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THE UNIVERSITY CAREER SERVICES STAFF RECOMMENDS 

THAT YOU SCHEDULE A MOCK INTERVIEW OR USE:  
 

 

·  Perfect Interview™ is an innovative learning tool that you 
can use to enhance your job interviewing skills and 
develop an edge over the competition.  

·  Perfect Interview™ creates a compelling and realistic 
"simulated interview" experience where you are asked 
challenging questions and must respond, just as you would 
in a real job interview.  

·  Perfect Interview™ contains over 1,500 interview 
questions, responses, and helpful hints.  

·  You can use Perfect Interview™ whenever you want, as 
often as you want to prepare for any employment 
interview.  

·  You can use Perfect Interview™ with a web-cam to record 
and review your responses, or without a web-cam.  

To access Perfect Interview, go to: 
http://www.perfectinterview.com/stetson 

You may schedule an appointment to use Perfect Interview in 
the University Career Services Office (web-cam available). 
Call 386-822-7315 or stop by Flagler Hall, Room 100 to set up 
an appointment. 
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Career Development: Steps to Success 
 
 
 

                  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

·  Begin working with application materials early. Plan to complete your 
graduate school admission file by December. Law school applications 
should be made in the fall of the senior year. Medical school 
applications are generally due in the summer, no earlier than the first of 
June.  

·  For assistance in writing your personal statement, consult your faculty 
advisor or make an appointment with University Career Services. 

·  Talk to graduate students at the institutions to which you are applying. 
Ask both about the rigor of the program and environment.  

·  Investigate financial aid and employment opportunities at prospective 
institutions. 

·  If your graduate program requires an interview for admission, consider 
doing a mock interview with University Career Services to prepare.  

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

 
FOR MORE INFORMATION:   

*Visit University Career Services, your departmental advisor or any of the designated 
professional/graduate school advisors on campus:  

Pre-Law: Dr . Wayne Bailey: 
386-822-7574, wbailey@stetson.edu 
 
Pre-Health: Dr . Michael K ing: 
386-822-8173, mking@stetson.edu 

Graduate School Resources are available in the University Career  Services L ibrary or 
on our website at: www.stetson.edu/careerservices/gradschool.php 

*Visit these helpful links to research graduate schools and search for  specific 
programs:  
www.gradschools.com 
www.petersons.com 
www.princetonreview.com   
www.usnews.com   
www.jobweb.com 

*DuPont Ball L ibrary has excellent resources to help you prepare for  graduate 
school including: 
 
�  An online guide for information on Graduate School Research:  

www.stetson.edu/library/rg18.html 

�  A FREE Testing and Education Resource Center : Go to the Library’s database 
page: http://www.stetson.edu/library/database.html, scroll down the alphabetical list 
along the right-hand side and click on Testing and Education Reference. 

Adapted from the Wake Forest Career Services website 

The Office of University Career Services invites you to use this guide 
during your four years at Stetson and beyond. With helpful career-
related information on each page, keep the Career Guide on-hand each 
step of the way of your career development journey.  

 

FIRST-YEAR: AWARENESS 
 

�  Take the FOCUS online 
Self-Assessment and meet 
with a Career Counselor to 
create a tentative action 
plan. 

�  Check out the ‘Explore 
Majors &  Careers’  
section of the Career 
Services website. 

�  Get involved in on-campus 
activities that interest you. 

�  Talk to faculty members, 
upperclassmen, family, and 
friends to help you choose 
a potential major. Conduct 
an Informational 
Interview with a career 
professional of your 
choice. 

�  Attend the Major  &  
Career Exploration Fair  

 

SOPHOMORE: 
EXPLORATION 

 
�  Volunteer, join student 

organizations, seek 
interesting part-time and 
summer jobs.  

�  Gain ‘ real-world perspective’  
by participating in an 
Externship during Spring 
Break. 

�  Write or update your 
Resume  

�  Attend Career  Services 
workshops to learn about 
potential careers from alumni 
and employer contacts. 

�  Use FOCUS and other career 
exploration tools to research 
job descriptions, skills, and 
requirements. 

�  Explore study-abroad 
options. 

�  If you have not already, 
register on Stetson’s College 
Central Network 

�  Schedule an appointment 
with your academic advisor 
to discuss academic 
requirements and finalize 
choice of major 
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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. 
·  Begin building effective relationships with faculty members in your 

academic department.  
 
Junior  Year : 
·  Work toward completing the core requirements for your major.  
·  Talk to your advisor or faculty members in your department about 

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 on graduate programs by requesting catalogues 
and application materials.  

 
Summer:   
·  Gather information on graduate program admission tests and register 

for appropriate dates.  
·  It is recommended that LSATs (Law School Admissions Tests) be 

taken during the summer after your junior year.  
·  If applying to 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 admissions tests (Graduate Record 

Exam, Miller Analogies Test; Graduate Management Admission 
Test) 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. For 
more information on obtaining letters of recommendation, please see 
page 33. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

JUNIOR: EXPERIENCE 
 

�  Do an internship (or two!) 
�  Network at the Annual 

Career Expo and 
Information Sessions 
throughout the year. 

�  Get involved with a 
professional association in 
your field of interest 
(discounted student rate). 

�  Attend Career  Services 
workshops on networking, 
interviewing, job searching, 
grad school prep, 
resume/cover letter writing 
and more.  

�  Continue to develop 
leadership, teamwork, and 
communication skills through 
extra-curricular activities. 

�  Update your Resume and get 
it critiqued by Career 
Services. 

�  Continue to conduct 
Informational Interviews 
with alumni and family 
friends to explore specific 
career paths within your field 
of interest  

�  Consider if Graduate School 
is the right choice for you. 

 

SENIOR: TRANSITION            
 

�  Do an(other) Internship 
�  Research potential employers 

through College Central 
Network and other Job 
Search Strategies.  

�  Acquire appropriate attire for 
job interviews and know how 
to Dress for  Success. 

�  If attending grad school, 
prepare applications and 
required materials. 

�  Practice interviewing using 
The Per fect Interview. 

�  Start job searching and 
interviewing 6-9 months 
prior to graduation. 

�  Utilize the Career Services 
website for Job Search 
Resources 

�  Perfect your Resume and 
learn how to tailor your 
Cover  Letter  for each 
position you apply for. 

�  Upload your Resume on 
College Central Network.  

�  Participate in On Campus 
Interviews and Employer 
Information Sessions. 

�  Create a Networking 
Contact L ist and a Job 
Search Worksheet. 

�  Attend Stetson’s Annual 
Career Expo and regional 
Job Fairs.  

�  Attend the Senior  
Symposium: L ife After  
Stetson. 

�  Line up your References for 
Recommendation Letters. 

�  Notify Career  Services 
when you know what your 
next step will be.  

 
collegecentral.com/stetson 

Looking for  a JOB or  
INTERNSHIP? 

Register  today and upload 
your  RESUME! 



 
3            SELF-ASSESSMENT:  

WHY SHOULD I ASSESS MYSELF? 
 

He who knows others is wise,  
but he who knows himself is enlightened. – Lao Tzu 

 
Before you can choose a major, or narrow down which career you want 
to pursue, you need to take the time to get to know yourself. 
 
Yes, this may sound a bit cheesy, but without knowing your interests, 
defining your skills, and understanding your personality and values, it 
can be a difficult task to figure out which career path is the best option 
for you.  
 
So, how do you assess yourself? One way is to sign up to take FOCUS, 
our online self-assessment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
University Career Services also has additional self-assessment tools 
available. For other information on self assessment and exploring majors 
and careers, please visit our website:  

·  Self-Assessment: www.stetson.edu/careerservices/selfassess.php 
·  Exploring Majors & Careers: 

www.stetson.edu/careerservices/majors.php 
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Determine why you would consider grad school: 
·  Do you have a real interest in a particular academic area? 
·  Do you want to enter a field that requires an advanced degree?  Have you 

determined that this degree will enhance your career advancement options? 
·  Are you continuing your education simply because you are afraid of the 

alternatives?  
·  Are you satisfying others' expectations? 

Other questions to consider: 
Is graduate/professional school a possibility? 

�  Can you make the necessary commitment in time and effort?  
�  How will you finance it? 
�  How will attending graduate school affect your family or relationships? 
�  Are you burnt out academically? 

Will this advanced degree lead you to where you want to be professionally or 
personally? 

�  What types of programs would interest or benefit you? 
�  Do the programs you are considering require or recommend related 

experience prior to entry? 
�  Are you qualified for the program you are considering? 
�  Do you love the field you want to go into? 
�  Will getting an internship or working for a year help you get into schools you 

would like to attend? 

If your reasons are to postpone getting a job or to satisfy others’ expectations, 
you may want to reconsider going to grad school. You may want to get more 
work or volunteer experience, build networking skills, travel, or gain insight 
from other professionals before attending grad school. 

Here’s the case for working a couple of 
years before grad school: 

• Many students want (and deserve) a 
break after being a student for the last 16 or 
so years.  It’s healthy to experience life 
outside of the ivory tower for a while. 
• Life experience often leads to better 
informed decisions about graduate school.  
People with a couple years of life experience 
under their belts are often more self-aware, 
focused and mature than they were as 
undergraduates. 
• Leading business and law schools often 
prefer to admit students who have worked 
for a couple of years first.  The rationale is 
applicants with more life experience have 
more to offer in the seminar style format that 
many graduate programs employ. *(That 
said, many Stetson students are accepted to 
leading law/business schools right after 
undergraduate school---internships and 
organizational involvement done at Stetson 
count as ‘experience’) 
 

Here’s the case for going directly into 
graduate school: 

•  You’ve defined your career goals, know 
what you want and know that graduate 
school is the best way to get there. 
•  Students wishing to enter specialized 
professions that require advanced 
degrees such as university teaching, law, 
medicine, engineering, architecture, social 
science research, clinical psychology, etc. 
often elect to go straight into graduate 
school. 
•  OR…You have a passion for a particular 
subject and would love nothing better than 
to devote most of your waking hours to 
learning about it. 
•  You know your financial situation and 
how you will be able to afford the cost of 
graduate school. 
•  You are ready to work hard academically 
while balancing your work, school and 
personal life. 

 

https://www.focuscareer2.com/Portal/Login.cfm?SID=597  
KEYCODE: hatter 

FOCUS is an online assessment tool  
that will help you: 

 
·  Assess your skills, interests, work values, 

personality and preferences 

·  Discover and explore occupations, career 
paths, and education programs that are 
compatible with your personal attributes 

·  Map out career and educational goals, plans, 
personal development and training needs.              

·  Research any occupation’s duties, 
educational requirements, salary, related 
skills, job outlook, etc. 

·  Clarify which major best fits your career goals! 



35              CREATING YOUR LIBERAL ARTS STORY 

College Education: 
________________________________________________________________ 
Favorite Classes: 
________________________________________________________________ 
Favorite Theories/Ideas: 
________________________________________________________________ 
Major(s): 
________________________________________________________________  
How could I (or did I) apply my major(s) in a “real world” setting?  
________________________________________________________________
________________________________________________________________ 
 
Experiences: Top 5 Experiences (Work, Volunteer, Internships, Projects, etc): 
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________ 
 
Key components/ skills acquired/ problems solved:  
________________________________________________________________
________________________________________________________________ 
 
Key Themes to education & experience: 
________________________________________________________________
________________________________________________________________ 
 
Typical Interview Questions: Putting Your Liberal Arts Story to Work 
Why did you choose that major? 
________________________________________________________________
________________________________________________________________ 
 
What are your greatest strengths? 
________________________________________________________________
________________________________________________________________ 
 
Tell me about yourself. 
________________________________________________________________
________________________________________________________________ 
 
Your experiences and education don’t match our position.  Why do you think you 
can do the job? 
________________________________________________________________
________________________________________________________________ 

Another way to develop your story: 
Where I was: 
________________________________________________________________
Where I am: 
________________________________________________________________ 
Where I’m going: 
________________________________________________________________ 

                       TRANSFERABLE SKILLS            4 
 

Taking a self-assessment, such as FOCUS, can also help you identify 
YOUR transferable skills. Transferable skills are “portable” skills that you 
develop and take with you to other life experiences. Identifying and 
communicating your transferable skills will greatly increase your success 
during the job search process. Below are some top transferable skills 
and action verbs that can specify how you used each skill.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Creativity 
Skills 
Cause 
Change 
Conceptualize 
Create 
Design 
Envision 
Generate 
Imagine 
Improve 
Innovate 
Invent 
Make 
Perform 
Produce 
Visualize 
 

Communication 
Skills  
Compose 
Correspond 
Edit 
Explain 
Influence 
Interpret 
Mediate 
Motivate 
Negotiate 
Persuade 
Present 
Reason 
Speak 
Translate 
Write 
 

Analytical 
Skills 
Analyze 
Appraise 
Assess 
Budget 
Calculate 
Compare 
Compute 
Evaluate 
Examine 
Interpret 
Investigate 
Record  
Research 
Review 
Survey 
 

Helping Skills 
Assist 
Attend to 
Counsel 
Facilitate 
Give 
Guide 
Help 
Listen 
Provide 
Serve 
Support 
Treat 
 

Organizational 
Skills 
Arrange 
Chart 
Compile 
Coordinate 
Follow-
through 
Maintain 
Map out 
Organize 
Plan 
Prioritize 
Process 
Record 
Schedule 
 

Initiative Skills 
Create 
Design 
Devise 
Establish 
Generate 
Implement 
Initiate 
Institute 
Launch 
Motivate 
Propose 
 

Teamwork 
Skills 
Assist 
Collaborate 
Contribute 
Cooperate 
Coordinate 
Participate 
Share 
Support 
 

Leadership 
Skills 
Administer 
Coordinate 
Delegate 
Direct 
Evaluate 
Execute 
Facilitate 
Lead 
Manage 
Multi-task 
Organize 
Oversee 
Plan 
Prioritize 
Supervise 
 

Other transferable skills: Interpersonal Skills, Technical Skills, Adaptability/Flexibility, Honesty, Work Ethic, 
Time Management, Multi-Tasking, Social and Cultural Awareness, Ability to Handle Pressure, Detail-Oriented, etc. 



5                      EXPLORING CAREERS:  
                THE INFORMATIONAL INTERVIEW 
 

An informational interview is a great way to explore a career that interests you. It 
involves talking with people who are currently working in the field to gain a better 
understanding of an occupation or industry --and is a great way to build a 
network of contacts in that field. 
 
Suggestions:  
�  Identify a professional that you wish to interview and set up an appointment 

for approximately 20-30 minutes. 
�  When setting up the appointment, explain who you are and the purpose of 

the interview (why you wish to speak to this person). 
�  Design a series of open-ended questions to stimulate conversation with the 

professional. See BELOW for examples. 
�  When you go to the interview, dress appropriately (casual, yet professional). 
�  Keep the interview conversational� . 
�  Never ask for a job or internship. Sometimes the interviewee may offer you 

an internship or job, but this interview is strictly “informational” and for 
networking purposes. 

�  Although you are not seeking a job, bring your resume in case the 
professional would like to take a look at it or keep it on file. 

�  Ask for a business card. Shortly after the interview, write a THANK YOU 
note and keep in touch with him/her as you continue on your career path. 

 
Suggested Questions to Ask: 
�  How did you get involved in this field? 
�  What educational background is most appropriate for this field? 
�  What steps would you suggest someone take to pursue a position in this 

field? 
�  What type of people do you work with? 
�  What are a typical day’s activities? 
�  What are the biggest challenges in your job? 
�  What do you enjoy most/least about your job? 
�  How would you describe the work environment? 
�  What is the typical career path for this profession? Is there opportunity for 

advancement? 
�  Could you suggest specific internships, volunteer, or part time work that 

would be particularly useful in preparing for this career? 
�  What personal qualities should a person possess in this kind of position? 
�  What skills are necessary for this job? 
�  What is the most valuable skill to have as a __________? (fill in title) 
�  What significant challenge does the profession, as a whole, face? 
�  What trends do you see taking place in this profession? 
�  What would you change/improve about your job if you could? 
�  What is the one thing you wish you knew about this field before becoming a 

_________? (fill in title)  
 
(Adapted from: www.quintcareers.com/informational_interviewing.html) 
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3 simple steps can improve your chances in the job market:  
Acquire experience   
Cultivate the skills needed in the marketplace.  
Take courses related to your career interest  

 
"Why should I hire you?"  The question strikes fear in the hearts of job applicants. Since 
starting college people have been asking you, "What is your major?" and when you tell 
them, they look quizzically at you and say, "What will you do with that?" Well, the premise 
and the question are wrong. Liberal arts is not vocational education, but rather preparation 
for life. A liberal arts degree provides the framework which gives meaning and significance 
to situations in the working world. The question should be "What do you want to do- and 
how can you demonstrate you can do it?"   
 
Liberal arts majors must be resourceful, adaptable, versatile and comfortable with a variety 
of subjects. The breadth and depth of liberal arts study enables students to investigate new 
fields and become instant experts. Every liberal arts student has a unique set of knowledge 
and skills from coursework, internships, summer jobs, etc. We are here to help prepare 
you to tell your " liberal arts story"  whatever it may be.  
 
Remember the time you wrote a paper about a previously unknown subject? Take 
Sociology 101: you knew nothing about Emile Durkheim when you started, but soon you 
had researched and written a 10-page paper on the concept of anomie. These "detective" 
skills can be applied to the job hunt and the work setting. You can become curious about 
the world of advertising, start researching, and within a month know basic advertising 
terminology, typical employment patterns in the field and what agencies are hiring. Can you 
think of a better way to hit the job market or impress an employer?  
 
Transferable Skills 
The two most important words to every liberal arts job seeker are "transferable skills". You 
will likely change jobs an average of 8 times in your life, and perhaps change career fields 
2 or 3 times. The skills taught in liberal arts courses– creative and analytic thinking, oral 
and written communication–are needed on every job in every field. Technical skills are 
often taught on the job; many excellent corporate recruiting programs recognize that and 
purposely hire liberal arts graduates. Liberal arts education has long been recognized as 
the best foundation for leadership: why do you think so many MBA programs have included 
liberal arts courses? They recognized the problem of turning out technically-trained people 
who can't see beyond the spreadsheet.  
 
Transferable Skills Related to a Major in Liberal Arts 
* Oral and written communication  * Research and organization of information  
* Project planning and follow-through  * Social and cultural awareness  
* Adaptability/Flexibility  * Multiple-Task management 
 
Other Transferable Skills 
*Creativity *Leadership *Organization *Teamwork  
*Detail-Oriented *Analytical *Interpersonal  *Helping 
 
The liberal arts degree prepares you for the future. Many jobs today were not in existence 
10 years ago and we don't know what the future job market holds. But we do know that it 
will probably be a liberal arts graduate leading the field. Our students are employed in 
virtually every field of employment and they all started with their liberal arts degree.  
 
University Career Services We are here to help you every step of the way. Make an 
appointment. Come to a program. Whatever you want or need to do - Start with us.  
 
Adapted from Dr. Kate S. Brooks, Director Liberal Arts Career Services The University of Texas at Austin 



33        LETTERS OF RECOMMENDATION/REFERENCES 

Many jobs or graduate programs will require you to obtain recommendations 
from people who can back up your qualifications. Often, the types of 
recommendations that are requested for graduate programs include one 
academic, one personal (outside of family), and one employment. References for 
jobs should be employers or those who can speak about your work ethic, 
character, and why you are a good candidate for a position. 

LETTERS OF RECOMMENDATION:   
It is a good idea to acquire letters of recommendation from people such as your 
advisor or a professor at your college before you leave the school. Often, when 
you leave, it is harder to track down professors/advisors who may have busy 
schedules.  
 
When asking for a letter of recommendation: 
 

·  Send a written request for the recommendation to each person being 
asked. Give them at least two to four weeks to complete.  

·  Provide each with:  
1. A copy of your resume and any other information you feel is 

relevant (job position, grad school/program you are applying to, 
etc.)  

2. A form or guidelines that describe exactly what is expected in 
the recommendation  

3. How many copies you are requesting (for future use)  
4. The deadline by which the recommendation must be received  
5. Correctly addressed, stamped enveloped 
 

·  Send a THANK YOU NOTE to each person who takes the time to do 
this for you. 

REFERENCES: 
For references (listed separately from your resume), ask permission first before 
listing previous employers and their contact information.  Contact information 
should include: NAME, ORGANIZATION, ADDRESS, PHONE NUMBER, & 
EMAIL.  

·  You should list THREE references (no more, no less) when applying to 
a job. Make sure to include your contact information (similar to the top of 
your resume) on your "References" page.  

·  When applying for a position, email or send the position description to 
your references to give them a "heads-up" that the employer may be 
contacting them. By having the job description, they can also discuss 
why you are a good candidate for that particular position.  

·  Again, make sure to THANK your references for offering to speak 
positively (hopefully!) on your behalf! 

       INFORMATIONAL INTERVIEW REQUEST LETTER      6 

Rachel Carlson 
5000 Ocean Way, Apt. 4  
Yourtown, FL 31000  

January 2, 200X  

Ms. Cynthia S. Kennedy, Manager  
Evergreen Environmental Organization  
1400 Old World Street  
Tacoma, WA 98333  

Dear Ms. Kennedy:  

Dr. Smith, professor of Environmental Studies at Stetson 
University, suggested that I contact you. He thought that you 
would be in an excellent position as an alumna to assist me with a 
career decision.  

As an environmental studies student, I am exploring which career 
path to pursue. Water quality management, water resource 
planning, or hydrology all sound interesting to me at this point, but 
I would like to get your advice and insight as well as a better 
handle on the day-to-day activities of an environmentalist.  

I will call you next week to see if we can arrange a brief meeting at 
your convenience. Thank you for considering my request.  

Sincerely,  

YOUR SIGNATURE 
 
Rachel Carlson 
 

 
 
         
         
 



7                                RESUME WRITING TIPS 
 

Format  Chronological Resume organizes related experiences from present to past 
  Functional Resume organizes experience by “key skills”    

Text Use standard type face(s) such as Times New Roman/Arial. Use spell and grammar 
check. Have proofread by several people.  

Font 10-12 points (No smaller than 10pt.); 16-22 font for your NAME.  Bold headings, 
categories, and highlights. NO fancy treatment – i.e., various  bullets, shadows, etc. 
*unless you are applying for a creative/fine arts position. 

Margins Margins can be as small as 0.5 on all sides.  

Paper White, ivory or light-colored, high-quality cotton fiber, 8 ½” x 11”  paper only.  Do 
NOT staple. Even when you send a resume and cover letter by email, we 
recommend that you send a hard copy as well.  

NAME 
Current Address                   Email Address  Permanent Address 
Phone    Professional Web Address, if applicable Phone 
 
OBJECTIVE If listed, state type of position sought field/division/department in which you prefer to 

work, and related qualifications (degrees, skills, work, etc.) Objectives are not always 
necessary because resumes should ALWAYS be sent with a cover letter. 

PROFILE     
·  This section can also be called Summary, Strengths, Qualifications, or 

Highlights.  It can be put in place of your objective or directly underneath.  
·  A profile should clearly communicate the very best you have to offer—your top 

skills, traits, and accomplishments that are related to the position that you are 
applying for.  

·  Think of your profile as your thesis and the rest of your resume proves your thesis 
points.  You may include any Technical/Computer  Skills and Language Skills in 
this section. Limited to 3-5 bullets.  

 
EDUCATION Colleges from which you received degrees, city and state. Do NOT list High School 

information. List in reverse chronological order (most recent first.) 
 
 College, City, State   Stetson University, DeLand, FL 
 Degree in Major, Graduation Date  B.A. in English, expected May 200X 
 GPA: Overall and/or Major (if above 3.0)  GPA: 3.2/4.0, GPA in Major: 3.6/4.0 
 Minor, Concentrations, Certifications (optional) Minor in Digital Arts 
  

Academic Highlights: may include any Honors, Scholarships, Awards, etc. 
Relevant Coursework/Projects: include related coursework, senior project, etc. 

 
RELEVANT EXPERIENCE List all paid, unpaid, full-time, part-time, internship, volunteer experience. 

List all in Chronological Order (present to past) 
 
 Job Title, Organization and Division, City, State, Dates (Month/Year) 

·  Begin each phrase with an ACTION VERB.  Describe tasks using STAR 
(Situation, Task, Action, Result) technique. Show Results by using #, $, %. 

 
ADDITIONAL EXPERIENCE 
 Include non-related work experience here such as summer and part-time job experiences 

(waitress, cashier, etc.). These jobs can be summarized using only job titles. 
·  Waitress, Ruby Tuesday’s, Daytona Beach, FL Summer 200x 

 
LEADERSHIP &  ACTIVITIES 

Level of Responsibility (Officer, Chair, Committee Member), Organization, Dates 
President, Student Organization, 200x-present  
·  List specific duties if relevant to the position you are applying for. 

 Committee Member, Social Club, 200x-200x 
 
 (Adapted from Louisiana State University Career Services Placement Manual)  

   

  SALARY: BUDGETING WHAT YOU NEED             32 
 

PREDICTABLE 
MONTHLY EXPENSES 

 Payment/Contr ibution   

Rent/Mortgage  
Cell Phone  
Utilities (electric, phone, gas)  
Cable TV  
Internet Hook-Up  
Car Payment  
Car Insurance  
Other Insurance (Renter’s, 
Home, Life, Health) 

 

School Loans  
Credit Cards  
Other Debt  
Regular Prescriptions   
Other:   
  

VARIABLE MONTHLY 
EXPENSES 

 

Grocery/Food   
Clothing  
Personal Care (haircuts, nails, 
etc.) 

 

Recreation (movies, trips, etc)  
Charities, Tithes, etc.  
Medical Needs  
Repairs (car, home)  
Gas (automobile)  

SAVINGS  
General Savings  
Retirement Fund  
Investments  
Future children’s college fund  
  

OTHER  
  
  
TOTAL BUDGETING NEEDS:  

 



31               OTHER SALARY NEGOTIATION TIPS: 
 

1. Know the going rate. Most interviewers keep salary 
information close to their vests. So unless you have a spy on the 
inside, you aren't likely to know exactly what's on the table. But 
there are salary information Web sites where you can learn what 
the average pay is in your region. Try salary.com, payscale.com 
or salaryexpert.com or you can use FOCUS online for further 
salary research. 
 
2. Settle on a range, not a number. If average pay for the job 
you're seeking is $37,000, then set your sights on the $35,000 to 
$40,000 range. Giving a salary range helps you determine the 
minimum amount that you will be willing to accept and the 
maximum amount you believe that you are worth for this kind of 
work. 
 
3. Make sure the employer knows what he/she is “ buying” . 
Typically employers don't pay nearly as much attention to an 
applicant's skills or qualities as they should. So concentrate on 
being enthusiastic, eager and positive. Reinforce which skills you 
can bring to the table and focus on why you are the best person 
for the job. If a potential new boss makes an offer, that means he 
or she likes you and wants you. It also means the boss may like 
you enough to negotiate to get you. 
 
4. Don©t make the first move. Don't be first to bring up money. All 
serious interviews eventually get around to, "How much are you 
looking to make?" First you want to ask what the job pays. If that 
doesn't get an answer, you may give your preferred salary range 
or use the previous examples above to postpone discussing salary 
until you get an offer. 
 
5. Take time to think. Ask for a day or so to think it over. That 
gives both of you some breathing room, and the interviewer a 
chance to discuss your situation with others and, possibly, juice up 
the offer. 
 
6. Offer options. Some employers will just refuse to negotiate. They 
may be flexible elsewhere, however -- benefits, vacation time, 
bonuses. All are worth bringing up, but don't have a whole laundry list. 
If it's a job you really want and a good launching point for your career, 
don't be too greedy. 
 

(Adapted from Payscale.com and CareerJournal.com) 

            RESUME SAMPLE: Chronological               8 

*Additional Samples on University Career Services website including 
Chronological and Functional Resume TEMPLATES: 

www.stetson.edu/careerservices/resumeguide.php 
 
 
 
 

Stetson Star  
86 Bluebird Lane • DeLand, FL 32724 • 386-876-5432 sstar@stetson.edu  

 
SUMMARY OF QUALIFICATIONS  

·  Innovative with high attention to detail and the needs of the customer 
·  Excellent communication skills, particularly in promoting or selling an idea 
·  Management and leadership experience in various roles 
·  Language: Conversational Spanish speaking skills 
·  Computer: Microsoft Office (PowerPoint, Publisher, Excel, Word, Access) 

EDUCATION Bachelor  of Ar ts in English, expected May 200x  
  Stetson University, DeLand, FL 

Minor: Marketing 
GPA: 3.5/4.0    

 
Academic Highlights: Johnson and Murray Scholarship, awarded 
for leadership and community service, Academic Excellence in 
English Award, Dean’s List 
 
Related Coursework/Projects: List higher level courses and 
senior project/thesis that relate to the position. If you don’ t have 
a lot of work experience, emphasize your educational experience 
 

EXPERIENCE Intern, January 200x-present 
Spr int Communications, Ontario, CA  
·  Manage promotion programs for Southern CA region. 
·  Coordinate a 30-show exhibit project.  
·  Edit and write feature stories for company newsletter with a 

circulation of 1,000.  
 

Intern, June 200x-September 200x  
Procter  and Gamble Co., New York, NY   
·  Devised marketing plans for national advertising campaign.  
·  Developed and implemented marketing strategy for a new 

product.  
·  Handled 28 new regional accounts.  
 
Administrative Assistant, September 200x-June 200x 
Valencia Community College, Orlando, FL 
·  Processed incoming student applications for Admissions 

Office. 
·  Coordinated recruitment visits for professional staff of five.  
·  Arranged on-campus tours for prospective students.  

LEADERSHIP  President, Alpha Kappa Psi business fraternity, 2006-present 
  Captain, Women’s Tennis Team, 2005-present 
 
VOLUNTEER Habitat for Humanity, Orlando, FL  200x 
  American Red Cross, DeLand, FL  200x 
*Get involved in as many activities and leadership positions as your  time allows.  
They demonstrate very desirable skills and can get you the interview and job. 

- List in 
chronological 
order (present to 
past) 
 
- Use past tense 
action verbs for 
any past 
experience. 



9      ACTION VERBS 
Accelerated 
Accomplished 
Achieved 
Adapted 
Adjusted 
Administered 
Advertised 
Advised 
Advocated 
Aided 
Aligned 
Allocated 
Amplified 
Analyzed 
Answered 
Anticipated 
Applied  
Appointed 
Arbitrated 
Arranged 
Ascertained 
Assembled 
Assessed 
Assisted 
Attained 
Augmented 
Awarded 
Balanced 
Began 
Broadened 
Brought 
Budgeted 
Built 

Contrived 
Controlled 
Co-operated 
Coordinated 
Corrected 
Corresponded 
Counseled 
Created 
Defined  
Delegated 
Delivered 
Demonstrated 
Designed 
Detailed 
Detected 
Determined 
Developed 
Devised 
Devoted 
Diagnosed 
Directed 
Discovered 
Dispensed 
Displayed  
Dissected 
Distributed 
Documented 
Drafted 
Edited 
Educated 
Eliminated 
Employed 
Enforced 

Formulated 
Fortified 
Founded 
Gathered 
Generated 
Governed 
Guided 
Handled 
Headed 
Helped 
Hired 
Identified 
Illustrated 
Implemented 
Improved 
Improvised 
Increased 
Indoctrinated 
Influenced 
Informed 
Initiated 
Innovated 
Inspected 
Inspired 
Installed 
Instituted 
Instructed 
Integrated 
Interpreted 
Introduced 
Invented 
Investigated 
Judged 

Operated 
Ordered 
Organized 
Oriented 
Originated 
Overhauled 
Oversaw 
Participated 
Perfected 
Performed 
Persuaded 
Piloted 
Pinpointed 
Pioneered 
Planned  
Predicted 
Prepared 
Presented 
Preserved 
Presided 
Processed 
Produced 
Programmed  
Projected 
Promoted 
Proposed 
Protected 
Proved 
Provided 
Publicized 
Purchased 
Questioned 
Quoted 

Reshaped  
Resolved 
Responded 
Restored 
Retrieved 
Revamped 
Reviewed 
Revised 
Revitalized 
Saved 
Scheduled 
Scheduled 
Screened 
Secured 
Selected 
Served 
Set up 
Shaped 
Simplified 
Solved 
Sorted 
Specialized 
Streamlined 
Strengthened 
Structured 
Substituted 
Suggested 
Summarized 
Supervised 
Supplied 
Supported 
Synchronized 
Synthesized 

Calculated 
Calibrated 
Catalogued 
Chaired 
Changed 
Charted 
Classified 
Coached 
Collaborated 
Collected 
Communicated 
Compared 
Compiled 
Completed 
Composed 
Computed 
Conceived 
Conceptualized 
Conciliated 
Conducted 
Constructed 

 

Enlisted 
Established 
Estimated 
Evaluated 
Examined 
Executed 
Exhibited 
Expanded 
Expedited  
Explained 
Expressed 
Extended 
Extracted 
Fabricated 
Facilitated 
Familiarized 
Figured 
Filed 
Fixed 
Focused 
Forecast 

 

Launched 
Lectured 
Led 
Listed 
Located 
Maintained 
Managed 
Mapped 
Marketed 
Measured 
Mediated 
Mentored 
Modeled 
Modified 
Molded 
Monitored 
Motivated 
Navigated 
Negotiated 
Observed 
Obtained 

Raised 
Reasoned 
Received  
Recommended 
Reconciled 
Recorded 
Recruited 
Reduced 
Referred 
Regulated 
Rehabilitated 
Reinforced 
Related 
Rendered 
Renegotiated 
Reorganized 
Repaired 
Replaced 
Reported 
Represented 
Researched 

 

Systematized 
Tabulated 
Taught 
Tested 
Trained 
Transcribed 
Transferred 
Translated 
Treated 
Tutored 
Unified 
Updated 
Upgraded 
Used 
Utilized 
Verified 
Vitalized 
Volunteered 
Worked 
Wrote 

 

                      SALARY NEGOTIATIONS                      30 
 

When you are looking for a new job, advice on how to evaluate and 
negotiate an appropriate starting salary is invaluable. 
  
Five simple starting salary rules: 
 
Rule #1) Postpone talking about starting salary until there's an offer on 
the table 
Rule #2) Let the other person name a figure first 
Rule #3) Repeat their starting salary offer, be quiet 
Rule #4) Share your researched salary range and establish your 
individual value 
Rule #5) Clinch the deal  
 
When to Discuss Starting Salary: 
 
There's not much point in discussing starting salary unless you're sure 
you're going to get an offer…Make sense? The proper time to discuss 
your starting salary is after the job position has been offered and 
defined and you are sure the employer understands what you are 
bringing to the table.  
 
 

QUESTION: What are your salary requirements? 
 
Try to stay away from mentioning ONE exact figure. You may over 
estimate or under estimate and this may cause you to not be considered 
for the job or be offered a lower salary. A good way to respond is to 
avoid being boxed in to a particular amount. This is not rude, but rather, 
helps the interviewer focus on whether or not they want to offer the job to 
you based on your skills, experience, and qualifications. 
 
EXAMPLE: “I’m hoping that you will consider my experience and skills 
that I would bring to this position and compensate me accordingly.” 
 
EXAMPLE: “I’m sure that we can come to a salary agreement if I’m the 
right person for the job. I’d like to see if we agree that I am.” 
 
EXAMPLE: "All I'll require is a competitive salary. I’ve done some 
research to help determine that -- as I presume you will, too. So I'm 
confident the starting salary will take care of itself, if I'm the right person 
for the job.” 
 

 
 
 
 



29                           EVALUATING A JOB OFFER 
The Position  

·  Why is it available?  
·  How long has it been open?  
·  What happened to the previous employee?  
·  What would your specific responsibilities be?  
·  Are the goals set for the position realistic and attainable?  
·  Can you successfully perform the responsibilities of the position?  
·  What is your growth potential in this position?  
·  Can this position provide bridges to future opportunities?  

The Company  
·  Is the company growing or downsizing?  
·  Is the company a result of an acquisition or a planned expansion?  
·  Has this growth affected its profitability? How will it affect you and your 

position?  
·  What is the growth potential of the company's products and/or markets?  
·  What is the company's market share?  
·  Who are its competitors?  
·  What is the tenure/stability of its management?  
·  Does the management team consist of new hires or people promoted 

from within?  
·  Does the company have a high retention rate of employees, or do they 

have a problem with attrition?  

Your Potential Supervisor  
·  How long has he/she been in this position?  
·  To whom does he/she report?  
·  What was his/her previous work experience?  
·  How does this relate to his/her background?  
·  What is his/her growth potential?  
·  Do you think you can work well with this person?  

University Career Services suggests you also evaluate the following:  
·  How does the position fit into your long and short-term career goals?  
·  Do the daily work activities appeal to you?  
·  Are you satisfied with the salary and benefits?  
·  Is there opportunity for advancement?  
·  Will you be developing new skills and expanding your experience?  
·  Are the demands of the job compatible with your lifestyle?  
·  Can you manage the stress associated with changing jobs/relocating?  
·  Are the values of the organization compatible with your own?  
·  Is this employment opportunity a mutually beneficial relationship? 

 
For  additional resources on evaluating a job offer , visit: 
www.stetson.edu/careerservices/evaluatejob.php 

(Adapted from JobTrak.com) 

                             

COVER LETTER BASICS                              10 

 
What is a Cover  Letter? A cover letter introduces you and your resume to a potential employer, 
explaining both your reasons for writing and your qualifications for a specific position.  

COVER LETTER TIPS: 
1.  Always include a cover letter whether you are submitting your application by mail or email. 

2.  Address each letter to a specific contact person. If you do not know the name of a contact, call 
the organization and ask for the name of the Manager or Director of the department that interests 
you. If you can©t find a contact name, write "Dear Hiring Manager," but only as a last resort.   

3.  Describe your accomplishments and experiences in a way that focuses on the needs of the 
employer. Cover letters need to be tailored to the employer  and position for which you are 
applying. Avoid creating one cover letter and mass mailing it to employers. 

4.  Research the employer . Your letter should reflect that you know something about the 
organization and the type of industry in general. Each letter should be unique to that organization. 
Do not use a letter that looks like it could have been sent to anyone.  

5.  Conclude the letter by asking for  an oppor tunity to meet and/or  talk with the employer. 
Include your contact information. Contact the employer one to two weeks after you send the letter to 
confirm they received your application and to inquire about the status of your application.  

6.  Letters should be typed (11 or 12 point font), and no longer than one page. Avoid graphics.  

7.  Double check spelling and grammar. Have at least two different people proofread your letter. 

8.  Keep a copy of each letter you send. 

ANATOMY OF A COVER LETTER 
Date  
 
Your Name 
Your Street Address 
City, State, Zip 
 
Mr. or Ms. Hiring Manager, Title 
Organization 
Street Address 
City, State, Zip 
 
Dear Mr. or Ms. Hiring Manager, 
 

First Paragraph (1-2 sentences): Tell why you are writing. Name the position, field, or 
general area about which you are asking, as well as how you heard of the opening or organization 
(i.e., newspaper, website, and be specific).  

Second Paragraph (4-6 sentences): Mention one or two qualifications you think would be 
of greatest interest to the employer, addressing your remarks to his/her point of view. Tell why you 
are particularly interested in this type of work. If you have had related experience or specialized 
training, point it out. Expand on a few key points of information stated in your resume. Carefully 
read the job description and explain how you fit their needs. 

Third Paragraph (1-2 sentences): Thank the employer for taking the time to consider your 
application to the position. Close by either making a specific request for an interview, or by letting 
the employer know you will look forward to hearing from them regarding the status of your 
application. You can close by again thanking the employer for their consideration. 
 
Sincerely, 
 
(4 spaces)  
 
Your signature 
Adapted from Dr. Kate S. Brooks, Director Liberal Arts Career Services, UT at Austin   



11                        COVER LETTER SAMPLE 
 
Current Date 
 
Ima Newgrad 
300 College Avenue 
DeLand, FL 32720  

Liv Dawork, Product Design Director 
Ingenious Toy Company 
1 Andonly Way 
Job Town, FL 37000  

Dear Ms. Dawork,  

I am writing to apply for the position of Product Design Assistant, which I 
discovered through College Central Network. Now a graduating senior at 
Stetson University, I am interested in the position because it offers the 
opportunity to use my graphics design background as well as the chance 
to put my skills to work in the toy manufacturing industry.  

As an intern for ABC Toys, I was able to hone my creative skills and 
learn some of the latest techniques for toy design. My internship also 
afforded me the opportunity to gain an overall perspective on how the toy 
manufacturing industry functions. Additionally, I spent several summers 
working with children as a camp counselor, which provided me with 
tremendous insight into children's interests and activities. These 
experiences combined with my enthusiasm and ability to learn quickly 
makes me a strong match for the position.  

I would welcome the opportunity to put my skills and experience to work 
for Ingenious Toy Company and look forward to further discussing my 
qualifications with you in person. I can be reached at (386) 607-0000 or 
inewgrad@stetson.edu 

Thank you for your consideration.  

Sincerely,  

 
Ima Newgrad 

 
 
 

                             THANK YOU LETTERS                             28 

After EVERY interview, a thank you letter should be written. If 
you spoke with more than one person at an interview, a letter should 
be written to each. If you met with more than 7 people, it is 
appropriate to send a letter to the person who coordinated the visit, 
mentioning the names of all people you met. A mailed letter usually 
leaves a more lasting impression than an emailed note.  Be sure to 
write your thank you letter in your own words and be genuine. 

SAMPLE: 

March 9, 20xx 

Liv Dawork 
Product Design Director 
Ingenious Toy Company 
1 Andonly Way 
Job Town, FL 37000  

Dear Ms. Dawork,  

Thank you for the opportunity to interview with you on Tuesday, 
March 8 for the position of Product Design Assistant. The experience 
confirmed my interest in your company and my confidence that my 
background will be beneficial to the goals of Ingenious Toy Company. 

As we discussed, during my summer internship at ABC Toys, I 
learned many of the toy design techniques that the video game 
department will be implementing. I am also excited about your 
training program and the specifics that we discussed on Tuesday. As 
my past successes have indicated, I learn quickly and am adaptable 
to any situation.  

I look forward to seeing you again and meeting others within 
Ingenious Toy Company as well as visiting your new facilities. If you 
have any further questions or need additional information, please let 
me know. Thank you again for your time and consideration. 

Sincerely, 

Ima Newgrad 
 



27                                DRESS TO IMPRESS! 
FORMAL BUSINESS ATTIRE 

FOR MEN 

�  Traditional two-piece suit, or 
sport jacket with dress trousers in 
a dark color (NO KHAKI’S). 

�  White freshly-pressed shirt. 

�  Conservative print or solid tie. 
No “theme” ties. 

�  Shoes should be polished, and 
with a hard bottom, no rubber 
soles, worn with dark socks. 

�  Jewelry should be kept to a 
minimum, and can include a 
wedding band, class or other 
signet ring, and watch.  

�  All body piercings, including 
earrings, should be removed. 

�  All tattoos should be covered if 
possible. 

�  Do not wear cologne or 
aftershave. Your interviewer may 
be allergic! Your personal hygiene 
products will provide enough 
fragrance.  

�  Hair and facial hair should be 
neatly groomed and trimmed. 
Long hair should be worn in a low, 
neat ponytail. However, being 
clean shaven and having a short 
haircut is generally preferred by 
recruiters. 

�  Limit the size of bags/briefcases 
and avoid over-stuffing them. No 
backpacks. A simple leather-like 
portfolio and planner will suffice. 

 

 

FORMAL BUSINESS ATTIRE 
FOR WOMEN 

�  Traditional two-piece suit with a 
blazer and skirt or pants in a dark 
color or small pattern. Skirts must be 
knee length or below (when seated). 
Blouse should be buttoned up, or a 
crew neck shell may be worn in a 
conservative color (no prints). 

�  Shoes should be polished, and with 
a hard bottom, no rubber soles, and 
with a closed toe. No “toe cleavage”. 
Heel should be 1-2 inches. 

�  Neutral hose should always be 
worn. Avoid patterned tights or wild 
colors. 

�  Accessories such as scarves should 
be in a conservative print.  

�  Limit your jewelry to one set of 
earrings, one ring, and a watch. Avoid 
multiple rings or noisy bracelets. 

�  Bags should be limited to one 
briefcase. Leave purses behind to 
avoid fumbling with them. Or, forego 
the bag completely, and use a simple 
leather-like portfolio and planner. 

�  Clothing should fit well and not be 
too tight, too short, too low-cut, or 
show bare arms. 

�  Makeup should enhance your 
features, not draw attention to them!  

�  Nails should be trimmed and 
polished with clear or neutral tones. 

·   NO heavy perfume or fragrances. 
Your interviewer may be allergic or the 
scent may be too overpowering. 
Showering and using your regular 
hygiene products such as soap and 
deodorant should be enough.  

      
 

                THE IN’s & OUT’s OF AN INTERNSHIP                  12 
 
WHAT?  
An internship is a learning experience in a work setting. It’s an opportunity for 
students to gain practical, professional experience and valuable workplace skills while 
exploring a career.  
 
Internships can be:  

·  Structured (by an academic department or through an existing internship 
program)  

·  Unstructured (usually independent from academics or not affiliated with 
any set program)  

·  Paid or Volunteer (remember that you are always getting paid by gaining a 
valuable experience)  

·  for Academic Credit (please consult your advisor or department chair for 
credit information)  

·  part of a group program or individualized to meet your specific interests  
 
WHERE?  
Any setting where people work, such as private businesses, government offices, non-
profit organizations, schools, medical facilities, or any desired place of business 
where you want to gain experience and build your skills/knowledge of a specific 
profession. Stetson students have interned at NASCAR, Disney World, Sea World, 
EA Games, AAA, Orlando Sentinel, PGA Tour, Anheuser Busch, and at many other 
companies in Central FL and nationally as well. 
 
WHEN?  
That’s your choice and depends on your academic schedule. Students can intern 
during the summer or school year, for several weeks or several months up to a year, 
for 6-8 hours a week up to 40 hours a week. Many structured internship programs 
prefer students in their JUNIOR or SENIOR year. But first-year students and 
sophomores may be able to create their own individualized internship experience as 
well.  

  
ALSO, think about participating in the Spring Break Externship Program: 

 A week long job-shadowing experience during Spring Break! 
WHY?  
When you participate in an internship experience, you can: 

·  Determine if a particular career is a right fit for you  
·  Find out how to prepare for a career in a certain field  
·  Build a strong resume  
·  Develop a network of professional contacts for future opportunities and 

references  
·  Learn which workplace skills you need to develop  
·  Find out what to expect when you transition into a full-time job  
·  Potentially turn your internship into a full-time job opportunity  
·  Discover what career fields and jobs you DO NOT want to pursue.  
 

*Internships are essential in today’s college employment marketplace. Many 
employers that hire college graduates consider internship experience to be equally 
important as grades and organizational involvement. When it comes time to 
interview and hire, employers usually select graduates who have completed 
internships over those who have not.  

 



13               HOW CAN I FIND AN INTERNSHIP? 

1. Academic Departments – advisors, faculty, bulletin boards, etc. are 
GREAT resources! Your academic department may have an INTERNSHIP 
CONTACT who knows where students have interned and what opportunities 
are available.  Your advisor or internship contact can also answer any 
questions you may have about getting credit for your internship. 

2. Register and search on:   
(Stetson’s job & internship database-www.collegecentral.com/stetson)  
You’ll create your own account that enables you to search our regularly 
updated database and remember to upload your resume so that employers 
can search for YOU!  

3. Search on  (www.internships.com) for national and 
international internship listings. Please use PROMO CODE: stetson   

4. Search on Stetson’s Career Network: 
(https://www.stetson.edu/secure/programs/hatternet/careernetwork/) 
Currently, 300+ alumni, parents, and friends are registered to volunteer their 
career-related advice/knowledge to assist Stetson students. Use your 
Stetson Email username and password to sign on. Take advantage of this 
excellent networking option which can lead to great internship opportunities. 

5. Visit University Career Services Career Resource Library in Flagler Hall, 
Suite 100.  We maintain a binder of current internship opportunities and also 
offer many excellent internship guides that can aid you with your search.  
Also visit DuPont-Ball Library on campus for additional internship 
information. 

6. Please utilize our online JOB & INTERNSHIP SEARCH LINKS: 
www.stetson.edu/careerservices/jobs.php   

7. Company/Organization websites – if you have an idea of the companies 
you are interested in, go directly to their website (a Google search can get 
you there usually) and they often list their internship under a Careers or Jobs 
or Human Resources or About Us section.  

8. Get involved with Campus Organizations, Honor Societies, and 
Professional Organizations. For example, joining the Pre-Law Fraternity 
(Phi Alpha Delta) may help connect you with opportunities in pre-law.  

9. Attend Career Fairs! Stetson’s Annual Career Expo (ACE) is held every 
year.  Visit the Career Expo to find out about internship opportunities in the 
area. 

10. NETWORK! Set up an informational interview with a contact in your field of 
interest, contact an alumnus through our Career Network, and talk to your 
family, friends, and faculty who may know of places or people who can 
provide you with a great internship experience! 

11. Interested in a Research Internship? Stetson University Undergraduate 
Research Experience (SURE) Program offers twelve undergraduate 
research internship positions. Complete information and applications are 
available at: http://helmet.stetson.edu/programs/SURE/. 

For more information on internships, please visit: 
www.stetson.edu/careerservices/internguide.php 
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Behavioral Interviewing is an interviewing style that many employers are 
using in their hiring process. The premise is that the best predictor of future 
performance is past performance in a similar situation.  

 
Employers identify which skills are necessary for the job and then ask 
pointed questions to determine if the candidate possesses these skills. In the 
interview, your response needs to be specific and detailed. Tell your 
interviewer about a particular situation that relates to the question, not a 
general one. Tell them briefly the situation, what actions you took 
specifically, and the positive result or outcome.  

 
This is a four-step process (STAR): 

 
Situation/Task     Action      Result/Outcome 

 
Careful preparation is the key to an effective behavioral interview. Your 
interview preparation should include identifying examples of situations where 
you have demonstrated the behaviors for a given company. Use 
EXAMPLES of past internships, classes, activities, team involvements, 
community service, work experience, and personal achievements. Be 
sure to choose situations and experiences that ended positively.  
 

These are just a few examples of different behavioral questions that an 
employer may ask. Remember, the employer will ask you behavioral 
questions relative to position you are applying for: 
 
·  How do you deal with pressure or deadlines? 
·  How do you respond to criticism? 
·  Can you describe how you deal with conflict? 
·  How do you react to crisis situations? 
·  Describe a difficult problem that you tried to solve. How did you 

identify the problem? How did you go about trying to solve it?  
·  Describe a time when you tried to persuade another person to do 

something that he/she was not very willing to do.  
·  Describe a time when you decided on your own that something 

needed to be done, and you took on the task to get it done.  
·  When have you felt overwhelmed? Tell me about it. 
·  Give an example of a situation in which you didn’t back down in the 

face of adversity. 
·  Tell me about a time when you “bent” the rules. When is it ok to do 

so? 



 
 

25                             INTERVIEW QUESTIONS 
SAMPLE QUESTIONS ASKED BY AN INTERVIEWER: 

·  Tell me about yourself.  
·  Name 3 strengths and weaknesses.  
·  What qualifications do you have that indicate you will be successful in your field? 

How would they relate to this position? What do you have to offer?  
·  What new skills or capabilities have you developed over the past year?  
·  What have you done which shows initiative and willingness to work?  
·  What are your greatest work and non-work related accomplishments during the 

past two years?  
·  Describe three things that are most important to you in a job.  
·  What motivates you?  
·  What have you been doing since your graduation from college? Since you left 

your last job?  
·  How would a co-worker, friend, or boss describe you?  
·  How would you describe your own work style? 
·  What do you see yourself doing 1, 3, 5, and 10 years from now?  
·  What is success? Which personal characteristics will contribute to your success? 
·  What specific skills acquired or used in previous jobs relate to this position?  
·  Why did you leave your last job?  
·  Why should we hire you?  
·  Why do you want to work here?  
·  What do you know about this organization?  
·  What salary do you expect?  
·  Why do you think you would like this position and company?  

 
SAMPLE QUESTIONS TO ASK THE INTERVIEWER: 

1. If hired, would I be filling a newly created position or replacing someone? 
2. How would you describe a typical work day in this position? 
3. How would I be trained or introduced to the job? 
4. Do you have a formal training program? Can you describe it? 
5. How is this position important to the organization? 
6. What are the department’s goals for the year? 
7. What are the goals for this position this year? 
8. Who are the other individuals I would be working with (What are their roles and can I 

meet them?) 
9. How will I get feedback on my job performance? 
10. Do you have a formal performance review process? Can you describe it? 
11. If hired, would I report directly to you or someone else? 
12. What is your management style? 
13. How would you describe the work environment here? 
14. Is there an emphasis on teamwork/independent work in this department? 
15. I would appreciate a tour to become familiar with the work environment and the 

people. Is this possible? 
16. What is the potential for advancement? 
17. Is it possible to transfer from one division or department to another? 
18. Do you tend to promote from within? 
19. Are opportunities for educational development provided? 
20. How much flexibility is allowed for working hours?  
21. How much travel is associated with this job? 
22. How frequently do you relocate employees?  

23. When is the earliest that you are looking to fill the position? 
24. What do you consider to be the most important qualification for the job? 
For further information about interviewing, visit: www.stetson.edu/careerservices/interviewgd.php 

       “ QUICK”  GUIDE TO THE JOB SEARCH              14 
 
Well, we’ve tried to make it “quick.”  But the truth is, you will need to invest time 
and energy into this process.  The job search is like taking an extra class.  
 
The job search can feel overwhelming, so it’s helpful to break it into manageable 
steps. The good news is you don’t have to do every step in order.  For example, 
you can start working on your resume before you specifically identify what you 
want to do. Just start checking off as many of these activities as you can, and 
you’ll find yourself on the way to a great opportunity.   
 
You can receive assistance for every one of these steps through University 
Career Services.  And you don’t have to do it all during business hours—start by 
checking our website for lots of links and helpful information.   
 
Step #1: KNOW YOURSELF. 
 
____ I have identified my personal strengths, skills, interests, and values.  

 
____ I have made a list of possible job titles/fields of interest. 
 
____ I can name 2-3 careers/jobs I plan to pursue. 
 
Step #2: KNOW WHERE YOU WANT TO WORK. 
 
____ I have researched possible organizations or companies that might hire 
someone with my skills, interests, and background. 
 
____ I have researched potential career fields: typical entry-level jobs, typical 
salaries, geographic location of most jobs, etc. 
 
____ I have identified three geographic areas where I’d like to live & work. 
 
____ I have identified 10 potential employers for the type of work I’m seeking. 
 
Step #3: GET READY FOR THE SEARCH. 
 
____ I have registered with College Central Network 
(www.collegecentral.com/stetson). 
 
____ I have had my resume and cover letter(s) reviewed by University Career 
Services or by a professional in the field. 
 
____ I have prepared a portfolio to highlight my experience, skills, and talent. 
 
____ I have developed my “Liberal Arts Story” or a “30-second commercial” for 
short encounters with employers. 

 
Continued on next page… 



 
 

15         “ QUICK”  GUIDE TO THE JOB SEARCH (cont’d) 
 

____ I have identified at least three individuals who will serve as 
references.  I have asked their permission and will notify them when they 
could be expecting a call from a potential employer. 
 
____ I have developed good interview skills. 
 
____ I have prepared for interviews by practicing my responses to typical 
questions using Perfect Interview and/or doing a mock interview.  
 
____ I have an interview suit which is appropriate for my field of interest. 
 
____ I have a professional-sounding answering machine/voice mail 
message in case an employer calls. 
 
____ I have a neutral/professional email address to give to employers.  
 
Step #4: Start searching. 
 
____ I have uploaded my resume on College Central Network (CCN). 
 
____ I regularly check CCN for career opportunities.   

 
____ I have researched the appropriate online and in-print job-search 
resources for my field(s) of interest.  
 
____ I have a system for keeping track of my contacts, interviews, etc. 
 
____ I follow up on every interesting job lead immediately.  
 
____ I have developed a list of potential networking contacts.  
 
____ I keep my network informed of my status and progress in the 
search.  
 
____ I keep a copy of my resume next to my phone in case I receive a 
call from an employer. 
 
____ I follow-up each cover letter with a phone call or email to the 
employer requesting a job interview.   
 
____ I send thank you letters or emails to every person who interviews 
me.  

 
Adapted from Dr. Kate S. Brooks, Director Liberal Arts Career Services 
 The University of Texas at Austin 
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®  Research the company ahead of time.  Know their product or services, 

who they serve, and their competitors. 

®  Take a test drive to the location of the interview if you are not familiar 
with directions prior to the interview date. 

®  Be on time; plan to arrive 10-15 minutes early. 

®  Know the interviewer's name and how to pronounce it.  If you don't 
know, ask the receptionist. 

®  Bring extra copies of your resume in a professional folder (leather 
bound).  Also bring a copy of your transcripts, a list of references, and 
pen and paper for jotting down information after the interview. 

®  Pay attention to your posture, eye contact, and other non-verbals. 

®  Do not fidget with pens, paper, or your hands. Try to keep hands still or 
folded in your lap. If crossing your legs, avoid bouncing your leg or foot. 

®  Offer a solid handshake whenever you get the chance (usually upon 
arrival and departure). Remember to SMILE! �  

®  Dress appropriately and professionally. A business suit is appropriate for 
most interviews.  Make sure your hair and nails are neat and clean.  
Polish your shoes.  And go easy on the perfume/cologne and jewelry.  

®  Immediately prior to your interview, review your resume and rehearse 
key points you want to communicate. 

®  Do not sit down before the interviewer. Wait to be shown where to sit or 
to be asked to be seated. 

®  Be prepared for some personal questions and be able to talk about the 
experiences and knowledge you have.  Look over typical interviewing 
questions and think about how you will answer them.   

®  Be sure you understand the question.  If not, ask for clarification. 

®  Emphasize the positive and use examples to back up your statements. 

®  Prepare and ask at least three questions. Remember - the interview is a 
way for you to learn if the job is right for you. 

®  Let the interviewer bring up the subject of salary.  This may not occur 
until after an offer is made. However, be prepared for the question, 
“What salary are you expecting?” 

®  Emphasize what you can do for the organization. 

®  Never slight or criticize a former employer, teacher, or institution.  If 
there were problems with previous experiences, try to make your 
answers positive and remark on how you learned from the situation. 

®  If you catch yourself making an error, correct it.  Don't try to cover up. 

®  BE YOURSELF!  You don't want to get hired on the basis of something 
you are not.  



®  Ask the interviewer for a business card and send an email thank-you as 
soon as possible along with a hand-written thank-you note. 

23         DEVELOPING YOUR 30-SECOND COMMERCIAL 

 
Your “commercial”  is a brief monologue that advertises YOU! 

 
Why develop a 30-second commercial? 
�  You come across more poised and confident simply by opening with your 

commercial. 
�  Your commercial makes the listener aware (in a brief amount of time) of your 

specific, unique and impressive attributes that you can bring to the position. 
 
When should I use my 30-second commercial? 
�  At an INTERVIEW. Your commercial can help you answer questions such as “Tell 

me about yourself” , “What are your greatest strengths?” , and “What can you bring 
to this position?”  

�  In a COVER LETTER. Your commercial can highlight your background and key 
abilities. 

�  At PROFESSIONAL, SOCIAL, or ORGANIZATIONAL meetings. Use your 
commercial to introduce yourself and NETWORK with others. 

 
Your commercial should: 
�  Use concise and clear language that is not over-detailed  
�  Sell your professional abilities and experience 
�  Emphasize your strengths and link them to the needs of the employer 
�  Use descriptive statements or specific examples of your acquired skills and abilities 
�  State the kind of position that you are seeking  
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                         JOB SEARCH STRATEGIES                     16 
1.  Try several job search methods. If you limit your job search to one method, you 
will limit your options.  

·  COLLEGE CENTRAL NETWORK (www.collegecentral.com/stetson) 
·  JOB LISTINGS online (www.stetson.edu/careerservices/jobs.php & in print) 
·  NETWORKING – Faculty, parents, friends, and alumni…  
·  Check out the CAREER NETWORK – 

https://www.stetson.edu/secure/programs/hatternet/careernetwork/ 
·  Employer Research: Attend information sessions and seek out open job positions 
·  Career Fairs/Job Fairs: By attending a job fair, you can: 

o research the area’s hiring companies  
o network with potential employers  
o present yourself professionally 
o distribute your resume  
o find out what employers are looking for 

·  Directories of potential employers: Academic departments and University Career 
Services may have a listing of where current graduates are now working. 

·  Professional Associations and Organizations: Join while you are still a student at 
a cheaper rate! 

2.  Start Early.  Search at the beginning of your final year if you’re graduating and in 
the fall if you’re looking for a summer internship. Some employers look for hires and 
recruit many months in advance of the anticipated work-start date. If you don’t start 
early, you can still find opportunities, but you may have limited your options.  

3.   Learn how others pursuing your career field or industry have been 
successful. Notice the plural on “others.” Don’t limit yourself to one source. (See 
Informational Interviews for details) 
·  Talk to faculty in your department. 
·  Talk to students who will graduate (or have graduated ahead of you.) 
·  Talk to Stetson Alumni. See University Career Services or Alumni Relations. 
·  Talk to relatives, family, friends, and seek out professionals in your field. 

4.  Learn to think beyond your major. Some of you have a major that equals a job 
title. Most of you don’t. Learn to think about occupations, industries, kinds of 
businesses, job skills, and career fields. The post-college world is not organized by 
academic major. *Look on our website:  www.stetson.edu/careerservices/majors.php 

5.  Always follow up. If you apply for a position on-line, send a hard copy of your 
resume and cover letter by snail mail as well. If you have not heard from the employer 
within a week or two, call the employer to confirm their receipt of your application and 
inquire when they expect to contact candidates for interviews. If you have an 
interview, always follow up with a thank-you note.  

6.  Don’t expect an internship or job search to be quick and easy. A job search is 
hard work. Your motivation and attitude are the keys to your success. Expect to put in 
as much effort as you would into a really tough 3-credit-hour-class that you want to 
get an ‘A’ in. It will be worth your time and hard work.  

7.  Get organized! The job search requires organization. Keep a work space tidy and 
have a designated phone number with a suitable answering service for employers to 
call. Remember to present yourself well on your answering machine or voicemail. 
Keep it simple and professional.  



Adapted from the Virginia Tech Career Planning Guide 
 

17             Sample Letter of Interest / Prospecting Letter 
A letter of interest, also known as a prospecting letter or inquiry letter, is sent to 
prospective employers that may be hiring, but haven't listed a specific job opening to 
apply for. Your letter should contain information on why the company interests you 
and why your skills and experience would be an asset to the company. Also provide 
information on how you will follow-up and where you can be reached. 
 
�  Indicate your interest and reveal your source of information.  
�  Outline your strongest qualifications.  
�  Focus on broader occupational and/or organizational dimensions.  
�  Describe how your qualifications match the work environment.  
�  Do some personal marketing.  
�  Convince the employer that you have the personal qualities and motivation to 

contribute to the organization.  
�  Suggest an action plan and request an interview.  
�  Indicate that you will call during a specific time period to discuss interview 

possibilities.  
�  Express appreciation to the reader for his or her time and consideration. 

------------------------------------------------------------------------------------------------------------------------ 
YOUR NAME 

Your Address �  Your City, State, Zip Code �  Your Phone Number  
Your Email  

Date  
Name 
Job Title 
Company 
Street 
City, State Zip 
  
Dear Ms. Last Name,  
  
I read about Company X's retail management training program in College Graduate 
Magazine and I would like to inquire about the possibility of openings. I am interested in a 
career in retail management and am planning to relocate to the New York City area in the 
near future. I would be interested in learning more about the company and about available 
opportunities.  
  
As a recent graduate from Stetson University, I have a Bachelor of Business Administration 
in Management. Additionally, I have retail experience as a Sales Associate and 
have completed two internships focusing on retail management.  
  
My resume, which is enclosed, contains additional information on my experience and skills. 
I would appreciate the opportunity to discuss the training program with you and to provide 
further information on my candidacy. I will call you during the week of January 24 to discuss 
possible employment opportunities. In the meantime, if you need to contact me, my number 
is (555) 555-5555. Please leave a message if I am not in, and I will return your call the next 
day.  
 
Thank you very much for considering my request. I look forward to talking with you. 
Sincerely,  
 
Your Signature  

 
 
 
Your Typed Name   

                 Setting up your Networking Opportunities            22 
 
Sending an Introductory Letter 
Before “cold calling” a person with whom you would like to set up a phone 
interview, consider first sending a brief introductory letter so they will be prepared 
for your call. This will ensure that your phone interview will be most productive for 
both you and the individual who is contacted. This letter could be sent by email or 
traditional mail. You can use the format below as a template: 
 
Dear ____________, 
 

My name is ________________ and I am a student (or 
alumnus/alumna) at Stetson University. I am writing to you as a participant in the 
online Career Network sponsored by University Career Services and the Office of 
Alumni Relations. Currently I am exploring the career field of ____________ and 
would appreciate the opportunity to talk with you about your experience and 
insight into this field. Your advice would be very valuable to my research. Within 
the next week, I plan to call you to set up a convenient time for us to talk. I look 
forward to speaking with you. 
 
Sincerely, 
_____________ 
 
Tips on Networking Phone Calls or Informational Interviews 
 

�  Establish rapport. Introduce yourself and your career goals, or why 
you have decided to contact the individual. 

�  Ask questions about your field of interest. It is a commonly held 
misperception that “contacts” are people who pull strings for you, who 
give you a job, or find one for you. To the contrary, an informational 
interview is to be used as a resource for information. 

�  Get advice and suggestions. Talk to the individual about interviews 
you have already had, but were not successful in securing employment. 
He/she may have suggestions about your approach to the interview 
situation. 

�  Ask for referrals. You can continue to build your professional network 
by asking each individual you contact to recommend two or three other 
people whom you could contact.  

�  Keep them informed of your progress. It is important to keep the 
individual informed about your successes and setbacks in the job 
search process. 

�  Express gratitude. Former First Lady Jacqueline Kennedy had a 
personal rule that any thank you note she wrote would be written within 
24 hours of the receipt of the gift or kindness extended to her. It is very 
important to promptly express your thanks to the individual in a 



handwritten note for taking the time to speak with you and for providing 
you with information or contacts. In this case, email is NOT the 
preferred method of contact. 

21           
Stetson University’s CAREER NETWORK 

 
A great place to start networking is on Stetson’s Career 
Network by visiting:  
 

https://www.stetson.edu/secure/programs/hatternet/careernetwork/ 
 
Current Stetson students are encouraged to use the Career 
Network as a tool for finding internships and employment 
opportunities, for job shadowing, and for finding mentors in 
fields that correlate with your path of study.  
 
Stetson University alumni, parents, and friends may assist 
you by providing informational interviews, participating in 
career panels and workshops, or answering questions 
regarding relocation and issues related to the world of work.  
 
Once you log in, you can search the Career Network for 
individuals by different categories such as location, major, 
industry, and the kinds of assistance provided. Those who 
have volunteered to be a part of the Career Network can 
assist you in a variety of ways including: 
 
·  Informational Interviews  
·  Career Contact Information 
·  Internship Opportunities  
·  Job Opportunities  
·  Job Shadowing  
·  Panels/Workshops 
·  Career Mentoring 

 
Make sure that you take advantage of this worthwhile 

and FREE networking tool! 
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DO’s 

�  Listen thoughtfully and take genuine interest in others. Forget about 
preparing your response. Respond after you have listened well and take 
your time.  

�  Be honest and open. This means being willing to accept constructive 
criticism and advice. Also, be willing to discuss your genuine hopes and 
interests with others. 

�  Learn to sell yourself: What relevant skills, courses, internships, 
accomplishments, and experience will you share? You might also share 
relevant volunteer experience or leadership positions in campus and 
professional organizations. Discuss why you are interested in their 
organization/career field and how you fit.  

�  Prepare a 30-second commercial that promotes YOU. Although you may 
feel awkward, this is a good skill to practice. This can be done in front of a 
mirror or with a friend, family member, or career counselor. Typically, your 
“commercial” includes your name, area of interest, experience, and current 
goals. 

�  Turn networking opportunities into chances to develop and showcase your 
interpersonal and communication skills. 

�  Be as specific as possible when you talk to people about your career 
aspirations. You may be surprised by how intently others listen to your 
interests and unique goals. 

�  Remember your contact’s name! If you repeat a person’s name after you 
are introduced to them, you are more likely to remember it. Ex. “Nice to meet 
you, Jackie”. It is also something that never goes unnoticed and is 
appreciated. 

�  Follow through. A thank-you note is the best way to follow through with a 
contact whether it is by email or snail-mail. Keep the other person informed 
about your progress and their impact. 

�  Have fun! Getting to know different people can be exciting and an enjoyable 
process. Networking is not only a way to get a job, but also a way to make 
new friends. 

DONT’s: 

�  Don’t overlook the multitude of online networking opportunities through 
professional associations or email distribution lists. 

�  Don’t give your resume unless requested or if you are applying for an open 
position with the employer.  This can be viewed as presumptuous and 
pushy.  



�  Don’t sit back and wait for employers to come to you. Networking is about 
taking initiative and making positive things happen for you! 

�  Don’t be intimidated! Having confidence helps others see how positive and 
motivated you are, which can lead you to great opportunities! 
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�  Search for FULL/PART-TIME JOBS & INTERNSHIPS posted specifically for Stetson Students 
& Alumni! 

�  Post your résumé for employers to review! 

�  Keep track of your job search! 

�  Receive emails from University Career Services about upcoming events and resources to keep 
YOU informed! 
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