone new. Be sure to
mention the person who referred you.

E PROACTIVE Stay organized and track

our networking meetings. Keep a list of your
contacts and update it frequently with the names
of any leads given to you. Send a thank-you note
or email if appropriate. Ask if you can follow-

up the conversation with a phone call, or even
better, with a more in-depth meeting in the near
future.

DEDICATED TO NETWORKING Most impor-
ntly, networking should be ongoing. You will
ant to stay in touch with contacts over the long
ul—not just when you need something. Make
tworking part of your long-term career plan.

Thomas J. Denham is the managing partner and
career counselor of Careers in Transition LLC.

Social Networking websites continued

You would never include religious and
political affiliations as well as sexual orien-
tation or transgender identity (GLBT) on
your resume, so do you want this informa-
tion to be available via social networking
sites? There are two strategies to consider.
One approach is that if you wish to only
work for an employer with whom you can
be openly religious, political, or GLBT then
making that information available on your
web page will screen out discriminating
employers and make it more likely that you
will land with an employer open to your
identity and expression.

A second approach though, is to maintain
your privacy and keep more options open.
Investigate potential employers thoroughly
and pay special attention at site visits to
evaluate whether the company would be
welcoming. This strategy is based on two
perspectives shared by many career profes-
sionals. First, as a job-seeker, you want to
present only your relevant skills and experi-
ence throughout the job search; all other
information is irrelevant. Second, if you
provide information about your identity
and affiliations, you may be discriminated
against by one person in the process even
though the company overall is a good
match.

Strategies for Safe and Strategic
Social Networking
1. Be aware of what other people can see
on your page. Recruiters use these sites
or ask their colleagues to do searches
on candidates.

. Determine access intentionally. Some
career counselors advocate deactivating
your Facebook or Twitter accounts while
job searching.

. Set a standard. If anything appears
on your page that you wouldn’t want
an interviewer to see, remove the
offending content.

. Use social networking to your advan-
tage. Use these sites to find alumni in
the companies that interest you and
contact them before you interview in
your career center or before a site visit.
In addition, use social networking sites
and Internet searches to learn more
about the recruiters who will interview
you before the interview.

“Social Networking websites” written by
Harriet L. Schwartz.
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How to Stand Apart From the Crowd

ompetition for jobs is at an all-time high, so it’s

essential that you distinguish yourself from other

job applicants. Regardless of the field that you’re
entering, individuality matters. Everything you’ve expe-
rienced until now—in the classroom, during after-school
jobs and internships, and through volunteer experiences—
sets you apart from your fellow students. These unique
experiences provide knowledge and abilities that must be
demonstrated to potential employers through the resume,
cover letter and interview. This is your chance to prove that
you’re the best candidate for the job and will make a great
addition to their team. Here are some ways to make sure
your true potential shines.

What Makes You Special?

Your roommate may have the exact same major and GPA
as you do, but those factors are only superficial. More impor-
tantly: everyone has his or her own set of life experiences that
influence personal growth and skill development. Maybe
you’ve traveled around the world, speak several languages,
or were born in another country. Or perhaps you’ve worked
your way through high school and college to help support
your family. Numbers only tell part of the story. When an
employer is evaluating you for a job, you have to make sure
your unique experiences come through on your resume and
cover letter so that you have the opportunity to elaborate on
the details during the interview.

Go Team!

Employers want hires who can hit the ground running and
work well with others in a team environment. Your academic
experience has been packed with teamwork even if you don’t
realize it. Just think back to all those group projects and
study sessions. Many extracurricular activities from athletics
and fraternities and sororities to clubs, volunteer work and
student government require team participation as well. By
using the language of teamwork and cooperation on your
resume and cover letter, you've taken the first step toward
proving that you’re a collaborator. During the interview you
can further express what you’ve learned about yourself and
others through teamwork.

Leadership 101

Teamwork is key, but employers also want candidates who
can step up to the plate and take charge when it’s appropriate.
If you’ve never been class president, however, don’t fear; lead-
ership can be demonstrated in many subtle ways. In addition
to traditional leadership roles, leaders also take on respon-
sibility by providing others with information and advice. If
you’ve ever helped a friend with a paper, volunteered to teach
a class or given a speech that motivated others, then you've
served as a leader. During your interview, speak confidently
about your accomplishments, but don’t cross the line into
arrogance. Good leaders know when to show off, as well as
when to listen to others.
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Art of the Resume

Your resume provides the opportunity to stand out, but
don’t distinguish yourself by using bright-colored paper
or an unusual font. Those tactics are distracting and leave
employers remembering you negatively. Instead, it’s the
content of your resume that will really get you noticed. Make
sure to describe each experience in clear detail; highlight not
only what you did, but also what results were gained from
your actions. Don’t forget to include special skills, such as
foreign languages and international travel.

Cover Letter Zingers

While your resume chronicles your experiences, the cover
letter lets your personality shine through. Here you can
expand upon your past experiences and briefly discuss what
you learned. Use concrete examples from your resume in
order to showcase specific skills and characteristics. Be sure
to tailor each letter to the specific organization and position,
and state specifically why you want to work for the organiza-
tion. Demonstrate that you've done your research; it will
impress employers and set your letter apart from the rest.

Interview Expert

When it comes to the interview, preparation is key. Be
ready to talk about everything you've done in a positive light,
and make sure you're well informed about the organization
and industry. Focus on what distinguishes the employer from
their competition and why you are a good fit. If possible,
speak to alumni or other current employees to learn more.
Remember, practice makes perfect; many career centers offer
mock interviews with a counselor. And don’t be afraid to
ask for help from friends and professionals as you review the
answers to common interview questions.

Do’s and Don’ts

* DO dress the part. Even employers with casual dress
codes expect interviewees to be dressed in professional
business attire.

* DON'T chew gum, wear too much cologne/perfume
or smoke before the interview.

* DO look your interviewer in the eye and offer a firm

handshake.

e DON’T try too hard to please and appear loud or
cocky.

* DO emphasize your skills and accomplishments.

* DON’T make excuses for failures or lack of experi-
ence. Instead, take responsibility for your mistakes
and change the subject to something positive.

Written by Jennifer Bobrow Burns, Assistant Dean for Career
Services, Quinnipiac University.



Turning Your Internship
Into a Full-Time Position

ne of the best benefits of an internship or coopera-

tive education experience is that it can serve as your

passport to future employment opportunities.
Getting your foot in the door by landing the internship or
co-op is only half of the challenge in turning your career
dreams into a reality. The more vital halfis to build a repu-
tation during this career experience that will culminate in
receiving a full-time job offer.

A growing number of employers are using internships as
away to gain a first in-depth look at prospective employees.
In this respect, both you and your employer have a common
goal—namely, to determine if there is a good fit between you.

Here are ten tips to becoming a savvy intern and making
powerful career moves:

1. Exhibit a Can-Do Attitude

Pass the attitude test and you will be well on your way
to success. Attitude speaks loud and clear and makes
a lasting impression, so make sure that yours is one of
your greatest assets. Take on any task assigned—no
matter how small—with enthusiasm. Take the initia-
tive to acquire new skills. Accept criticism graciously
and maintain a sense of humor.

2. Learn the Unwritten Rules
Get to know your co-workers early in your internship.
They will help you figure out quickly the culture in
which you will be working. Being the “new kid” is like
being a freshman all over again. You will need to adapt,
observe, learn and process a large volume of information.
Watch closely how things get done. Ask questions and
pay attention to how people interact with each other.

3. Take Your Assignments Seriously
Build a reputation for being dependable. Be diligent
and accurate in your work. You may encounter a great
deal of ambiguity in the work environment, so seek
direction when in doubt and do whatever it takes to get
the job done. As an intern, you will generally start out
by performing small tasks, asking a lot of questions and
learning the systems. Your internship supervisor knows
that there will be an initial learning curve and will make
allowances for mistakes. Learn from your errors and
move on to your next task. From there, your responsi-
bilities and the expectations of others are likely to grow.

4. Meet Deadlines

Always assume the responsibility to ask when an
assignment is due. This will help you to understand
your supervisor’s priorities and to manage your time
accordingly. Alert your boss in advance if you will be
unable to meet expectations. This will show respect and
professional maturity.

5. Set Realistic Goals and Expectations
Invest actively in the most critical element of your
internship—that is, the learning agenda which you set

up with your supervisor at the beginning of the assign-
ment. Your learning agenda should target specific skills
and competencies that you wish to acquire and demon-
strate. After all, the learning agenda is what distinguishes
ashort-term job from an internship. It is up to you to
establish a correlation between your learning goals and
the daily work you are asked to perform. Maintain a
journal of your activities and accomplishments in order
to monitor your progress. Seek regular reviews from your
supervisor to assess your performance and reinforce the
fact that you mean business.

6. Communicate Respectfully
Assume that everyone else knows more than you do.
However, don’t be afraid to present useful ideas that
may save time or money or solve problems. Make sure,
however, that your style does not come across as cocky.
Employers value assertiveness but not aggressiveness.
Find out the proper way to address individuals, including
customers. Maintain a pleasant and respectful demeanor
with every person, regardless of his or her rank.

7. Be Flexible

Accept a wide variety of tasks, even those that may not
relate directly to your assignments or those that may
seem like grunt work. Your willingness to go the extra
mile, especially during “crunch time,” will help you
carve the way to assuming greater responsibilities.

8. Be a Team Player
Learn how your assignment fits into the grand scheme
of things and keep a keen eye on getting the job done. In
today’s work environment, success is often defined along
the lines of your ability to get along with and interact
with others. You’re a winner only if your team wins.

9. Get a Mentor

Identify at least one individual to serve as your mentor
or professional guardian. It should be someone who

is willing to take a personal interest in your career
developmentand success. Once you know your way
around, begin to network wisely and get “plugged

in” by associating with seasoned employees who may
share their knowledge, perspectives and insights. Get
noticed, because many more people will have a role in
determining your future than you might at first realize.

10. Have Fun!

Last but not least, enjoy learning, sharpening your

skills and developing professionally and personally.
Participate in work-related social functions and become
an active member in your work community.

Make your internship or co-op experience work for you.
It can be the first link in the chain of your career.

Written by Lina Melkonian, Director of Development at San
José State University, College of Engineering.
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Are You Ready for a Behavioral Interview?

of the members wasn’t carrying his or her weight.”

If this is one of the leading questions in your job
interview, you could be in for a behavioral interview. Based on
the premise that the best way to predict future behavior is to
determine past behavior, this style of interviewing is popular
among recruiters.

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

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

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

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

viewing techniques, you may find the behavioral interview quite

different in several ways:

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

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

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

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

v’ You may not geta chance to deliver any prepared stories.

v’ Most interviewers will be taking notes throughout the interview.
The behavioral interviewer has been trained to objectively

collect and evaluate information and works from a profile of

desired behaviors that are needed for success on the job. Because
the behaviors a candidate has demonstrated in previous positions
are likely to be repeated, you will be asked to share situations in
which you may or may not have exhibited these behaviors. Your
answers will be tested for accuracy and consistency.

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

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

with it.”

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

accomplish a task or project.”

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

Follow-up questions will test for consistency and determine if
you exhibited the desired behavior in that situation:
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“Can you give me an example?”
“What did you do?”

“What did you say?”

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

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

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

How to Prepare for a Behavioral Interview

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

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

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

i.e., 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 embellish or omit any part of the story.
The interviewer will find out if your story is built on a weak
foundation.

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

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

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

Don’t Forget the Basics

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



Dressing for the Interview

epending upon your fashion style, whether it is the

latest trends for the club scene or merely college senior

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

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

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

Here are some guidelines:

MEN
* A two-piece suit will suffice in most instances.

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

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

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

WOMEN

* Asuit with a knee-length skirt and a tailored blouse is
most appropriate.

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

e Pants are more acceptable now but are not recom-
mended for interviews.

Staying Within a Budget

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

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

The most important piece in any wardrobe is a jacket
that is versatile and can work with a number of other pieces,
according to one fashion expert. This applies to men and
women. “If you focus on a suit, buy one with a jacket which
may be used with other skirts or trousers,” says a women’s
fashion director for a major national retailer. “Then add a
black turtleneck or a white shirt. These are the fashion basics
that you 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 accessory recommended by company representa-
tives is a briefcase. “When I see one,” says one recruiter, “it
definitely adds to the candidate’s stature. It is a symbol to me
that the individual has done some research and that he or she
is prepared.”

A Final Check
And, of course, your appearance is only as good as your
grooming. Create a final checklist to review before you go on
an interview:
* Neatly trimmed hair
* Conservative makeup
* No runs in stockings
¢ Shoes polished (some suggest wearing your sneakers on
the way to an interview and changing before you enter
the interview site)
* No excessive jewelry; men should refrain from wearing
earrings
* No missing buttons, crooked ties or lint
You want your experience and qualifications to shine.
Your appearance should enhance your presentation, not
overwhelm it.

Taking a Casual Approach

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

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

Fashion Arrests: 1) Never wear blue denim jeans or shorts
unless the vast majority of others do; 2) Don’t dress too
provocatively—you’re at work, not at a dance club;

3) “Casual” doesn’t mean “sloppy”—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 seeing
clients, dress appropriately for zheir workplace, not yours;
4) Go to the mall—most department and specialty stores
have sections devoted to this style of office attire.
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Questions Asked by Employers

27. Do your grades accurately reflect your ability? Why or why not?
28. Were you financially responsible for any portion of your
college education?

Experience

29. What job-related skills have you developed?

30. Did you work while going to school? In what positions?

31. What did you learn from these work experiences?

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

33. Have you ever quit a job? Why?

34. Give an example of a situation in which you provided a solu-
tion to an employer.

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

36. Have you ever done any volunteer work? What kind?

37. How do you think a former supervisor would describe your work?

Career Goals
38. Do you prefer to work under supervision or on your own?
39. What kind of boss do you prefer?
40. Would you be successful working with a team?
41. Do you prefer large or small organizations? Why?
42. What other types of positions are you considering?
43. How do you feel about working in a structured environment?
44. Areyou able to work on several assignments at once?
45. How do you feel about working overtime?
46. How do you feel about travel?
47. How do you feel about the possibility of relocating?
48. Are you willing to work flextime?

Before you begin interviewing, think about these questions and
possible responses and discuss them with a career advisor. Conduct
mock interviews and be sure you are able to communicate clear,
unrehearsed answers to interviewers.

Questions to Ask Employers

Personal
1. Tell me about yourself.
2. What are your hobbies?
3. Why did you choose to interview with our organization?
4. Describe your ideal job.
5. What can you offer us?
6. What do you consider to be your greatest strengths?
7. Can you name some weaknesses?
8. Define success. Failure.
9. Have you ever had any failures? What did you learnfrom them?
10. Of which three accomplishments are you most proud?
11. Who are your role models? Why?
12. How does your college education or work experience relate to
this job?
13. What motivates you most in a job?
14. Have you had difficulty getting along with a former professor/
supervisor/co-worker and how did you handle it?
15. Have you ever spoken before a group of people? How large?
16. Why should we hire you rather than another candidate?
17. What do you know about our organization (products or
services)?
18. Where do you want to be in five years? Ten years?
19. Do you plan to return to school for further education?
Education
20. Why did you choose your major?
21. Why did you choose to attend your college or university?
22. Do you think you received a good education? In what ways?
23. In which campus activities did you participate?
24. Which classes in your major did you like best? Least? Why?
25. Which elective classes did you like best? Least? Why?
26. Ifyou were to start over, what would you change about your
education?
1. Please describe the duties of the job for me.
2. What kinds of assignments might I expect the first six months
on the job?
3. Are salary adjustments geared to the cost of living or job
performance?
4. Does your company encourage further education?
5. How often are performance reviews given?
6. What products (or services) are in the development stage now?
7. Do you have plans for expansion?
8. Whatare your growth projections for next year?
9. Have you cut your staff in the last three years?
10. How do you feel about creativity and individuality?
11. Do you offer flextime?
12. Isyour company environmentally conscious? In what ways?
13. Inwhat ways is a career with your company better than one
with your competitors?
14. Is thisa new position or am I replacing someone?
15. What is the largest single problem facing your staff
(department) now?
16. May I talk with the last person who held this position?
17. What s the usual promotional time frame?
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18. Does your company offer either single or dual career-track
programs?

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

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

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

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

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

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

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

26. Isthere alot of team/project work?

27. WillThave the opportunity to work on special projects?

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

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

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



Students With Disabilities: Acing the Interview

stressful when you have a disability—especially a visible
disability. Hiring managers and employers may have
had little prior experience with persons with disabilities and
may react with discomfort or even shock to the appearance
of a wheelchair, cane or an unusual physical trait. When this
happens, the interviewer is often so uncomfortable that he or she
just wants to “get it over with” and conducts the interview in a
hurried manner. But this scenario robs you of the opportunity
to present your credentials and could prevent the employer from
identifying a suitable, qualified candidate for employment.

It is essential that you understand that interviewing is nota
passive process where the interviewer asks all the questions and
you simply provide the answers. You, even more than applicants
without disabilities, must be skilled in handling each interview in
order to put the employer representative at ease. You must also be
able to demonstrate your ability to manage your disability and be
prepared to provide relevant information about your skills, experi-
ences and educational background. In addition, you may have to
inform the employer of the equipment, tools and related resources
that you will need to perform the job tasks.

The traditional face-to-face interview can be particularly

To Disclose or Not to Disclose

To disclose or not to disclose, and when and how to disclose,
are decisions that persons with disabilities must make for them-
selves during the job search process.

Under the Americans with Disabilities Act (ADA), you are
not legally obligated to disclose your disability unless it is likely
to directly affect your job performance. On the other hand, if
your disability is visible, it will be evident at the time of the inter-
view so it may be more prudent to acknowledge your disability
during the application process to avoid catching the employer
representative off guard.

Reasons for Disclosing

You take a risk when you decide to disclose your disability.
Some employers may reject your application based on negative,
preconceived ideas about persons with disabilities. In addi-
tion, you may feel that the issue is too personal to be publicized
among strangers. On the other hand, if you provide false answers
about your health or disability on an application and the truth is
uncovered later, you risk losing your job. You may even be held
legally responsible if you failed to inform your employer and an
accident occurs that is related to your disability.

Timing the Disclosure

The employer’s first contact with you will typically be
through your cover letter and resume, especially if you initially
contacted the organization. There are many differing opinions
on whether one should mention the disability on the resume
or in the cover letter. If you are comfortable revealing your
disability early in the process, then give careful consideration
to where the information is placed and how it is stated. The
cover letter and resume should primarily outline relevant skills,
experiences and education for the position for which you are
applying. The reader should have a clear understanding of your
suitability for the position. Therefore, if you choose to disclose
your disability, the disclosure should be brief and placed near
the end of the cover letter and resume. It should never be the
first piece of information that the employer sees about you.

The information should also reveal your ability to manage your
disability while performing required job functions.

When You Get the Interview

As stated earlier, it may not be wise to hide the disability
(especially a visible disability) until the time of the interview. The
employer representative may be surprised, uncomfortable or
assume that you intentionally hid critical information. As a result,
more time may be spent asking irrelevant and trivial questions
because of nervousness, rather than focusing on your suitability for
the position. Get assistance from contacts in human resources, your
career center or workers with disabilities about the different ways to
prepare the interviewer for your arrival. Take the time to rehearse
what you will say before making initial contact. If oral commu-
nication is difficult for you, have a career services staff person (or
another professional) place the call for you and explain how you
plan to handle the interview. If you require support for your inter-
view (such as a sign language interpreter), contact human resources
in advance to arrange for this assistance. Advance preparation puts
everyone at ease and shows that you can manage your affairs.

Tips on Managing the Interview
Prior to the Interview

1. Identify a career services staff person to help you prepare
employers for their interview with you.

2. Arrange for several taped, mock interview sessions to become
more confident in discussing your work-related skills and in
putting the employer representative at ease; rehearse ahead of
time to prepare how you will handle inappropriate, personal
or possibly illegal questions.

3. Ifyour disability makes oral communication difficult, create a
written narrative to supplement your resume that details your
abilities.

4. Determine any technical support, resources and costs that
might be necessary for your employment so that you can
respond to questions related to this topic.

5. Besure that your career center has information for employers
on interviewing persons with disabilities.

6. Seek advice from other workers with disabilities who have
been successful in finding employment.

7. Review the general advice about interviewing outlined in this
career guide.

During the Interview

1. Putthe interviewer at ease before starting the interview by
addressing any visible disability (if you have not done so already).

2. Plan to participate fully in the discussion (not just answer
questions); maintain the appropriate control of the interview
by tactfully keeping the interview focused on your abilities—
not the disability.

3. Inform the employer of any accommodations needed and
how they can be achieved, thereby demonstrating your
ability to manage your disability.

4. Conclude the interview by reiterating your qualifications
and giving the interviewer the opportunity to ask any
further questions.

Written by Rosita Smith.
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Choosing Between Job Offers

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

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

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

The first question many of your friends will ask when

Factor in Benefits

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

Who's the Boss?

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

Corporate Culture

There are three aspects to a work environment: 1) the
physical workspace, 2) the “corporate culture” of the
employer, and 3) fellow co-workers. Don’t underestimate the
importance of a good workspace. If you are a private person,
you probably will not be able to do your best work in a cluster
of cubicles. If you are an extrovert, you won’t be happy shut
in an office for hours on end.
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Corporate culture comprises the attitudes, experiences,
beliefs and values of an organization. What's the hierarchy of
the organization? s there a dress code? Is overtime expected?
Do they value creativity or is it more important that you follow
protocol? Whenever possible, you should talk to current or
previous employees to get a sense of the corporate culture. You
may also be able to get a sense of the environment during the
interview or by meeting your potential boss and co-workers
during the interview process. Ask yourselfif the corporate
culture is compatible with your own attitudes, beliefs and values.

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

Like What You Do

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

Location, Location, Location

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

Time is on Your Side

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

It's Your Call

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

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



The Benefits of Company Benefits

hough promises of high starting salaries or accelerated career
T growth may entice you as you search for your dream job, don’t

forget to check out the company’s benefits package. These
packages are generally designed to provide protection against
financial hardship brought about by unforeseen circumstances,
such as illness or injury. With the high cost of medical services,
even a routine physical exam can set you back several hundred
dollars if you don’t have coverage. “Most employees today are
looking for more than a paycheck,” says Amy Roppe, a senior
account manager at Benefit Source, Inc., a Des Moines, lowa-
based company that designs and administers employee benefit
packages. “Employees are looking for overall job satisfaction, and
benefits are a key part of that.”

What kinds of benefits can you expect at your first job
out of college? That depends. Not all benefits programs are
created equal, and most have certain rules, limitations and
exclusions, particularly in regard to health plans. Though
some employers still provide complete coverage with no
out-of-pocket expense to workers, most company plans now
require the employee to pay part of the benefits expense,
often in the form of payroll deductions. However, the cost is
usually reasonable in comparison to footing the entire bill by
yourself. The benefits described below will give you a general
overview of what many companies offer to their employees:

* Medical insurance. This is the most basic (and prob-
ably most important) benefit you can receive. Health
coverage limits an employee’s financial liability in the
event of illness or injury.

* Disability insurance. Provides an income to the
employee in the event of a long-term disability.

¢ Life insurance. Provides a benefit payment to family
members in the event of the employee’s death.

* Dental insurance. Provides basic dental coverage.
Though many people agree that dental insurance
is overpriced (you’ll seldom get more than your
premiums back in the form of benefits), you’ll be
covered for cleanings, scalings and x-rays.

* Prescription drug plan. This can save you a
bundle, particularly if you require medicine for an
ongoing condition. Typically, the employee pays
a fixed co-payment—for example, $25—for each
prescription.

* Vision. Provides a benefit that helps defray the cost of
eye exams and corrective lenses.

* Retirement plans. These used to be funded entirely
by employers but have been largely replaced by 401 (k)

plans, which are funded by the employee, often

with some degree of “matching” contribution from
the employer. However, these matching contribu-
tions have limits and the plans vary from company
to company. In many companies, there is a specified
waiting period before new employees can participate.

* Flexible spending accounts. These plans allow you to
set aside untaxed dollars to pay for dependent care and
unreimbursed medical expenses.

* Tuition reimbursement. The employer reimburses
the cost of continuing education as long as the
classes pertain to your job and certain grade levels are
achieved.

* Vacation. Most companies will offer paid vaca-
tion time to employees. The number of days off is
usually determined by how long you’ve been with the
company.

¢ Sick time. Paid leave in the event of illness.

You should also be aware that there is something
called “soft benefits.” These are usually very popular with
employees and cost the company little or nothing. For
example, many companies have gone to a business casual
dress code, while others may offer what is called “dress-
down Fridays.” Flextime is another popular soft benefit that
many employers offer. This simply means that you don’t
have to arrive at work at a specific time each day. If it’s more
convenient for you to start at 10 a.m. to avoid the morning
rush hour, for example, you’ll be able to do so. However,
most companies require employees to be at the office
during predetermined “core hours”—usually between
10 a.m. and 3 p.m.

Telecommuting from home is another “benefit” that
employers like to tout. However, don’tassume you’ll be
allowed to work from home whenever you want. You'll
usually be offered this option when you’re too sick to make
it to the office, when you’re on a tight deadline and your
boss wants you to put in extra time, or when you’re unable to
come to work because of weather-related conditions.

And just what are the most popular benefits among recent
college grads entering the work force? “In today’s environ-
ment, it is assumed that health insurance will be offered,” says
Amy Roppe, “so most young employees tend to inquire more
about retirement or bonus programs. No one is sure whether
or not there will be a Social Security benefit when retirement
time comes. Workers are taking more personal responsibility
for their own financial futures.” That sounds like the kind of
common-sense advice we should all take.

Written by John Martalo, a freelance writer based in San Diego.
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s Graduate School Right for You?

t some point in your college career, you must decide what you
would like to do after graduation—and that includes
whether or not to attend graduate school. If you're trying

to determine whether graduate school is right for you, here are some
pointers to help you make an enlightened decision.

1. ShouldI consider going to graduate school?

Going to graduate school might be a good idea if you. ..

* want to be a professor, lawyer, doctor, investment banker
or work in any profession that requires a post-secondary
education.

* wish to develop additional expertise in a particular subject or
field to maximize your future earning potential and opportu-
nities for career advancement.

e are deeply interested in a particular subject and wish to study
it in-depth—AND have the time and financial resources to
devote to further education.

Going to graduate school might not be a good idea if you. ..

* are trying to delay your entry into the “real world” with real
responsibilities and real bills.

e are clueless about your career goals.

* aren’t prepared to devote the time and hard work needed to
succeed.

* want to stay in school longer to avoid a poor job market.

2. Isitbetter to work first or attend graduate school
immediately after I complete my undergraduate
degree?

Work first if-..

* you would like to get some real-world work experience
before investing thousands of dollars in a graduate degree.

¢ the graduate school of your choice prefers work experience
(most MBA and some Ph.D. programs require this).

* you cannot afford to go to graduate school now, and you
haven’t applied for any scholarships, grants, fellowships
and assistantships, which could pay for a great deal of your
education.

Go to graduate school now if. ..

* you are absolutely sure you want to be a college professor,
doctor, lawyer, etc., and need a graduate degree to pursue
your dream job.

¢ you have been awarded grants, fellowships, scholarships or
assistantships that will help pay for your education.

* you're concerned that once you start earning real money, you
won’t be able to return to the lifestyle of a “poor” student.

e your study habits and mental abilities are at their peak, and
you worry whether you'll have the discipline (or motivation)
to write papers and study for exams in a few years.

3. Iam broke. How will I pay for tuition, books,
fees and living expenses?
o Family: You've likely borrowed from them in the past;
maybe you’re lucky enough for it to still be a viable option.

24 Worcester Polytechnic Institute

o Student Loans: Even if you've taken out loans in the past,
another $50,000 - $75,000 may be a sound “investment” in
your future.

o Fellowships/Scholarships: A free education is always the best
option. The catch is you need a high GPA, good GRE/
GMAT/LSAT/MCAT scores and the commitment to search
out every possible source of funding.

o Teaching/Research Assistantships: Many assistantships include
tuition waivers plus a monthly stipend. It’s a great way to get
paid for earning an education.

o Employer Sponsorship: Did you know that some companies
actually pay for you to continue your education? The catch
is they usually expect you to continue working for them
after you complete your degree so they can recoup their
investment.

What are the pros and cons of going to graduate

school full-time vs. part-time?

Benefits of attending graduate school full-time:

* you’ll be able to complete your degree sooner.

* you can totally commit your intellectual, physical and
emotional energy to your education.

* ideal if you want to make a dramatic career change.

Benefits of attending graduate school part-time:

* work income helps pay for your education.

* you can take a very manageable course load.

* you can juggle family responsibilities while completing your
degree.

¢ allows you to work in the function/industry/career of your
choice while continuing your education.

e employer will often pay for part (or all) of your graduate degree.

Assuming I want to go to graduate school in the

near future, what should I do now?

a. Identify your true strengths, interests and values to help you
discover what is right for YOU—not your friends or parents.

b. Keep your grades up and sign up (and prepare) to take the
required standardized tests.

c. Talk to faculty, friends and family who have gone to
graduate school to get their perspective about the differences
between being an undergraduate and a graduate student.

d. Talk to faculty, friends and family who are in your targeted
profession to get a realistic sense of the career path and the
challenges associated with the work they do.

e. Investigate creative ways to finance your education—Dby
planning ahead you may reduce your debt.

f. Research graduate schools to help you find a good match.

g. Investigate the admissions process and the current student
body profile of your targeted schools to evaluate your prob-
ability for admission.

h. Have faith and APPLY! Remember, you can’t get in unless

you apply.

Written by Roslyn J. Bradford.
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