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Office of Career Services 

 
 
 
 
Dear STAC Students and Alumni: 
 
The Office of Career Services is well prepared to assist you in identifying and securing 
your career goals. This career planning handbook is your guide to the many services 
offered through the Career Services office, as well as resources of practical information 
on resumes, cover letters and interviews. 
 
Career Services brings employers to campus each year during on-campus recruiting 
events, networking receptions, and during the annual spring job fair. These career events 
offer a wide range of career opportunities. In addition the Career Services office offers 
workshops, seminars, special events and individual assistance in career planning and/or 
managing the graduate school admissions process. The Career Services office educates 
and teaches students and alumni about the career planning process while providing the 
necessary tools and resources to conduct a successful and rewarding job search.   
 
The success of your career development plans or graduate school admission campaign is 
something only you can determine, but Career Services can help you increase your 
opportunities for success. Today’s job market and graduate school admissions process is 
competitive and constantly changing.  Use the expertise of the CAPS office staff to 
maximize your opportunities. I encourage you to contact us via e-mail at 
careers@stac.edu or by phone at (845) 398-4065. 
 
Best wishes on your continued success. 
 
Sincerely, 
 
 
 
Rachel M. Jackiewicz, Director of Career Services 
 
 
 
 
 
 
 
 
 



- 2 - - 2 - 
 
 

How Can the CAPS Office Help? 
 
The CAPS Office offers a variety of services to meet the individual needs of students 
during the job search process.  Some of these services include: 
 
Career Consultation Services – The Career Services Office provides assistance in the 
areas of self-assessment, career exploration and decision making through individual 
appointments. 
 
Job Search Workshops – Career Workshops and programs are scheduled throughout the 
academic year on topics including resume and cover letter writing, salary negotiation, 
interviewing skills, job search strategies. Stop by the CAPS Office to pick up a newsletter 
outlining upcoming career events and programs. 
 
Resume and Cover Letter Assistance – The CAPS Office is available to assist students 
in developing and enhancing student/alumni resumes to ensure these documents are 
marketing students in the best way possible. 
 
Mock Interviews – Students have the opportunity to participate in mock (practice) 
interviews individually or attend the Mock Interview program hosted during the Spring 
Semester. 
 
Alumni Career Network (ACN) – The Career Services Office has joined forces with 
Alumni Affairs to create the Alumni Career Network and mentor program. The network 
is designed to help students increase their chances of finding a job in their field upon 
graduation through the support and guidance of STAC Alumni. 
 
Career Resource Library – A variety of career information and complimentary career 
literature is available for students. Materials are available to assist students with resume 
writing, job search techniques, and interview skills. The career resource library comes 
equipped with a computer and printer for job search activities. The career resource library 
is located in the Romano Student Alumni Center on the upper level. 
 
Job Search Strategies – In addition to the services mentioned above, the CAPS Office 
provides a variety of job search strategies which can be of assistance to job seekers. 
These services include resume referral program; on-campus recruiting and interviewing; 
job fairs and job binders advertising job opportunities. 
 
Career Programs and Special Events – The Career Services Office sponsors several 
programs to assist with the career development process. Such programs include; the 
annual job fair, the dining etiquette seminar, the mock interview program, and the speed 
networking alumni reception. 
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Documents Needed When Searching for a Position 
 
When applying for a position, you will typically need to submit a resume and cover letter. 
Be sure to understand that some employers have specific application instructions and 
procedures so be sure to follow them carefully. Once you have applied, you are 
encouraged to follow up with each employer to ensure that your materials have been 
received. 
______________________________________________________________________________ 
 
 
►RESUME – A resume is a marketing tool listing your qualifications for a position and it is 
different from the application form. An application form is a standardized way for an employer to 
evaluate your qualifications, but a resume allows you to use your creativity in expressing your 
qualifications. Make sure you treat each as a separate document. For example, when completing 
the experience section on the application, write out your experience as requested. Do not write 
“see enclosed resume”. 
 
►Cover Letter – A cover letter is a professional business letter that accompanies your resume 
and introduces you to employers. All correspondence between you and a prospective employer 
should be in a business format, whether it is a cover letter, a thank you letter or any other written 
form of communication to an employer. You want to make the impression that you are skilled in 
producing professional correspondence. The letter indicates to the reader why you are writing and 
explains the qualifications you possess for that specific position. Your cover letter should be 
individualized for each position you are applying for. Cover letters should be prepared on high 
quality paper that matches your resume. Envelopes should also match your resume paper and be 
neatly typed or laser printed. 
 
►Letters of Reference – Letters of reference are documents written in support of your 
candidacy for employment. Employers, faculty members, advisors, and administrators who are 
aware of your abilities write them. When asking for a letter of recommendation, allow at least two 
to four weeks for the individual to complete it. Make sure you know the recommender very well 
and that they will write you a favorable letter. 
 
Many employers prefer a reference page (please refer to page 6 for a sample reference page). The 
employer may then initiate contact with the individuals you have listed. It is extremely important 
that your reference page is accurate and that you have asked those on your reference page for 
permission to list them as references. It is strongly encouraged that you provide your references 
with a copy of your resume. 
 
A minimum of three (3) references is recommended. It is important that the reader “connects” the 
references with your prior experiences. For example, if one of your references has changed 
employers since they served as your supervisor – you should add: 
 Former Supervisor at ____________________________. 
 
It is a nice gesture to keep those serving as your references informed about your job search. If 
nothing else, contact them when you accept a position to thank them for serving as your 
reference. 
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How to Write a Resume 
 
A resume is a professional document that markets your qualifications to an employer. It 
is NOT a life history. Instead, it outlines your most important qualifications for 
employment. Your resume often influences an employer’s first impression of you as a 
potential employee. Therefore, you should take great effort in making it the best 
document possible. It should be easy to read, neat, consistent and free from all 
typographical and grammatical errors. 
 
HEADING 

····  Include your name, permanent address/phone/e-mail as well as your present 
address/phone/e-mail if applicable. 

····  Make your name large and bold; it is what should stand out in this section. 
····  Listen to your answering machine message to be sure it sounds professional, and make 

sure your e-mail address is professional. 
····  Be sure that everyone answering your phone does so appropriately and records accurate 

messages. 
 
OBJECTIVE 

····  Develop a clear, concise statement about the specific type of position you are seeking. 
····  Do not use personal pronouns (I, Me, or My) in your objective or any other section of 

your resume. 
 
EDUCATION 

····  List degree, major, concentration, school, city and state, graduation date, and GPA (if 3.0 
or higher.) 

····  List other institutions you have attended, including same information as listed above, if 
you received a degree. 

····  List multiple degrees in reverse chronological order (most recent information goes first). 
····  Do not list high school information. 

 
CAREER RELATED EXPERIENCE 

····  List experiences you have had (i.e. internships and summer jobs) that relate directly to 
the career/position you are seeking.   

····  Include title (i.e. Intern), organization, city, state and dates. 
····  Under each experience, describe your duties using action words (see page 7 for a list of 

sample action words). 
····  Keep your verb tense consistent (past tense) throughout your description of duties. 

 
RELATED EXPERIENCE 

····  Follow the same format as your Career Related Experience section to list those 
experiences (paid or unpaid) which relate to your ability as an employee. 

····  Make sure to include your duties under each position using Action Words. 
 
ADDITIONAL EXPERIENCE 

····  List positions you have held that do not relate to the position you are seeking, but show 
that you have held a job. 
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····  Include the position title, organization, city, state and dates. 
····  You do not need to list your job duties under this section because you job titles should 

give enough of an explanation. 
 
HONORS/LEADERSHIP ACTIVITIES 

····  List honors you have received while in college including campus and community 
organizations you were involved with. 

 
COMPUTER SKILLS 

····  List all technical skills you possess that would be important for you as a candidate. 
 
Formatting Tips  
 
�  Use the entire page to list your information. 
�  Create margins for your resume no smaller than ½ inch on all sides. 
�  Choose an easy to read font style (i.e. Times New Roman, Arial, Arial Narrow) and size      

10-12pt. 
�  Use bold, underline, capitalization, and italics appropriately to make important information 

stand out. 
�  Be sure your most important qualifications are on the first page and that your name and “Page 

2” appears at the top of the second sheet if your information goes to a second page. A resume 
should be no longer than two pages and most organizations prefer a one-page resume for 
college students and recent graduates. 

�  Be sure to spell check your resume and proofread it carefully prior to submitting it for 
consideration. 

�  Laser print your resume on quality resume paper (25% or 100% cotton). 
 
 
Use the template on page 8 to assist you in developing your resume (undergraduates) for 
a position. Realize that this template is a guide, and your resume should take on a 
different format and content depending upon your individual circumstances. Personalize 
your format and content so it displays your information appropriately, depending on your 
individual needs. Many examples of resume styles are available in the Career Resource 
Library. 
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        (Sample Reference Page) 
 

REFERENCES 
FOR 

Complete name (as it appears on your resume) 
______________________________________________________________________________ 

 
Name 
Title 

Organization 
Street Address 

City, State, Zip Code 
000-000-0000 
e-mail address 

 
 
 

Name 
Title 

Organization 
Street Address 

City, State, Zip Code 
000-000-0000 
e-mail address 

 
 
 

Name 
Title 

Organization 
Street Address 

City, State, Zip Code 
000-000-0000 
e-mail address 

 
 
 
 

Name 
Title 

Organization 
Street Address 

City, State, Zip Code 
000-000-0000 
e-mail address 
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ACTION WORDS 
 
The following action words can be helpful in describing your experiences and marketing your 
qualifications effectively and professionally on your resume. 
 
 
Achieved    Eliminated   Operated 
Acted     Enabled   Organized 
Adapted    Encountered   Oversaw 
Administered    Encouraged   Participated 
Advanced    Established   Performed 
Advised    Evaluated   Planned 
Analyzed    Examined   Prepared 
Approved    Executed   Presented 
Arbitrated    Expanded   Processed 
Assessed    Explained   Produced 
Assisted    Facilitated   Promoted  
Attained    Found    Provided  
Authored    Focused   Published 
Balanced    Formulated   Received 
Chaired     Generated   Recommended 
Clarified    Grouped   Recorded 
Coached    Guided    Recruited 
Collected    Identified   Reduced 
Communicated    Illustrated   Referred 
Completed    Implemented   Represented 
Composed    Improved   Researched 
Computed    Incorporated   Reviewed 
Consulted    Increased   Revised 
Contributed    Informed   Revitalized 
Controlled    Initiated   Rewarded 
Coordinated    Integrated   Scheduled 
Corresponded    Interpreted   Screened 
Counseled    Interviewed   Selected 
Created     Introduced   Served 
Critiqued    Investigated   Solved 
Designed    Involved   Studied 
Developed    Led    Summarized 
Devised    Maintained   Supervised 
Diagnosed    Managed   Taught 
Directed    Mediated   Tested 
Discovered    Moderated   Trained 
Distributed    Monitored   Translated 
Drafted     Motivated   Utilized 
Edited     Observed   Worked 
Educated    Obtained   Wrote 
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Resume Template for New Candidates 
 
 

NAME 
Address 

City, State & zip cope 
Telephone Number 

Email address 
 
OBJECTIVE:  State specific position you are seeking and/or what you can contribute 
 
EDUCATION:  Bachelor of ___________________, Expected Graduation 
   Academic Major, GPA: (3.0 or higher) 
   ST. THOMAS AQUINAS COLLEGE, SPARKILL, New York 
 
WORK HISTORY:  
Dates   Job Title 

Organization, City, State 
   * list job duties using action verbs 
   *          
   *         
   * 

 
 

Dates   Job Title 
   Organization, City, State 
   * list job duties using action verbs 
   *         
   *         
   * 

 
Dates   Job Title 
   Organization, City, State 
   * list job duties using action verbs 
   *         
   *         
   * 
 
Honors/Activities: (list honors received and organizations you belong to, including offices 

held if applicable) 
 
Special Skills: list computer programs you know how to use  
 list languages you speak and the level of fluency 
 
References: Furnished upon request 
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Tips for an Electronic Resume 
 
Scannable Resumes 
Today’s employers often require resumes that can be “scanned” into a computer database for 
tracking purposes. Creating a computer-friendly resume is a necessity as growing numbers of 
corporations, recruiting firms and public employment services are turning to computers to process 
the high volume of resumes they receive. Through the scanning of resumes, organizations are 
able to process, track, identify, sort and store applicant’s credentials and recognize those most 
qualified for available positions. Many experts predict that automated resumes will lead to a 
paperless workplace, minimizing filling and resume loss. 
 
TIPS FOR MAXIMIZING SCANNABILITY AND �HITS�  
 

····  Keep the format simple; do not use fancy graphics. 
····  Use font sizes 10-14 points. 
····  Always use white or light colored 8.5 x 11 paper printed on one side. 
····  Avoid italics or underlined passages’ bold face and capitals are fine. 
····  If your resume is more than one page, place your name at the top of each page, on its 

own line. 
····  List each phone number on its own line. 
····  Use common headings such as Objective, Summary of Qualifications, Education, 

Employment, Experience, Skills, Accomplishments, Professional Affiliations, 
Publications, Computer Skills, and Language Skills. 

····  Include specific computer skills such as Microsoft Office, PowerPoint, Excel etc. 
····  Use concrete terms such as “managed six staff accountants” rather than, “was responsible 

for financial reporting.” 
····  Use buzzwords of the industry and vary them with synonyms so that the scanner will 

pick them up. Computers may search the resume for KEY WORDS they have been 
programmed to find. Focus on marketable key words common to your area of study or 
work. 

····  List accomplishment and results rather than duties and responsibilities. 
 
Resumes by Email 

····  Your resume should be carefully written, edited and proofread. Make sure you have your 
resume saved on a disc. Sometimes modifying your resume is necessary due to space 
constraints. 

····  Graphics: Graphic techniques like boxes can be problematic for email. You are better 
advised to avoid them. 

····  Send a cover-letter at all times 
 
A note of caution on attachments 
  It is best to import the text file of your resume into the body of the email you are sending.  
Sending a file attachment is okay, but if you send it as a word processing attachment, you may 
encounter some problems.  The employer may not have the same kind of software or won’t open 
the file because they want to avoid viruses. 
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Job Application Templates 
Templates are preset forms on a website that will allow you to plug in information that the 
employer is specifically seeking. 
 

····  Follow the prompt and instructions.  Unfortunately this restricts your creativity and may 
force you into one set style. 

····  Leave a space before entering text when you see a colon (:) 
····  Use a comment section within the template as a cover letter submittal although you most 

likely will not need a cover letter. 
 
Stick to the text of your paper resume as much as possible.  This will save you from giving 
spontaneous responses you haven’t considered or redrafting your resume for every template. 
 
Cover-letters via the Internet 
 
A well-written and well-produced cover letter should accompany every resume that is 
being emailed to a prospective employer.  Cover letters are one-page statements of your 
career objectives. They market your knowledge, skills, and work experiences.  The 
purpose of the cover letter is to establish you as a high value potential employee.  You 
want to generate the employer’s interest in meeting you for an interview. This is your 
chance to introduce yourself and sell your combination of qualifications. Your letter 
should communicate how you are a good match for an employer and a good fit for the 
desired position you are applying for. 
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         RESUME SAMPLE 

 
 
 

ERIN STAC 
 

Present Address      Permanent Address   
St. Thomas Aquinas College     1234 Triple Crown Drive  
125 Route 340       Pearl River, New York   12345 
Sparkill, New York  10976     (845) 735-**** 
(845) 398- ****       Email Address 
 
 
Objective An Internship in the financial services industry. 
 
Education Bachelor of Science in Business Administration, Expected May 2007 
  St. Thomas Aquinas College, Sparkill, New York 
  G.P.A.  3.4/4.0 
 
Experience   
7/00 – Present Administrative Assistant, XYZ Corporation, New York, New York   
  *  Executed tasks related to accounts receivable and employee payroll 
  *  Responded to customer inquiries and concerns 

 
5/00 – 7/00 Summer Intern, CitiGroup, New York, New York 
  *  Assisted customers with individual banking needs    
  *  Served as a customer service representative 
 
5/99- 8/99 Head Cashier,  CVS Pharmacy, Orangeburg, New York 
  *  Supervised and trained new employees 
  *  Processed cash and credit transactions               
 
Honors National Business Honor Society 
  Dean’s list consecutive semesters      
  National Honor Society 
  Certificate of Academic Excellence 
 
Technical Microsoft Word, Access, Microsoft Excel, Microsoft PowerPoint 
Skills 
 
Leadership St. Thomas Aquinas College Business Club President (2004-Present) 
  St. Thomas Aquinas College Student Government Member (2002-Present)  
  Spartan Volunteers Vice President (2002- Present) 
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George Graphic 
25 Design Place ~ Ridgewood, New Jersey   07450 ~ (201) 445-1234 ~ graphic@xyz.com 
 

 
EDUCATION:  St. Thomas Aquinas College, Sparkill, New York 
    Bachelor of Arts Degree in Graphic Design 
    Expected Graduation, May 2008 
 
ACADEMIC HONORS: St. Thomas Aquinas College Honors Program 
    G.P.A. – 3.9 
    Dean’s List Fall 2004, Spring 2004, Fall 2005 
 
WORK EXPERIENCE:  St. Thomas Aquinas College, Sparkill, New York  
    Digital Imaging Lab 
    Fall 2004 to Present 
    Lab Assistant 
 
    NBC STUDIOS (National Broadcasting Company) 
    “Saturday Night Live” – New York, New York 
    September 2005-Present/Graphic Design Internship 
    * Assist and observe graphic design production for late  
       night comedy show 
    * Plan and organize work to meet all deadline requirements 
      

 
    XYZ Graphics, New City, New York 
    2004- Present/Graphic Artist 
    * Perform freelance graphic design work for a professional  
       graphic design company     
    * Created layouts for seasonal Board of Health newsletters  
             
 
COMPUTER SKILLS: Microsoft Office 

MS Word, MS Excel, MS Access, MS Outlook, MS 
PowerPoint, Macintosh, Illustrator, PhotoShop, 
Quarkxpress, Page Maker 

 
 
LANGUAGE SKILLS: Fluent in Spanish  
    Basic Knowledge of Italian 
    Working knowledge of French 
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RESUME DO�S AND DON�TS 
 

DO 
····  Do use professional looking resume paper in a subdued color such as white or 

ivory 
····  Do include contact information such as name, address, phone number, and email 

address 
····  Do make sure your objective statement is clear, concise, and specific 
····  Do include your GPA only if it is a 3.0 or higher.  Do include academic honors 
····  Do use strong action words to describe duties in work experiences.  Also describe 

your accomplishment and initiatives.  Using figures also helps to demonstrate 
your accomplishments. 

····  Do list all skills you possess, including computer skills. 
····  Do include any activities you have been actively involved in. 
····  Do make sure you have 3-5 professional references who know you well and can 

discuss your work. 
····  Do use bullets to list information in short concise statements. 
····  Do make sure everything is uniform on your resume.  ALWAYS be consistent in 

your resume format. 
····  Do make sure that anything listed on your resume can be backed up by you 

during an interview 
 

 
DON�T  

····  Don’t use paper that is too flashy 
····  Don’t include personal information such as age, marital status, social security 

number, etc. Don’t include a picture. 
····  Don’t make your objective statement too long, vague, or cliché-ridden. 
····  Don’t list courses on your resume unless you have taken some career-related 

courses outside of your major. 
····  Don’t use the phrases “Responsible for….” Or “Duties included….” When 

describing your duties in work experiences. 
····  Don’t list personal interests that are unrelated to your objective statement. 
····  Don’t include individual references on your resume. 
····  Don’t write in sentence or paragraph format and don’t use personal pronouns. 
····  Don’t use templates to format your resume. 
····  Don’t send out your resume with any errors or misspelling on it. This is the 

ultimate DON’T. 
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How to write a Cover Letter 
 
A cover letter is a professional business letter which accompanies your resume any time you mail, 
e-mail, or hand deliver your resume to a potential employer. The only time a cover letter does not 
accompany a resume is when you attend a job fair or you are bringing your resume to an 
interview. While a resume states the facts about your education and experiences, a cover letter 
introduces you to an employer and discusses your qualifications for a position.  You should spend 
a significant amount of time writing your cover letter.  Print your cover letter on the same 
professional quality paper as you did your resume. 
 
Use the following template to understand more about the format content of a cover letter. 
 
Your street address 
Your city, state, zip code 
 
Today’s Date 
 
 
Name of contact person 
Title 
Organization 
Street address 
City, state, zip code 
 
Dear (Name of Person): 
 
1st Paragraph 

····  State why you are writing to apply for a specific position 
····  Tell how you learned of the position (what source do you have for knowing about the position) 
····  Discuss why you want to work for that organization and why you would be able to make a 

contribution (show you have done your research about the organization and understand why it 
would be a good place to work.) 

 
2nd Paragraph 

····  Cite your qualifications for the position (answer this question- What education, experience, skills 
and qualities do you have that are needed for the position? Incorporate those ideas into this 
paragraph and back them up with examples, but don’t repeat your resume; instead, refer to the 
qualifications you possess which will entice the reader to want to look at your resume.) 

 
3rd Paragraph 

····  State what documents are enclosed with the letter (i.e. resume, references) 
····  Ask for an interview 
····  Give a plan of action as to the next step (are you going to call them and follow up or should they 

call you?) 
 
Sincerely, 
 
(your name signed) 
 
Your name typed 
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STAC STUDENT (Response to an advertisement) 
      1234 Oak Street, New York, New York   100023 
 
 
November 15, 2005 
 
 
Mr. Richard Phillips, Director of Human Resources 
XYZ Investments 
123 Route One 
New York, New York  10023 
 
 
Dear Mr. Phillips, 
 
I am writing in reference to the portfolio administrator position posted on XYZ’s web page.   The 
position interests me because of XYZ’s outstanding reputation as a powerhouse in the financial 
service industry. XYZ leads the industry with breakthrough innovations in sophisticated 
technology, product development, and diversification. 
 
My background and professional approach to business will provide your company with highly 
productive performance.  Having three positive internship experiences have given me the 
opportunity to understand the level of professionalism and communication that is required for a 
successful working experience. I am confident that my combination of practical work experience 
and solid educational experience has prepared me to make an immediate contribution to XYZ 
Investments.  
 
This spring, I will complete my Bachelor’s of Science degree in Business Administration with a 
focus in Finance; therefore, I will be available for work beginning May 21, 2006. Please consider 
me a candidate for the portfolio administrator position at XYZ Investments. I am looking forward 
to hearing from you as soon as possible. You can reach me at home (201) 123-4567. I appreciate 
your time in reviewing my qualifications. 
 
Sincerely, 
 
(your signed signature) 
 
Stac Student 
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JOB SEARCH CORRESPONDENCE (Networking Letter) 
       
 
John Doe  
Box 000 
St. Thomas Aquinas College 
125 Route 340 
Sparkill, New York  10976 
 
Name 
Title 
Organization 
Street Address 
City, State, Zip 
 
 
Dear Mr/Ms. Xxxxx: 
 
I was given your name by the offices of Career Services and Alumni Affairs. I am 
currently attending St. Thomas Aquinas College and I plan to graduate in May 200? with 
a Bachelor of Science in English. Currently I am taking a course entitled “Writing for the 
Media.” Through this class, I have discovered a talent and an interest in the field of mass 
communications. 
 
I have already researched this industry in the Career Services Center and I would like to 
gather further information from somebody in the field. As a professional, you have 
insights and advice not provided by reference materials that would assist me in beginning 
my job search. Your thoughts on the following topics would assist me a great deal: 
resume tips for highlighting my public relations experiences, entry-level job search 
strategies, and required skills that employers seek. 
 
I will call the week of October 15, 200* to see if we can arrange a brief time when you 
and I can speak. My resume is enclosed for your review.  I appreciate your consideration 
of my request for advice, and I look forward to speaking with you in the near future. In 
the meantime, if you would like to contact me for any reason, please call me at (845) 
123-4567 or e-mail me at john.doe@domain.com. 
 
Sincerely, 
 
 
 
John Doe 
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JOB SEARCH CORRESPONDENCE � Letter of Application 
 
1234 Oak Street 
Sparkill, New York  10976 
(845) xxx-xxxx 
November 3, 2005 
 
 
Name 
Title 
Organization 
Street Address 
City, State, Zip 
 
 
Dear Dr./Mr./Ms. Xxxxx: 
 
I read with interest your vacancy for the position of Policy Analyst, which was advertised with 
the career services center at St. Thomas Aquinas College. As my resume indicated, I have the 
requisite skills that are outlined for this position. My background in social sciences is well suited 
for the Policy Analyst position. I am very enthusiastic about this career opportunity with (insert 
company name here) because of the diversity of its clients from government and industry to 
academia and non-profits throughout the United States and abroad. 
 
My major in Psychology has provided me with training in survey design and data collection. My 
practical experiences as the treasurer for the Psychology Club have developed my budget 
management skills. Additionally, I interned last summer with (insert organization’s name here) 
which honed my project administrations skills because I provided support to the account 
management department. 
 
With my educational background and work experience, I would make an immediate contribution 
to the (insert company name here) team. I would appreciate the opportunity to interview on 
campus next month for the position. Thank you for your time and consideration and I look 
forward to hearing from you. 
 
Sincerely, 
 
 
 
Jane Smith 
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JOB SEARCH CORRESPONDENCE � Thank You Letter  
 
STAC Student 
125 Route 340 
Sparkill, New York  10976 
February 3, 2006 
 
 
Name 
Title 
Organization 
Street Address 
City, State, Zip 
 
 
Dear Dr./Mr./Ms. Xxxx: 
 
It was a genuine pleasure meeting with you on Wednesday, February 6, 2006 at the on-campus 
interview hosted at St. Thomas Aquinas College. I enjoyed learning more about xyz corporation 
and the Customer Support Representative position in particular. I was very impressed with XYZ’s 
drive to be the most responsive provider of information processing equipment and services in the 
industry. 
 
I know my educational background as a business major has given me knowledge and insight into 
human relations. My work experience as Assistant Manager at CVS Pharmacy has honed my 
interpersonal skills in dealing with customers tactfully and professionally. 
 
As you requested during my interview, I am enclosing an official copy of my transcript.  If you 
have any additional questions about my background or qualifications, please do not hesitate to 
contact me. I would welcome the opportunity to interview at your corporate headquarters. I look 
forward to hearing from you. 
 
Regards, 
 
 
STAC Student 
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INFORMATIONAL INTERVIEWING/NETWORKING 
 
 
Informational networking interviews are often overlooked as an important step toward 
the ultimate goal of landing a job in your career field. 
  

····  it is a strategy of interviewing for information 
····  informational networking is the most effective method of learning about career 

paths. 
 
Such interviews give you valuable information about particular careers and specific jobs 
as well as skills and experiences that employers expect you to have.  This type of 
interviewing also helps you develop a valuable referral network. Through informational 
networking, you will establish rapport with employers who serve as contacts for formal 
job interviews later in your career. 
 
Informational Networking allows you to: 
 

····  gain exposure to the work setting 
····  get a detailed description of a job’s responsibilities 
····  learn the vocabulary that pertains to a particular organization or career field 
····  develop rapport with someone who might possibly hire you or make a referral for 

you 
····  demonstrate your motivation skills and your proactive position. 

 
Informational network interviews: 
 

····  You initiate the contacts 
····  You seek out the employer 
····  You set up the appointment 
····  You ask the questions 
····  You draw conclusions 
····  You decide what you need to know 
····  You conduct the interview 
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CONDUCTING INFORMATIONAL INTERVIEWS 
 
It is necessary to be clear to yourself and others that you are not (at this point) asking for a job.  
You are looking for information to aid you in the decision-making process about careers. Have 
some questions ready, however, other questions may arise during the course of the interview. 
 
Questions to consider may include: 

····  How did you get into this field? 
····  What do you like most about your career 
····  What do you like least about your career 
····  What are the responsibilities of your position? 
····  Are these duties the same for everyone with the same job title? 
····  What is a typical day like? 
····  What kind of individual (in terms of talent and personality) would be best suited for this 

kind of job? 
····  What are the prospects for someone entering your field today? 
····  What advice would you give me about applying for and finding a job in this field? 
····  Is there any travel required? 
····  Are there any other sources of information you might suggest? 
····  What kind of salary could I expect to make working in this field? 

 
 
Closing the Interview 
If in the course of your interviewing for information, it becomes very evident that you have found 
the company, department, or even the person for whom you want to work, ask if you can leave 
your resume in case a position becomes available. At the same time, ask if it would be 
appropriate for you to call if you have any additional questions or require further assistance. 
 
Thank You 
After you have interviewed someone, send a short, typed, business letter to thank him or her for 
helping you develop a clearer picture of the work you want to do. A letter will serve to remind the 
person of you. This is an appropriate time to provide the potential employer your revised/updated 
resume, if you are interested in pursuing a position with the organization. 
 
Maintaining Your Contacts 
In order to gain the maximum benefit from it, you must use and maintain your professional 
contacts. Names and other information must be organized and stored neatly for easy reference 
and updating as necessary. 
 
Record contact names, their occupation, a note about how they prefer to be contacted, and 
comments and assistance they can offer. 
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DRESS FOR SUCCESS 
 
Your attire for the interview should present a professional image. For campus interviews, more 
conservative, corporate attire is appropriate.  Classic suits in blue, black and gray with light 
colored shirts and blouses, classic style ties and shoes are recommended. For women, be 
conservative with makeup and jewelry.  Employers don’t care about the brand labels in your 
clothes; they are looking for someone clean, put-together, and proud. 
 
BASICS for MEN 

····  Navy, black, charcoal gray colored suit 
····  Polished black dress shoes 
····  Solid white pressed shirt 
····  Conservative, professional tie 
····  Black, calf-length socks 
····  Attaché 
····  Belt to match shoes 
····  Hair; clean and recently trimmed 
····  Nails, clean and short 
····  Facial hair (if any) neatly trimmed or clean shaven face with no shadow 
····  Avoid flashy ties or printed shirts, keep it simple and understated. 
····  Jewelry should be limited to a watch and one ring 
····  Don’t wear cologne or aftershave 
····  No smoking or chewing gum 
····  Bring a high quality pen 
····  No visible tattoos or body piercing 

 
BASICS For WOMEN 

····  Suit or tailored dress in a solid or very subtle print 
····  Clean closed-toed shoes with basic shape and medium heel 
····  Attaché or small handbag, not both, match to shoes 
····  Hosiery in neutral skin tone or sheer black/navy NEVER darker than your shoes 
····  Skirt should be knee length or longer, no extreme slits 
····  Hair should be simple and neat 
····  Nails should be clean and short, no polish or a subtle color with no chips 
····  Make-up should be minimal, in neutral tones and non-distracting 
····  Simple jewelry; small hoops or studs for earrings, watch, one ring per hand, necklace 

should be simple 
····  Don’t wear perfume or cologne 
····  No smoking or chewing gum 
····  Bring a high quality pen 
····  No visible tattoos or body piercing 

 
Once you’ve prepared the outside package, make sure your attitude matches.  You should convey 
the air of someone who is bright, alert, and enthusiastic and motivated.  Look the employers in 
the eye, smile, and give him/her a firm handshake.   
 
Last, but not least try to relax and let who you are shine through.  Believe in yourself and what 
you have to offer – they will too! 
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JOB FAIRS � From Survival to Success 
 
Job Fairs are excellent opportunities for job seekers to learn more about various industries and 
occupations and to promote their skills and talents to employers. 
 
FAST FACTS ABOUT JOB FAIRS: 

····  They are open to all students seeking full-time and internship positions as well as those 
people simply looking to increase their network of professional contacts. 

····  They range in size and location; they can be physical or virtual (on-line) events. 
····  They may be specific to a particular industry, region or community. 
····  Most consist of employer booths or tables, represented by recruiters from a variety of 

industries, initially to format can be overwhelming. 
····  Your role as a candidate is to introduce yourself to the recruiter, hold a brief 

conversation, and collect the literature provided as well as the contact information for the 
person you spoke with (i.e. a business card). 

 
ETIQUETTE FOR A JOB FAIR 
 
Job fairs are often crowded and you may have to wait to speak with employers.  If a fellow job 
seeker is monopolizing a recruiter, don’t interrupt. Instead, try establishing eye contact with the 
recruiter to show your interest.  If you are speaking with an employer who has a line of people 
waiting, or a line forms behind you, don’t prolong the conversation.  Conclude your conversation 
with the employer and ask how you can follow up with the employer at a later date. 
 
HELPFUL HINTS 
 

····  Be open-minded.  Visit organizations – even if you haven’t heard of them.  Think 
creatively about companies you could target. For example, a company may not be 
advertising their interest in English majors, but there may be a position at their 
organization for somebody with writing skills.  To learn what types of companies or 
organizations are interested in students with your major conduct informational interviews 
with as many employers as possible. 

····  Make sure you obtain the name of the representatives , title, address and phone 
number.  Collect recruiter business cards and send follow up letters of interest – often 
recruiters see a large number of people at a job fair and only pursue candidates that 
followed up with them. 

····  Above all, KEEP A POSITIVE ATTITUDE! 
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PREPARING FOR INTERVIEWS 
 
The interview is your one true opportunity to convince a potential employer that you are the right 
person for the job.  You will want to do everything possible to make a good impression during the 
interview.  Aside from professional appearance, there are two major areas on which you will want 
to concentrate: 

····  Know yourself – to discuss your career goals, skills, strengths, accomplishments, 
interests, etc. 

····  Know the employer � to discuss its products, services, organizational structure, etc. 
 
You will want to continually look for concrete examples that illustrate how your background, 
skills, and interests match the organizations needs. 
 
BEFORE THE INTERVIEW 

····  Attend an interview skills workshop sponsored by the Career Services Office 
····  RESEARCH, RESEARCH, RESEARCH! Research the company. Doing some thorough 

research on a company will always be to your benefit in an interview.  It impresses the 
recruiter and shows that you have a genuine interest in the job.  It also helps you respond 
intelligently to the recruiters questions, it helps you form thoughtful questions to ask the 
recruiter, and it helps you make an informed decision about a job offer. 

····  Practice your interviewing skills.  Anticipate likely interview questions (a list of 
commonly asked interview questions are outlined in this guidebook). Write out your 
responses to each question the way you would respond to them in an interview; or better 
yet, role play an interview with a friend or a career counselor who can give you 
constructive feedback.  Create a list of your specific skills and qualities that you wish to 
communicate during the interview. We strongly encourage you to sign up for the Mock 
Interview Program sponsored by the career services office. 

 
DURING THE INTERVIEW 
 

····  Sell to their need 
····  Listen to the interviewer.  Adapt to the interviewers style and try to ascertain why 

particular questions are being asked before responding.  If needed, ask for clarification. 
····  Be aware of your body language.  Offer a firm handshake in greeting and at the close of 

the interview.   
····  Maintain good eye contact.  Avoid nervous mannerisms, such as touching your hair or 

face, fidgeting, or moving your hand and feet constantly.  Avoid folding or crossing your 
arms and holding things in front of your body. Use a strong, confident tone of voice. 

····  Be positive and enthusiastic.  Speak positively of your past work and educational 
experiences. Watch out for negative words that creep into your vocabulary or even words 
that distract from a positive statement, such as “pretty good,” “maybe,” “I think,” or “sort 
of.”  

····  Avoid the use of slang and sentence fillers such as “you know,” “um,” 
····  Express interest. Point out to the interviewer the particular reasons why you are 

interested in the organization. 
····  Convey your qualifications.  Know at least three good reasons why you are an 

outstanding candidate. 
····  Tell (brief) stories.  Use examples.  Do not just say, “I am a good manager.”  Give an 

example of how you handled a situation that illustrates good management skills. 
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····  Have questions prepared when the interviewer asks, “now, do you have any questions?”  
Ask questions that would elicit information to help you decide if this company and this 
position offer what you are seeking in a career. 

 
AFTER THE INTERVIEW 
 

····  Get feedback.  Interviewing can improve with practice.  By analyzing your interview 
with the Career Services office, you can improve upon your poise, confidence, and 
effectiveness during interviews. 

····  Review your notes about your interview and send a thank you letter within 24-48 hours 
of the interview. 

 
 
BEHAVIORAL BASED INTERVIEWS (BBI) 
 
Many employers are taking a more focused approach to interviewing called Behavioral Based 
Interviewing (BBI).  BBI is based on the premise that past performance is the best indicator of 
future performance.  In this form of interviewing, candidates are asked specific examples of their 
skills rather than stating hypothetically how they would hand a given situation.  Candidates share 
examples of skills gained through internships, volunteer experiences, part-time jobs, and student 
development activities. 
 
Use the PAR Model to answer BBI questions.  Discuss: 
 

1) Problem or task for which you were responsible 
2) Action you took to solve the problem or complete the task 
3) Results of your actions 

 
When answering Behavior Based Interview Questions remember to: 
 

····  Use specific examples of skills and accomplishments from a variety of areas including: 
internship. work, leadership, service, and life experiences. 

····  Rehearse your answers, so they are familiar to you, but do not have them memorized 
····  Phrase answers positively; avoid using words such as not, can’t, don’t, and won’t 
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TOP 50 INTERVIEW QUESTIONS ASKED OF COLLEGE SENIORS 
 
Various questions on this top 50 list contain examples of how interviewers could state them in 
Behavioral Based Interviewing (BBI) terms. 

1) What are your long range and short range goals and objectives?  When and why did you 
establish these goals? And how are you preparing yourself to achieve these outlined 
goals? 

       
 BBI 

····  Give me an example of an important goal which you set in the past and tell me about 
your success in reaching it. 

 
2) What specific goals, other than those related to your occupation have you established for 

yourself for the next 10 years? 
3) What do you see yourself doing five years from now? 
4) What do you really want to do in life? 
5) What are your long range career objectives 
6) How do you plan to achieve your career goals? 
7) What are the most important rewards you expect to receive in your career? 
8) What do you expect to be earning in the five years? 
9) Why did you choose the career for which you are preparing? 
10) Which is more important to you, the money or the type of job? 
11) What do you consider to be your greatest strengths and weaknesses? 

 
BBI 

····  Tell me about a time you feel you gave exceptional customer service. 
····  Tell me about a time in which you had to use your written communication skills in 

order to get an important point across. 
 

12) How would you describe yourself? 
13) How do you think a friend or professor who knows you well would describe you? 
14) What motivates you to put forth your best effort? 
15) How has your college experience prepared you for your career? 
16) Why should I hire you? 
17) What qualifications do you have that make you think that you will be successful in 

business? 
18) How do you determine or evaluate success? 
19) What do you think it takes to be successful in a company like ours? 
20) In what ways do you think you can make a contribution to our company? 

 
BBI 

····  Describe a situation where you had to resolve a problem at work and explain the 
steps you took to resolve it 

 
21) What qualities should successful managers posses? 
22) Describe the relationship that should exist between a supervisor and a supervisee. 
23) What two or three accomplishments have given you the most satisfaction? Why? 
24) Describe the most rewarding college experience. 
25) If you were hiring a graduate for this position, what qualities would you look for? 
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26) Why did you select your college or university? 
27) What steps did you take in declaring your academic major? 
28) What college subjects did you like best? Why? 
29) What college subjects did you like least? Why? 
30) If you could do so, how would you plan your academic study differently? Why? 
31) What changes would you make in your college or university? Why? 
32) Do you have plans for continued study? An advanced degree? 
33) Do you think your grades are a good indication of your academic achievement? 
34) What have you learned from participation in extracurricular activities? 

 
BBI 

····  Describe a leadership position you have held in college or in the community? 
····  Tell me about an experience you have working in a team environment. 
 

35) In what kind of work environment are you most comfortable? 
36) How do you work under pressure? 
37) In what part-time or summer jobs have you been most interested? Why? 
38) How would you describe the ideal job for you following graduation? 
39) Why did you decide to seek a position with the organization? 
40) What two or three things are most important to you in your job? 
41) What do you know about our company? 
42) What criteria are you using to evaluate the company for which you hope to secure 

employment? 
43) What have you learned from your mistakes? 
44) What major problem have you encountered and how did you deal with it? 
45) Are you willing to travel or relocate? 
46) What was the last book you read, other than the books from your classes? 
47) Are you willing to spend at least six months as a trainee? 
48) Do you have a geographic preference? Why? 
49) Are you seeking employment in a company of certain size? Why? 
50) Tell me about yourself. 

 
BBI 

····  Describe a situation when you’ve been faced with multiple, conflicting priorities. 
····  How did you determine what was important?  
····  How did you go about organizing your work? 

 
Questions asked by Candidates: 

1) What makes your firm different from its competitors? 
2) What future challenges face the department? 
3) Why is the position open? 
4) Why did the previous person in this position leave? 
5) To whom does this position report? 
6) What are the key ongoing responsibilities? 
7) What would be one of the first projects for which I would be responsible? 
8) What are the opportunities for advancement? 
9) How frequently is the position evaluated? 
10) What training and development are provided to the employee? 
11) What opportunities are available for professional development? 
12) Does this organization support other formal education? 
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TELEPHONE INTERVIEWS 
 
Sometimes the importance of the telephone interview becomes overshadowed by the attention 
given to the on-campus interview.  Many employers screen job applicants over the telephone, and 
the number of these calls is expected to increase as they seek ways to reduce recruiting costs. 
 
Why telephone Interviews? 
Telephone interviews are used for three main purposes: 
 

····  When you send a resume to an employer that is not interviewing on-campus, a recruiter 
may conduct a telephone interview if your qualifications fit the employer’s needs. 

····  Recruiters often use the telephone for follow-up questions to students who already have 
been interviewed. 

····  Finally, many calls are placed by managers or supervisors who do the actual hiring.  
After a recruiter interviews you, your resume is often given to all department heads who 
may be interested in employing you.  Frequently, these managers will telephone you 
before extending an invitation to come for a site visit. 

 
Preparing for the telephone interview 
 
Consider the following suggestions to be prepared for interview calls whenever they may come: 
 

····  Keep a copy of your cover letter and resume handy. 
····  Keep paper and pen near the telephone at all times. 
····  Be sure that everyone who answers the phone understands you may receive an important, 

employment-related call at any time. 
····  Have company information and notes close by. Use your notes to help answer questions, 

but don’t read your answers; you will sound rehearsed. 
 
Doing well on the telephone 
 

····  Make sure your cell phone voicemail or answering machine message is clear, concise 
and reasonably businesslike. 

····  Respond positively.  Once you realize the call relates to your job search, make every 
effort to put yourself into the proper frame of mind to be interviewed.  If there is 
distracting background noises, ask the caller for permission to leave the line while you 
close the door, turn off the stereo, tell others who may be present that you have an 
important call, or do whatever is necessary to give yourself privacy and quiet. 

····  Listen closely to everything the interviewer says. Think through your responses as 
carefully as you would if you were sitting across from the recruiter. Remember to ask 
questions and take notes. 

····  At the conclusion of the telephone interview, the caller usually will explain what you 
should expect next in the interview process. If the interviewer fails to mention the next 
step you can politely ask. 

····  Make sure you have noted the complete name of the interviewer, title, and telephone 
number. 

····  Be sure to thank the person for calling you. 
····  Smile! A smile will give your voice a positive tone. 
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ORGANIZATIONS DO NOT WANT TO HIRE A CANDIDATE THAT HAS: 
 

1. A poor personal appearance. 
2. A overbearing, over aggressive, conceited “superiority complex”, know-it-all 

attitude. 
3. An inability to express information clearly – poor voice, diction, or grammar. 
4. Failed to participate in student activities. 
5. An overemphasis on money. 
6. A poor scholastic record. 
7. A tendency to make excuses. 
8. Bad mouth past employers. 
9. A marked dislike for school work. 
10. Failed to make eye contact with the interviewer. 
11. A weak handshake. 
12. An appearance of indecision. 
13. A sloppy application form. 
14. Little sense of humor. 
15. A habit of emphasizing whom he/she knows. 
16. No interest in the organization. 
17. A cynical attitude. 
18. Low moral standards. 
19. A sense of laziness. 
20. An intolerable attitude – strong prejudices. 
21. Narrow interests. 
22. No interest in community activities. 
23. An inability to take criticism. 
24. Arrived late for the interview. 
25. Failed to express appreciation for the interviewer’s time. 
26. Asked no questions about the job. 
27. A lack of: 

····  Career planning – no direction or purpose. 
····  Interest and enthusiasm – passive/indifferent. 
····  Confidence and poise – nervousness 
····  Tact 
····  Maturity 
····  Courtesy 
····  Social understanding 
····  Knowledge of field 
····  Appreciation for the value of experience 
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THANK YOU LETTERS 
 
Immediately following the interview, you need to send a thank you letter to the person 
who interviewed you. This effort shows you truly appreciated the time the interviewer 
took to meet with you, and it gives you the opportunity to reiterate your interest in the 
position. You should write a thank you letter even if you are no longer interested in the 
position because it shows professionalism on your part. If you met with more than one 
person you should send a thank you letter to every person you interviewed with. 
Remember to ask for a business card at the end of your interview.  The thank you letter is 
very similar to the cover letter format. 
 
 
Your Street Address 
Your city, state, zip code 
 
Today’s Date 
 
Name of Person 
Title 
Organization 
Street Address 
City, State, Zip Code 
 
Dear (Name of person): 
 
Thank you for the opportunity to meet with you at the St. Thomas Aquinas College 
Annual job fair on March 23, 2005.  The information you provided regarding your 
organization and the entry level position increased my enthusiasm for this opportunity. 
 
Specifically, it was interesting to learn about (mention a particular job duty, training, 
business atmosphere, types of product or services the interview described).  This 
information validated my interest in the position. 
 
In conclusion, I believe the combination of my (brief summary of your skills and 
experience) will make significant contributions to your organization.  Again, thank you 
for your time and consideration.  I look forward to hearing from you. 
 
Sincerely, 
 
Your name signed 
 
Your name (typed) 
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ACCEPTING A JOB 
 
When you are offered a job you do not have to accept the position on the spot.  Tell the 
person offering you the position that you appreciate the offer, and ask when you would 
need to let him/her know of your decision.  Once you analyze whether or not to take the 
position, inform the organization of your decision in the allotted time. 
 
Should you ACCEPT the offer? 
 
Prior to being offered a position, determine what is most important to you in a job.  That 
way, once you are offered a position, you can compare what you want in a position to 
what is actually being offered. Items of importance to you could include: 

····  Salary 
····  Benefits 
····  Location of the organization 
····  Type of position offered 
····  Responsibilities of the position 
····  Professional development and training opportunities 

 
If the job you are offered is compatible with what you are seeking, then you should be 
able to accept it with confidence. Once you decide to accept the position, verbally 
commit to it and write a formal letter of acceptance. 
 
Be sure to notify the Career Services Office of your new position in order to assist us in 
our efforts to assemble employment statistics about graduates. 
 
How to decline an offer 
 
If you decide not to accept a position that has been offered to you, call the person who 
offered you the position and indicate that you have decided not accept the position. Be 
prepared to explain in a professional manner the reason you are not taking the position, if 
asked.  Then follow up that phone call with a letter indicating your appreciation of the 
offer.  End the letter with an appropriate statement to keep the door open for possible 
future career opportunities with that organization. 
 
Extensions 
 
Sometimes additional time is required to consider an offer.  If this happens, don’t be 
afraid to ask for an extension.  Often, employers will give you extra time, especially if 
you are only given a short period of time to think about it, but realize that an answer may 
be needed immediately. 
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ROADMAP TO GRADUATE SCHOOL 
 
As you plan for graduate study, use the following guidelines to prepare early and 
thoroughly. 
 
SOPHOMORE YEAR 
 

····  Select a major 
····  Focus on doing well in your classes 

to build a strong academic base. 
····  Develop and demonstrate your 

writing, research, and analytical 
skills – valued in any graduate 
program. 

····  Begin building effective relations 
with faculty members in your 
academic department. 

 
JUNIOR YEAR 
 

····  Work toward completing the core 
requirements for your major. 

····  Talk to your academic advisor or 
faculty member in your department 
about various graduate programs. 

····  Consider faculty members who can 
serve as references to support your 
admission to graduate school.  
Discuss with them your goals and 
ask them to recommend specific 
institutions and/or programs to 
which you might apply. 

····  Obtain information about graduate 
programs, and write for catalogs 
and application materials. 

····  SUMMER – Gather information on 
graduate program admission tests 
and register for appropriate dates.  
Most graduate schools have web 
pages so information may be 
requested via e-mail. 

····  It is recommended that the LSAT 
(Law School Admission Test) be 
taken the Summer after your junior 
year. 

····  If applying for medical schools, you 
are encouraged to take the MCAT 
(Medical College Admissions Test) 
in the spring of your junior year. 

 
SENIOR YEAR 
 

····  Take the appropriate graduate 
admission test -Graduate Record 
Exam  (GRE)  Millers Analogies 
Test (MAT), Graduate Management 
Test (GMAT) if you did not take 
them in the Summer. 

····  Carefully select faculty and/or 
professionals who can write 
positive, persuasive, and 
personalized letters of 
recommendation for you. Talk with 
potential references and give them a 
copy of your resume so they can 
highlight your strengths. Follow up 
with a thank you letter when the 
recommendation has been written 
and sent. 

····  Begin working on application 
materials early.   

····  Make an appointment through the 
admissions department for a 
campus tour. Attend an open-house 
or an information session. 

····  Talk to graduate students at the 
institutions to which you are 
applying. 

····  Make your selection and prepare to 
enter your program of choice. (Most 
graduate programs announce their 
decision March through May for 
fall admissions.) 

 
FOR MORE INFORMATION: 
 

····  www.graduateschoolguide.com 
····  www.gradschools.com 
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