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If you’re thinking about what’s next in your career, then it’s
time to think about Zimmer. With 9,000+ employees worldwide,
operations in 25 countries and $4.6 billion in annual sales,
Zimmer is the world’s leading orthopaedic company.
We offer a wide range of quality-focused positions that support
our purpose of improving quality of life for patients around the
world. This means that when you work at Zimmer, you’re not only
at the hub of a fast-paced global industry, you have countless
opportunities to advance your career. Learn more today. Start
planning your future at the center of it all.
Learn more at careers.zimmer.com

Careers with Purpose. Grow with Us.

Jump-Start Your Career
with Extension Healthcare
Extension Healthcare seeks qualified candidates for its
Healthcare Informatics Career Development Program
The Healthcare Informatics Career Development Program offers a great
opportunity for those seeking a career in Healthcare IT to propel themselves
into a full-time profession with long-term advancement opportunities.
Participants coming in with a technical background will learn about, configure,
install, and train customers to use Extension Healthcare’s hospital alarm
management middleware within a 6 month timeframe at our training center
in Fort Wayne. Upon completion of the training program, participants will
receive a certificate as an Extension Certified Implementation Engineer and
possess an in depth knowledge of clinical workflow and Health IT.

Check All That Apply:
Wants to save lives

Displays excellent communication

Enjoys traveling

Excellent customer service skills

Seeks professional advancement

Desires a competitive salary
and full benefits

Desire for personal growth
Possesses strong work ethic

Apply Today! Visit http://go.extensionhealthcare.com/HICD
or email us at HICDP@ExtensionHealthcare.com

Extension Healthcare is a leading healthcare IT company headquartered
in Fort Wayne, Indiana. Extension has redefined clinical alarm management
with Extension Engage™, an alarm safety and event response platform
that intelligently routes and delivers actionable alarms and alerts directly
to a clinician’s phone. Extension Engage improves clinical communications,
reduces the dangers of traditional medical alerting processes, including
alarm fatigue, and decreases the noise and interruptions experienced by
clinicians and patients.

877.207.3753
ExtensionHealthcare.com

IPFW GRADUATE STUDIES

WHAT HAPPENS

NEXT?
If you haven’t considered earning an IU or Purdue master’s degree
from IPFW you should—and here’s why:
• Keep working with faculty you know, building new and deeper professional relationships
with internationally recognized experts
• Obtain research, teaching, and administrative assistantships to provide critical hands-on
experience as well as financial assistance
• Take advantage of what the community has to offer, including research opportunities with
local industry and job placement assistance after graduation.

Let’s talk about what happens next.
Start the conversation by filling out the form online
at ipfw.edu/grad-talk or calling 260-481-6145.

OFFICE OF
GRADUATE STUDIES
14-05-1548
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SECTION 1 | INTRODUCTION

INTRODUCTION TO THE

Guide

YOUR CAREER IS A JOURNEY.
Why did you decide to come to college? For many

it’s initially deciding on your future career and college

students, the answer is to have a successful career

major or preparing yourself for the ultimate next step

after graduation—but every student may have

of graduate school or a great job, we have resources,

different expectations about what a successful career

information, and coaching to help you achieve

means for them.

your goals.

What kind of career are you interested in? What does

This Career Guide will give you an introduction to

a successful career look like to you? How do you

various career and personal development topics, but

get started?

nothing replaces one-on-one interactions with our
career counselors. We encourage you to make an

4

IPFW’s Office of Career Services is here to support

appointment or stop by our office so we can help you

your journey to an even more successful life. Whether

get where you’re going.
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HOW WE CAN

Help

COUNSELING SESSIONS
Whether you’re an IPFW student or alumnus, an Indiana University or Purdue University alumnus, or a member of the community, you have
access to career counseling at IPFW Career Services.
Some of the topics that can be addressed in career counseling include:
t

Exploring your interests, skills, and values

t Investigating
t Gaining

careers and employers

relevant experience through internships, jobs, or volunteer work

t Preparing

for employment through résumé and cover letter critiques and mock interviews

t Searching

for a job

CAMPUS INTERVIEWING
Take advantage of campus interviewing,
where employers come to you. To be eligible
for campus interviewing, you must be
registered with IPFW JobZone as an IPFW,
Indiana, or Purdue alumnus or student.
For more information, contact Career Services
at 260-481-0689 or upload your résumé at
ipfw.edu/jobzone.

MOCK INTERVIEWS
If you are anxious about the interviewing
process or just want to refine your skills,
arrange a mock interview or recorded mock
interview with a career counselor. You will
receive valuable feedback that will help you
pinpoint your strengths and weaknesses.

INFORMATIONAL INTERVIEWING
Informational interviewing is an effective
method for uncovering the “hidden” 75–80
percent of the job market. The purpose of
an informational interview is to expand your
knowledge about a particular field by talking
to people who are actually doing that work.

VIRTUAL CAREER SERVICES
IPFW’s Office of Career Services recognizes
that you have a busy schedule, from long
commutes to class to balancing work and
school. We understand your time is limited.
Therefore, we offer a number of our services

online, such as mock interviews via Skype,
online résumé critiques, and online job
postings via IPFW JobZone. Our career
counselors can even be made available for
phone or internet appointments if necessary.
Go to ipfw.edu/career to find out more.

CAREER SERVICES AND ALUMNI
RELATIONS work together to help IPFW

INdorsed Career Ready
Certificate
▼

and enhance

students get in contact with alumni to conduct
informational interviews. Contact Career
Services at 260-481-0689 or Alumni Relations
at 260-481-6807 for more information.

marketable skills
▼

CAREER LIBRARY
More than 200 resources are available in
Career Services to assist you in your career
journey. Major-related information, job search,
résumé writing, and industry information
books are available. You can borrow resources
for up to one week with a valid university ID.

Build and document
professional experience

▼

Learn to convey your
value to employers

CAREER ASSESSMENTS
Several career assessments are available
to help you learn about your personality,
measured interests, and preferences
for various work environments. These
assessments can help you understand how
your interests, skills, and work values relate to
different occupations. A meeting with a career
counselor will help you determine which
assessments and resources are right for you.

Identify strengths

▼

Be mentored by Career
Services professionals

▼

Learn more at
ipfw.edu/career
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C A R E E R - R E L AT E D C A M P U S

Events

IPFW CAREER SERVICES CALENDAR
To view a calendar of all the upcoming Career Services-related events, go to

MASTODON JOB
AND INTERNSHIP FAIR
Our annual September Job Fair is a free event
for students. Employers from a variety of
industries will be in attendance, in search of
highly qualified IPFW students and alumni. For
more information, see our website at

NICE JOB FAIR
The Northeastern Indiana Career Employment
(NICE) Job Fair is a free event hosted by IPFW,
Grace College, Huntington University, Indiana
Tech, Indiana Wesleyan University, Ivy Tech
Community College–Northeast, Manchester
University, Trine University, and the University
of Saint Francis.

NETWORKING EVENTS

ipfw.edu/offices/career-news

network and make valuable connections with
area employers, Career Services partners with
various campus and community organizations
such as YLNI (Young Leaders of Northeast
Indiana), STAT (Students Today, Alumni
Tomorrow), and the IPFW Office of Diversity
and Multicultural Affairs to offer networking
events throughout the year.

We offer a variety of presentations and
webinars for students and alumni to assist
them in considering career choices and jobs in
their academic major or sharpening their job
search skills. A list of the presentations and
webinars can be found on our website at
ipfw.edu/career-presentation. View previous
recordings on our YouTube channel
“IPFWCareer.”

IPFW Career Services that interest me the most are:

2
3
4
5
6
7
8
6

I P FW C A R EER SERVICES–YOUR GUID E T O Y OUR CA R EER

In the event that a professor needs to be
away from one of his or her class sessions,
a Career Services staff member is ready to
be a “substitute” for the day. Why not invite
a Career Services staff member to fill in for
a class? We are also available if professors
simply want a guest presenter for
their classes.

PRESENTATIONS AND WEBINARS

Eighty percent of jobs are found through
networking. To help students learn how to

1

DON’T CANCEL CLASS

Date/Time

CAREER DEVELOPMENT MONTH
November is National Career Development
Month (NCDM). During November, Career
Services coordinates employer panels and
networking and diversity events. For more
information, please visit
ipfw.edu/career-development

LEARN ABOUT YOURSELF | SECTION 2

LEARN ABOUT

Yourself

YOUR JOURNEY BEGINS WITH YOU.
The first step in choosing a college major or career
path is to take a good look at yourself and your
interests. Determining your strengths, passions,
and goals will help you navigate your academic and
professional life.

It’s helpful to return to this section periodically
throughout your time at IPFW to see if your selfassessments change as you explore new ideas.

In this section, you will make personal assessments
of your interests, values, skills, and goals. You will
also learn more about your academic and career
personality, which can help you determine fields and
professions that inspire you.

I NDI A NA U NI V ER S I TY – PU R DU E U NI V ER S I TY F ORT WAYN E
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ARE YOU ON

Target?

Career planning and preparation is something you will work on the entire time you’re at IPFW. There is a career readiness
certificate called INdorsed Career Ready, and below you can find a timeline of helpful activities to complete the certificate and
be prepared for graduation:

S T EP

ON E

...........................FRESHMAN: 0–29 Credits�������������������������������������������������������������������������������������������������
■ Visit Career Services in Kettler Hall, Room 109, and meet the staff.
■ Review IPFW majors available at tinyurl.com/ipfwdegrees.
■ Take a few general education classes to see what’s “out there.”
■ Identify campus organizations, activities, and projects in which you’d like to be involved.
■ Identify your interests, skills, and values. Use this to determine a Unique Selling Point.
■ Develop short- and long-range academic and career goals.
■ Attend Career Services events, like Mastodon Career Calls & Dining Etiquette.
■ Take the FOCUS career assessment and review it with a career counselor. ipfw.edu/career-focus
■ Take a career beginnings class (IDIS 115) to explore your interests and options for careers.
■ Conduct an informational interview with a local professional to explore realities of interested careers.
■ Job Shadow, Volunteer, or extern in a career area of your interest.

S T E P

T W O

...........................SOPHOMORE: 30–59 Credits���������������������������������������������������������������������������������������������
■
■
■
■
■
■
■
■
■
■
■

Choose a major consistent with your self-assessment and exploration.
Discuss your career and educational plans with counselors, academic advisors, and employers.
Begin to develop your résumé and meet with a career counselor for a résumé critique.
Start the INdorsed Career Ready Graduate Certificate. Submit progress through IPFW JobZone, in Academic Profile.
Continue career exploration by volunteering or job shadowing in a career area of your interest.
Login to JobZone, our résumé database, for externships, and current jobs.
Participate in a formal externship through IPFW Career Services, see page 32.
Take our career planning class (EDUC X210) to investigate career and major choices in-depth.
Attend a workshop/class or program focused on skill training.
Consider taking a leadership role in a student organization or request leadership opportunities at your job.
Identify your strongest interest & update the Unique Selling Point section through JobZone.

S TE P

THR E E

...........................JUNIOR: 60–89 Credits�����������������������������������������������������������������������������������������������������
■
■
■
■
■
■
■
■
■
■
■

Identify your options after graduation. Graduate school? Employment? Explore your career interests in-depth.
Update your résumé. Ask a career counselor for a critique and approval for INdorsed.
Conduct a successful mock interview with a career counselor in preparation for internships.
Develop an elevator speech to use at informational seminars, career fairs, and graduate school activities.
Establish contacts in the business or professional world or with graduate schools by joining a professional association.
Obtain & successfully complete an internship, practicum, or other field experience.
Update your JobZone account, add an updated résumé, & submit INdorsed progress in your Academic Profile.
Create a LinkedIn profile at linkedin.com and use resources at university.linkedin.com to develop it.
Take our Professional & Career Preparation Class (EDUC x310).
Consider taking a leadership role in a student organization, or requesting more responsibility/leadership at work.
Attend a networking event or class/workshop on professionalism (e.g. Dining Etiquette, YLNI Hot Spots).

S T EP

FOU R

...........................SENIOR: 90 or more Credits����������������������������������������������������������������������������������������������
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■
■
■
■
■
■
■
■
■
■
■

Begin the job search process six to eight months prior to graduation & meet with a career counselor for next steps.
Update & finalize your résumé. Upload it to JobZone, update your profile, and submit any INdorsed progress.
Obtain and successfully complete an internship or other field experience.
Take our Professional & Career Preparation Class (EDUC x310), if not during Junior year.
Attend a Career Services event focused on transitioning out of college (e.g. Mastodon Career Call).
Schedule and successfully complete a mock interview with Career Services.
Attend career fairs during the fall & spring semesters.
Attend a professional conference, networking event, or workshop on professionalism to practice networking.
Update your LinkedIn profile and follow the INdorsed guidelines.
Develop a professional portfolio with certificates, examples of your work/projects, etc.
Complete the INdorsed certificate by submitting remaining activities and your Unique Selling Point.

I P FW C A R EER SERVICES–YOUR GUID E T O Y OUR CA R EER
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INdorsed Career Ready Graduate Program - IPFW
Student Name: 											
Every Activity must be dated per completion and initialed by an IPFW Career Services staff member
Professional Identity: Students develop an understanding of their professional strengths and weaknesses, working style,
workplace preferences and use these to evaluate their personal fit for specific jobs, employers and professions. Students also
learn effective means to convey their professional identity and to promote themselves as candidates in the job market.
Self Assessment Activity: Choose one (1)

Self Marketing Activities: 2 (required) plus one (1)other

Date

Date

Initials

Initials

Résumé approved (required)

Career Assessment: iStartStrong, MBTI, Strong
Interest Inventory, or FOCUS with interpretation
(circle one)

Mock interview-successful (required)
Completed LinkedIn profile

Career development class*: IDIS 115 or EDUC
x210 (circle one)

Career workshop or program related to
résumés/job searching/interviews

Informational interviews and analysis

Development of elevator speech

*Some majors have a career-related class, e.g. PSY 100, and may be
considered as alternatives

Job search strategies class*: EDUC x310
Professional portfolio

Professional Experience: Students apply their academic learning to a professional environment to strengthen understanding of their field and
to graduate with marketable experience. Students also learn professional etiquette, networking and other workplace practices to transition
successfully from student to professional.
Professional Experience Activities: Choose two (2)

Professional Practices Activity: Choose one (1)

Date

Date

Initials

Initials

Job shadow or volunteer work in field

Class/ workshop on professionalism

Attend a professional conference

Etiquette dinner

Active membership in professional association

Mastodon Career Call on networking or
transitioning into the workplace

Externship or other workplace project

Networking event or training

Internship, practicum or other field experience

Reverse Career Fair
Professional Skills: Students learn communication and other transferrable skills most highly sought by employers, as identified by the National
Association of Colleges and Employers (NACE) annual Job Outlook Survey.
Professional Skills Activities: Choose two (2)
Date

Initials

Workshop, class or program focused on skill training

Unique Selling Point: Identify one unique selling point with two (2)
supporting activities which develops/supports it
Date

Initials

Leadership role on campus or in work
Internship, practicum or other field experience

Submit progress through IPFW JobZone, ipfw.edu/jobzone, in the Academic Profile section.
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INdorsed Career Ready Graduate Program - IPFW
Resources to help you complete the INdorsed program

IPFW Career Services: ipfw.edu/career
Your source for career assessments, mock interviews, résumé reviews, information about
our IDIS 115, EDUC x210, or EDUC x310 classes, externships, internships, and connections
to professionals to interview via our networking events and IPFW JobZone. Check out the
“Exploring Majors and Careers” section of our website for lists of professional organizations
related to your major and career field.
Areas: Self Assessment, Self Marketing, Professional Experience, Professional Practices, Professional Skills
IPFW Alumni Services ipfw.edu/alumni
Strengthen your network through special events with fellow Dons. Get connected to an alumnus in your career
field for an informational interview.
Areas: Self Assessment, Professional Practices
IPFW OACS ipfw.edu/oacs
Provides IPFW students with co-op and for-credit internship opportunities.
Areas: Professional Experience, Professional Skills
IPFW Student Life ipfw.edu/student-life
Find information on student organizations related to your future major and career, along with volunteer and
leadership training opportunities.
Areas: Professional Skills, Unique Selling Point*
Young Leaders of Northeast Indiana ipfw.edu/cg-ylni
The Young Leaders of Northeast Indiana is a 1000+ person network of 20- and 30-something professionals
that sponsor social and cultural events throughout the year like the Masquerade Ball, Barr Street Market,
Get on Board, and more.
Areas: Self Assessment, Professional Experience, Professional Practices, Professional Skills
VolunteerMatch ipfw.edu/cg-voiunteer-match
VolunteerMatch.org strengthens communities by making it easier for good people and good causes to connect.
Their online services include a listing of local opportunities and organizations that are looking for volunteers.
You can narrow down your search by interest and location. View this list of local nonprofits:
ipfw.edu/cg-greaterfw
Areas: Professional Experience, Unique Selling Point*
Indiana Department of Workforce Development ipfw.edu/cg-dwd
Many resources for job seekers to increase readiness skills. Successfully complete the WIN Career
Readiness online program to develop your work skills.
Areas: Professional Skills
* Unique Selling Point: Unique selling points will vary by student. Examples include language proficiency,
youth work, leadership experience, professional presentations, or writing. Supporting activities could be
participation in relevant events, special certifications or awards, publications, or test results.
10
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FINDING YOUR

Interests

Three main components go into a well thought-out career choice: Interests, Skills, and Values. In simpler terms, it
helps to reflect on what you like, what you’re good at, and what’s important to you. Let’s start off with interests.
The things we like can give us a pretty good indication of the things we’ll be successful at doing. Most people naturally gravitate toward
activities that emphasize their skills and abilities. Plus, the more you like something, the more likely you are to put in the necessary
time and effort to be successful.

Here are some questions to help you EXPLORE YOUR INTERESTS.
■
■
■
■
■
■
■
■
■
		

What did you want to do when you were in elementary school? Middle school? High school?
What were your favorite classes?
What kinds of activities or clubs have you been involved in?
What majors have you already tried out?
What is the coolest job you’ve ever seen on TV or in a movie?
What have friends or family suggested you do?
Do any of them have jobs that you envy?
Are there any particular social issues or causes you would love to be part of the solution to?
If you could do anything, even if it was wildly impractical, what would it be? What is the secret thing you long to do,
that you feel silly telling anyone about?

Your career is a key component to your future lifestyle. How much time have you spent really thinking about what you want your future life
to be like? Complete the following information while imagining your life ten years from now. Be detailed in your responses.
■

Do you own or rent?

■

Do you live in a big city or a small town?

■
■

Will you be single or married?
Will you drive a cool car or commute by bus or train?

TRY THESE OTHER EXERCISES TO HONE IN FURTHER ON WHAT EXPECTATIONS YOU HAVE FOR YOUR FUTURE.
In the future, I will live in a ________________ in (location) _________________. _______________ will live with me.
I will use ____________________ to get around. My commute will be _________________. I will work in ______________________.
I will feel __________ about the work that I do. I will work with people who are ___________________. My work will provide
_________________ for _________________. At my job, we will be most focused on _______________________________. I will
really enjoy my work because ____________________________________________________. On the weekends, I will enjoy ______
___________________________________________________, My lifestyle will allow me to ______________________________

I NDI A NA U NI V ER S I TY – PU R DU E U NI V ER S I TY F ORT WAYN E
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DISCOVERING YOUR

Skills

THROUGHOUT YOUR EDUCATION, WORK, AND LIFE EXPERIENCES, YOU HAVE DEVELOPED SEVERAL DIFFERENT TYPES OF
SKILLS. Since the choice of a major and career field should reflect the skills you have to offer a future employer, it is important to identify those
that are your strongest assets. Everyone has a variety of skills and talents. How do you recognize a skill? Skills can be divided into three basic
groups: Technical or Work-Content, Adaptive or Personal, and Functional or Transferable. Review the following lists of skills and check those that
apply to you.

1

Technical or Work-Content Skills are those that relate specifically to being able to do a particular job. These specialized abilities are
gained through personal experience, reading, college courses, or employment.
Graphic arts
Marketing
Research
Interior decoration

2

Using power tools
Technical writing
Word processing
Other

Adaptive or Personal Skills (personal strengths) are related to your personality and temperament. They determine how you perform
tasks and work within an organization. You normally develop or acquire these types of skills in your early years while relating to
family, peers, and individuals at school. They are developed further as you gain more education and work experience.

Decision making ability
Sense of humor
Emotional stability
Stress tolerance
Patience
Confidentiality
Tact
Optimism

12

Sales/persuasion
News/magazine writing
Computer skills
Counseling and helping

I P FW C A R EER SERVICES–YOUR GUID E T O Y OUR CA R EER

Punctuality
Risk-taking
Enthusiasm
Initiative
Orderliness
Assertiveness
Cooperativeness
Sensitivity to others

High energy level
Reliability
t Honesty
Persistence
Self-confidence
Diplomacy
Flexibility
Resourcefulness

Candor
Dependability
Loyalty
Other

LEARN ABOUT YOURSELF | SECTION 2

3

Transferable or Functional Skills are general skills that can be applied in a wide variety of work settings. You acquired them
either as “natural” talents, experience, or education or training. These skills can be used across jobs or career fields.

COMMUNICATION
Writing
Speaking
Listening
Remembering

INVESTIGATIVE
Inspecting
Classifying
Researching
Analyzing
Investigating
Interpreting
Compiling
Reviewing

MANUAL/PHYSICAL
Assembling
Using instruments
Repairing
Constructing
Operating
Moving with dexterity

SOCIAL/INTERPERSONAL
t Serving
t Negotiating
t Group

facilitating
the public

t Meeting

WORKING WITH OTHERS
Teaching
Advising
Coaching
Supervising
Counseling

NUMERICAL
Record keeping
Measuring
Calculating
Updating
Budgeting
Developing mathematical models
Working with precision

MANAGERIAL
Administering
Deciding
Coordinating
Managing
Delegating

CREATIVE
Displaying
Sketching
Creating
Designing
Planning

I NDI A NA U NI V ER S I TY – PU R DU E U NI V ER S I TY F ORT WAYN E
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W H AT S K I L L S D O I

Have?

Now that you know a little bit more about the types of skills desired in the work place, think about the skills you currently possess. What skills
have you developed from your educational experience or work experiences? CIRCLE all that apply!
Abstracting
Acting
Adapting
Adjusting
Administering
Advertising
Advising
Analyzing
Answering
Anticipating
Applying
Approving
Acquiring
Arbitrating
Arranging
Assigning
Assisting
Assuring
Attaining
Auditing
Bargaining
Budgeting
Building
Calculating
Charting
Checking
Classifying
Coaching
Collaborating
Communicating
Comparing
Compiling
Completing
Composing
Computing
Constructing
Consulting
Coordinating
Coping
14

Counseling
Creating
Deciding
Decorating
Defining
Delegating
Demonstrating
Detailing
Determining
Developing
Devising
Diagnosing
Directing
Discovering
Discussing
Displaying
Dissecting
Distributing
Drafting
Dramatizing
Drawing
Editing
Eliminating
Empathizing
Empowering
Encouraging
Estimating
Evaluating
Examining
Explaining
Expressing
Extracting
Facilitating
Filing
Financing
Following
Gathering
Guiding
Handling

I P FW C A R EER SERVICES–YOUR GUID E T O Y OUR CA R EER

Helping
Hiring
Hypothesizing
Identifying
Illustrating
Imagining
Implementing
Improving
Improvising
Influencing
Initiating
Innovating
Inspecting
Inspiring
Installing
Instructing
Integrating
Interpreting
Interviewing
Inventing
Inventorying
Investigating
Leading
Learning
Lecturing
Listening
Managing
Manipulating
Mediating
Memorizing
Mentoring
Monitoring
Motivating
Navigating
Negotiating
Observing
Operating
Ordering
Organizing

Originating
Participating
Perceiving
Performing
Persuading
Photographing
Piloting
Pinpointing
Planning
Predicting
Preparing
Prescribing
Presenting
Printing
Problem-solving
Processing
Producing
Programming
Promoting
Proofreading
Proposing
Providing
Publicizing
Purchasing
Reading
Reasoning
Receiving
Recommending
Reconciling
Recording
Recruiting
Referring
Rehabilitating
Reinforcing
Relating
Reorganizing
Repairing
Reporting
Researching

Restoring
Reviewing
Revising
Risking
Scheduling
Selecting
Selling
Separating
Serving
Setting-up
Sharing
Simplifying
Sketching
Solving
Speaking
Sporting
Studying
Summarizing
Supervising
Supplying
Synthesizing
Talking
Teaching
Teambuilding
Telling
Training
Translating
Traveling
Treating
Troubleshooting
Tutoring
Understanding
Unifying
Verbalizing
Visualizing
Writing
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DEVELOPING

VOLUNTEERING: Consider offering your
time in a volunteer capacity with a non-profit
organization. Donating your time can help you
develop your skills in communication, timemanagement, enthusiasm, etc.
EXTERNSHIPS: Externships are 2–3 days
of job shadowing with a professional in a
career field. During externships, you can gain
valuable insight into the world of work and
develop skills in observing, participating, and
understanding a specific industry.

INTERNSHIPS: An internship is a part- or
full-time work experience that is directly
related to your field of study, career goal, or
both. Internships are great opportunities to
develop skills that are directly related to your
long-term career goals. The skills developed
during an internship will vary with each
experience.

CO-OP: Short for cooperative education,
co-ops are academic training programs
that involve partnerships among students,
employers, and IPFW. During a co-op, you will
have the opportunity to explore how classroom
theory relates to actual employment. Like
internships, the skills developed during a
co-op will vary with each experience and will
be related to your overall career goals.

Skills

CERTIFICATIONS AND TRAININGS:
Completing certification programs, like
CPR, will help you develop skills you can
immediately add to your résumé. Consider
other training opportunities, such as with
computer programs (Microsoft Word or
Excel), to help you develop transferable skills
employers’ desire and expect.

PROFESSIONAL ASSOCIATIONS: Joining

PART-TIME EMPLOYMENT: Getting a
part-time job while you’re a student will do
more for you than just give you a little extra
cash. Part-time jobs are great experiences
for students, like you, to learn transferable
skills. Some skills you might develop through
a part-time job are speaking, listening, record
keeping, and managing inventory.

professional associations related to career
fields you are interested in can be a great
way to establish connections and deepen
your understanding of the field. Members
of professional associations often attend
conferences where they can hear about the
latest research. By joining a professional
association, you could develop your skills in
speaking, writing, and researching.

MY SKILL DEVELOPMENT ACTION PLAN
My strongest skills are:________________________________________________________________________________________
My weakest skills are: _________________________________________________________________________________________
I would like to improve my skills in these areas:

1.________________________________, 2.________________________________, 3. ________________________________

1

2

3

STEPS TO DEVELOPING: _____________

STEPS TO DEVELOPING: _____________

STEPS TO DEVELOPING: _____________

1.___________________________________

1.___________________________________

1.___________________________________

2.___________________________________

2.___________________________________

2.___________________________________

3. ___________________________________

3. ___________________________________

3. ___________________________________
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DETERMINING YOUR

Values

Values are often divided into personal values and work values. Your personal values are those that matter the most. They give meaning
and relevance to your life and guide your actions. Work values are those factors contributing to job satisfaction such as salary and benefits,
challenge, variety, achievement, and recognition.
Clarifying your values is not an easy assignment. To get you started, consider the following questions:
t
t
t
t
t

What
What
What
What
What

is import ant to me?
makes my life and work meaningfu l?
influences my decision-making process?
compels me to take a stand, or what sparks my passion?
aspects of a work environment do I find important, and what aspects are not essential for me?

ACTIVITY 1: VALUES ASSESSMENT
There are two kinds of values: instrumental and terminal. Instrumental values are defined as beliefs connected with behavior (e.g., ambitious,
polite, responsible). Terminal values are defined as states of existence (e.g., a comfortable life, freedom, inner harmony).
Rank the following 18 instrumental values and 18 terminal values in order of importance, with 1 being most important and
18 being least important.

16

INSTRUMENTAL VALUES

TERMINAL VALUES

_____ t Ambitious (hardworking, aspiring)

_____ t A comfortable life (a prosperous life)

_____ t Broadminded (open-minded)

_____ t An exciting life (a stimulating, active life)

_____ t Capable (competent, effective)

_____ t A sense of accomplishment (lasting contribution)

_____ t Cheerful (light-hearted, joyful)

_____ t A world at peace (free of war and conflict)

_____ t Clean (neat, tidy)

_____ t A world of beauty (beauty in nature and the arts)

_____ t Courageous (standing up for your beliefs)

_____ t Equality (equal opportunity for all)

_____ t Forgiving (willing to pardon others)

_____ t Family security (taking care of loved ones)

_____ t Helpful (working for the welfare of others)

_____ t Freedom (independence, free choice)

_____ t Honest (sincere, truthful)

_____ t Happiness (contentedness)

_____ t Imaginative (daring, creative)

_____ t Inner harmony (freedom from inner conflict)

_____ t Independent (self-reliant, self-sufficient)

_____ t Mature love (physical and spiritual intimacy)

_____ t Intellectual (intelligent, reflective)

_____ t National security (protection from attack)

_____ t Logical (consistent, rational)

_____ t Pleasure (an enjoyable, leisurely life)

_____ t Loving (affectionate, tender)

_____ t Salvation (eternal life)

_____ t Obedient (dutiful, respectful)

_____ t Self-respect (self-esteem)

_____ t Polite (courteous, well-mannered)

_____ t Social recognition (respect, admiration)

_____ t Responsible (dependable, reliable)

_____ t True friendship (close companionship)

_____ t Self-controlled (self-disciplined)

_____ t Wisdom (a mature understanding of life)
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ASSESSING YOUR

1

TOP 5 INSTRUMENTAL VALUES:

2

Values

TOP 5 TERMINAL VALUES:

1._____________________________________________

1._____________________________________________

2._____________________________________________

2._____________________________________________

3. _____________________________________________

3. _____________________________________________

4. _____________________________________________

4. _____________________________________________

5. _____________________________________________

5. _____________________________________________

CIRCLE THE VALUES YOU’VE HELD FOR THE LONGEST AMOUNT OF TIME.
Sometimes values can be in conflict (e.g., a high income vs. leisurely time, ambition vs. family life). Could your values be in conflict now or in the
future? If so, please explain below.
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________

Values Section taken from Copyright © 2005 by Bowling Green State University Career Center. All rights reserved. Electronic edition published 2005.

I NDI A NA U NI V ER S I TY – PU R DU E U NI V ER S I TY F ORT WAYN E



17

SECTION 2 | LEARN ABOUT YOURSELF

CAREER

Thoughts

ACTIVITY 2: CAREER DECISIONS
Career decision-making can be kind of intimidating. What if you make the wrong decision? What if you can’t get work in your chosen
field? What if you aren’t happy?
A certain amount of fear and negative thinking are a normal part of the career decision making process, but too much negative thinking can really
weigh you down. Overwhelming negative thoughts can keep you from making necessary decisions or paralyze you from taking action.
Imagine your negative career thoughts are a wall. People vary in their negative career thoughts, so not everybody’s wall is the same height.
People suffer from three primary types of negative career thoughts: Decision-Making Confusion, Commitment Anxiety, and External Conflict.

1

DECISION-MAKING CONFUSION

2

COMMITMENT ANXIETY

Difficult to begin or continue with career
decision-making due to negative feelings
and confusion about decision-making

Difficult to commit to a specific career
choice, along with strong worries about
decision-making

Example Statements:

Example Statements:

t I’ll

t

never find an occupation that I
really like
t Choosing an occupation is so 		
complicated that I just can’t get started
t I don’t know why I can’t find a field of
study or occupation that’s interesting

I worry a great deal about choosing the
right field of study or occupation
t I’m afraid I’m overlooking an occupation
t I’m afraid if I try out my chosen 		
occupation I won’t be successful

3

EXTERNAL CONFLICT

Difficult to balance the importance of your
ideas with importance of ideas of family
members and friends, making a choice
more difficult

Example Statements:
t Whenever

I get interested in something
important people in my life disapprove
t I know what job I want, but someone’s
always putting obstacles in my way

Replacing negative career thoughts with more positive career thoughts leads to better choices. Let’s turn some of these negative thoughts
around. I’ll never find an occupation that I really like.
Never is a pretty strong word. It’s important to realize that just because you haven’t found a great occupation yet, it doesn’t mean you never will.
Like we discussed earlier, career development is a lifelong process and you are only in one part of your journey. Finally, all occupations are going
to have some drawbacks; maybe there is a field that is very interesting, even if it isn’t perfect.
Now here’s your chance to turn around some of your negative career thoughts. Be sure to look out for telltale “red flag” words like no, all, can’t,
never, whenever, and always. These often signify negative thoughts and can be turned around most of the time.
Try filling in the blanks below with your own concerns or fears—then think about how you can turn those negative feelings
into positive ones.
I can’t find the right major because ________________________________________________________________
It’s hard to find a career that suits me because ________________________________________________________
Still having trouble with those negative career thoughts? Call Career Services for an appointment with your career counselor today!

Adapted from Florida State University, Copyright 2000 by James P. Sampson, Jr., Gary W. Peterson, Robert C. Reardon, Janet G. Lenz, and Denise E. Saunders, All Rights Reserved
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HOLLAND’S OCCUPATIONAL AND PERSONALITY

Themes

Dr. John Holland created a theory where he divided the world of work into six different categories that correspond with different personality types
and interests. Most people have between 1–3 favorite career areas. Those 1–3 areas combined become your Holland Code or Type. For example, if
your two favorite areas are Social and Artistic, then your Holland code will be SA.
Check out the diagram below. Can you decide what your Holland Code would be?

1

WRITE YOUR HOLLAND CODE HERE:
__________ __________ __________

REALISTIC
Likes a physical result for his

or her work; often learns best with

6

hands-on experience; enjoys being

2

outdoors

CONVENTIONAL
Organized; reliable; careful

CAREERS: Engineering technology,

and thorough; enjoys predictable,

auto repair, farming, law enforcement,

structured, and practical work

environmental services, and athletics

methodical and rational; prefers
medical science over medical service

accounting, information systems, and

CAREERS: Hard sciences,

REALISTIC

office administration

engineering, or social research

1

6

2

CONVENTIONAL

INVESTIGATIVE

ENTERPRISING

ARTISTIC

5

4
SOCIAL

ENTERPRISING
Ambitious; natural leaders

CAREERS: Law, business, politics,
and management.

Enjoys science, math,

and research; naturally curious;

CAREERS: Banking, insurance,

5

INVESTIGATIVE

3

3

ARTISTIC
Creative, innovative, and

unique; enjoys abstract ideas, big

4

concepts, and novelty

SOCIAL

CAREERS: Film production, fine art,

Friendly, helpful individuals;

music therapy, fashion, and public

thrive on relationship building

relations

CAREERS: Teaching, counseling,
medical service, gerontology, and
social work
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CAREER

Assessments

Need help figuring out your Holland Code or determining more information about your interests and personality?

1

FOCUS is a self-paced online career guidance tool to assist you in self-assessment and career exploration. Users of FOCUS
learn to make more realistic decisions about their goals and plans, how to self-manage their careers, and the importance of
adaptability in these times of change.
In order to log in, you must create an account on the FOCUS site. Go to ipfw.edu/career-focus and click on the FOCUS icon. Your
results are available online immediately, but students are encouraged to meet with a Career Counselor to review the use of
FOCUS as part of their total career management plan.

2

Myers-Briggs Type Indicator (MBTI)
The Myers-Briggs Type Indicator (MBTI) helps determine your preference for gathering information and making decisions. The
MBTI recognizes these preferences, allowing us to interpret and realize how we can effectively work together.
The Career Services office also offers assistance using the Myers-Briggs Type Indicator (MBTI). If you’re interested in taking the
MBTI, schedule a pre-assessment appointment with a career counselor. The test will be taken online and costs a fee, paid for
through Testing Services. Please contact Career Services for more information.

3

Strong Interest Inventory
The Strong Interest Inventory (SII) helps you make career decisions by identifying your likes and dislikes. It compares
your choices, analyzes them, and makes a general summary of possible career choices based upon your responses. This
allows you to plan your career direction and determine which path is right for you.
The SII helps you to:
t Decide

which career path to take
you reach more fulfillment in your job
t Make a career move
t Decide which educational programs and training are necessary
t Work towards a wonderful retirement
t Incorporate business with pleasure
t Help

The SII contains 317 items that determine your level of interest in occupational institutions, professional activities,
hobbies, leisure activities, and assesses diverse types of people. It comes with a detailed printout of results. In order to
get your results, you will need to meet with a Career Counselor.
If you’re interested in taking the SII, schedule a pre-assessment appointment with a career counselor. The test will be
taken online and the fee will be paid for through Testing Services. Please contact Career Services for more information.
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CHOOSING A

Major A N D Career

WHERE WILL YOUR INSPIRATION TAKE YOU?
Unless you’re one of the lucky few who figured out
their life’s goals early on, choosing a major or career
can be intimidating. You may feel unsure about what
really inspires you or what you’d be happy doing
after graduation—or you may have trouble choosing
between two or three goals that you feel strongly
about.

You may be relieved to learn that uncertainty at this
stage in your life is completely normal, and that you
have opportunities to help you figure things out.
In this section, you will find out how to research
occupations and discover helpful resources for making
an informed decision about career goals. Maximizing
your knowledge about majors and careers will help you
make the right decision for you.

YOU’RE NOT ALONE—many people aren’t sure of what they want
to do for a career. Here are some activities to get you started on your
lifelong career journey.

VISIT CAREER SERVICES
in Kettler 109. Here you can see
a career counselor; take various
career assessments to see which
careers or majors fit you best; use
the free career assessment FOCUS
to assess your interests, skills, and
values and research educational
and occupational information; and
use the Career Services library
to research occupations and
educational options.

TAKE A CLASS TO HELP YOU
MAKE CAREER DECISIONS.
IDIS 115 Career Beginnings helps
freshmen explore majors and
careers and also encourages
personal development through
campus engagement. The eightweek course is taught in the
fall semester.
EDUC X210 is a two-credit hour,
16-week course taught in the
spring and fall that focuses on indepth self-assessment,

decision making, and job search
strategies.

GET EXPERIENCE!
Gain first-hand experience in a
major or career field by taking
a class in that major, joining a
related student organization, doing
volunteer or paid work, exploring
internships and cooperative
education, or shadowing someone.

EXPLORE CAREER
INFORMATION on the Internet.
Some helpful career Internet
addresses are included in the
next section.

CONDUCT AN
INFORMATIONAL INTERVIEW
to find out if a career is a good
match. Ask someone in the
field that interests you about
their job. You can find a guide
to informational interviewing
on page 26 of this guide.

occupational exploration, career
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FI VE MYTH S A B O U T

Majors

Declaring a major is one of the most important decisions you’ll make in college. Unfortunately, there are a lot of common
misconceptions about how to make the right decision for you. We at Career Services want you to be informed when making academic and
career choices, so let’s investigate some of the most common myths about picking a major.

1

MYTH #1: THE BEST WAY TO FIND OUT ABOUT A
MAJOR IS TO TAKE A CLASS IN THAT FIELD.

Enrolling in an introductory course can help you learn about
a particular major, but it comes with risks. Some introductory
courses will transfer to other majors and some won’t. You also
may not get a complete picture of what that major is like; a
class intended for freshmen will be very different than a class
intended for juniors or seniors in the same field.
This is a strategy best undertaken with the help of your
academic advisor, so you don’t waste unnecessary time or
money.

3

MYTH #3: PICKING A MAJOR MEANS PICKING A
CAREER.

There are certain careers, like nursing and engineering, which
require a very specific degree. But in many cases, multiple
majors can lead to the same job.
For example, if you wanted to become a human resource
manager, you could major in organizational leadership and
supervision, communications, business, psychology, or even
general studies.
Your future employer will focus more on your relevant
electives, internship experiences, and participation in student
organizations than your particular major. Offering a more unique
perspective may even help you stand out among other job
applicants.

5

2

MYTH #2: I SHOULD GET GENERAL EDUCATION
REQUIREMENTS OUT OF THE WAY FIRST.

Different majors have different requirements for prerequisites
and general education classes. What may count as a general
education course for one major may not count for other majors.
Your academic advisor can help you make informed decisions
about which general education classes to take—and when to
take them.

4

MYTH #4: DECLARING A MAJOR MEANS GIVING
UP ON OTHER INTERESTS.

IPFW offers so many different minors, certificates, and graduate
programs that this shouldn’t be a worry. You have plenty of
options to combine—you could even use our general studies
major to custom design your own degree program by choosing a
smart combination of minors.
If you decide to continue your education with graduate
study, remember that your graduate degree doesn’t have to be
in the same field as your undergraduate. Our MBA program has
students who earned undergraduate degrees in biology, who
want to be hospital administrators or engineers who want to
advance to management in technical firms.

MYTH #5: MY MAJOR WILL DETERMINE WHAT I DO FOR THE REST OF MY LIFE.

Most adults change their careers multiple times. Sometimes this is for negative reasons, such as lay-offs or changes in the job market,
but there are positive reasons, too. You may discover a new talent or passion. Your priorities might change if you get married or have a
family. You may simply want to try something new.
It’s very common for people to change their careers and many end up working in fields that aren’t directly related to what they
studied while in college. In addition to your specific field of study, try to learn skills and habits that will stay with you from one
job to the next.
No specific major guarantees success, happiness, or career longevity, but choosing the right major for you can help you develop the skills
and knowledge that will create a foundation for a lifetime of success.
22
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CAREER DECISION-MAKING

Model

So you’ve gotten some good information on services available to you for choosing a career and a major and we’ve put some of those
pesky myths to rest. The next thing to figure out is how to get started making a career choice.

1

CLEARLY STATE YOUR GOAL

Do you need to choose a major? Do you have a major picked
out, but you aren’t sure how that would translate into a job? Do
you know what you want to do, but aren’t sure what to study to
get there? Knowing what you want makes it a lot easier
to get there.

3

NARROW YOUR OPTIONS

Once you’ve got all your ideas together, then you can really
focus on evaluating each of the possibilities and comparing
them to your skills and values. Can you handle the academic
requirements of the programs you are interested in? How much
education will this career take? Is this a career field that is
viable in the geographic area you’re interested in living in or will
you have to relocate to have a better chance of finding work?

2

RESEARCH AND BRAINSTORM

This is the time to get creative. What have you always wanted to
do? What options will give you the lifestyle you aspire to? What
are you good at? Build a long list of amazing possibilities, even
if they don’t seem realistic to you right now. You don’t want to
take items off of your list before you’ve really taken the time to
research them. Who knows, the life you want may be closer than
you think!

4

MAKE A CHOICE AND SET RELEVANT GOALS

Choosing a career doesn’t just end with a decision. Take action!
Once you’ve decided on a career path to pursue, think about
what comes next. Will you need to sign up for new classes?
Should you look for an internship or a part-time job in your field?
What about grad school?

NARROW YOUR FOCUS AS YOU CHOOSE YOUR OPTIONS

STAT E YO UR G OA L
Keep in mind, most people change careers three to five times over their
lifetime (same with college majors!), so believe it or not, you are likely
to go through this process again in the future. Sometimes difficult
things like a lay-offs or an illness can cause people to change careers.
At other times, the changes can be spurred by something more positive
like discovering a new passion or the birth of a new baby whose care
requires a more flexible schedule. Whatever reason is spurring your
career change, you can count on IPFW’s Office of Career Services
for help.

( U n limit e d Op t io n s )

R ESEA R CH & B R A I NST O R M
( L o t s o f Op t io n s )

NA R R O W O PT I O NS
( L e s s Op t io n s )

M A KE A CH O I CE
SET R ELEVA NT G OA LS
( Yo u r C h o ic e )
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O C C U PATI O N A L

Research

Now that you’ve looked at your interests, skills, and values, it’s time to compare various occupations and see how they match up with who
you are. There are a lot of online resources that can help you research careers. For example, the U.S. Department of Labor uses the following
occupational clusters:
t Management

t Food

t Business

t Building

and Financial Operations

t Computer

and Mathematical

t Architecture

and Engineering

t Life, Physical, and
t Community

and Grounds

t Cleaning

and Maintenance

t Personal

Care and Service

t Sales

Social Sciences

t Office

and Social Services

and Administrative Support

t Farming, Fishing, and

t Legal
t Education, Training, and

Library Sciences

t Arts, Design, Entertainment, Sports, and
t Healthcare

Media

Practitioners and Technical Healthcare

t Construction

Service

Forestry

and Extraction

t Installation, Maintenance

and Repair

t Production
t Transportation

t Support
t Protective

Preparation and Serving

and Materials Moving

t Military

MARK OFF ANY AREAS OF INTEREST TO YOU. Follow up by going more in depth with these areas online at ipfw.edu/cg-bls-soc and add any
interesting occupations to the list below.
1
2
3
4
5

O*NET
Another excellent occupational research resource is called O*Net, which can be found at ipfw.edu/cg-onet. Here you can locate occupations by
industry, interest (think Holland Code), and abilities.
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LEARN MORE ABOUT

Occupations

Choose one occupation you’d like to learn more about.
Occupation:
What tasks are involved?
What knowledge is necessary for this occupation?
How much education?
What skills are required for this work?
Which work values listed align with your values?
What’s the projected growth for this occupation?
What’s the average national salary? In Indiana?

Using these resources as guides, consider some other occupations you may be interested in.

OCCUPATION		

Preschool
Teacher

EDUCATION LEVEL

Associate

RELATED MAJORS

SALARY

DRAWBACKS

STILL INTERESTED?

Education

$25,700/year

Pay Level

Maybe. Get a
Bachelor’s for
Higher Pay
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I N FO R MATI O N A L

Interviews

An INFORMATIONAL INTERVIEW is not a job interview—rather, it’s an interview conducted to collect information about a job, career field,
industry, or company. You’re attempting to discover what the person’s job is like, what they do, what responsibilities they have, and what it’s
like to work in their job at their company.
Skillfully used, an informational interview is one of the most valuable sources of occupational information. While it may cover some of the
same ground as printed material or information on a company website, it presents opportunities for an intimate and flexible inside view of a
job field unmatched by other sources. The informational interview communicates the first hand experiences and impressions of someone in
the occupation, and is directed by your questions.
NO STRESS
An informational interview is less stressful
for both you and the employer than a typical
job interview. You are the one in control.
Questions can be asked that may not
be strategic during a first interview (i.e.,
questions regarding salary, benefits, vacation).
You can discuss what is done on a day-to-day
basis and relate it to your own interests and
feelings. Beyond the advantages of gaining
valuable career information, the informational
interview provides the opportunity to build
self-confidence and to improve your ability to
handle a job interview.
HOW TO CONDUCT AN INFORMATIONAL
INTERVIEW
You should regard each interview as a
business appointment and conduct yourself
in a professional manner. If you have a
clear purpose of your interview, you will
find your contact an interested and helpful
person. Remember the appointment time
and appear promptly for your interview.
You should neither be too casually dressed
nor overdressed. Regular business attire is
appropriate. Be sure you know the name
of the person you are meeting, the correct
pronunciation of his/her name, and the title of
his/her position.
MAKE THE MOST OF IT
This is precisely what separates an
informational interview from a regular one—
an informational interview is not about a job,
it’s about meeting someone, getting to know
what they need, and letting them know what
you want.
26
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“Avoid the temptation to pry about internal
contacts or job openings. If the person sees
you’re a possible fit, they will tell you,” says
Ellen Huxtable, owner of Advantage Business
Concepts.
LEAD THE CONVERSATION
Unlike in a traditional interview, you should
be asking questions, so make sure to figure
out what you’re there to find out before
you get there. “A common misconception
about informational interviews is that the
interviewer is there just to take information
from the person they are interviewing.
Instead, it should be a two-way dialogue,”
says Caroline Ceniza-Levine, career coach
and co-founder of SixFigureStart. Part of that
is knowing how to present yourself in the first
60 seconds.
PITCH YOURSELF PRECISELY
“Be prepared to tell your story succinctly
and with clear goals. Make certain when you
leave that the individual knows what you
are looking for and the three key strengths
you bring to the table. Make it easy for them
to think of you and share your story with
others,” says Christine Bolzan, founder of the
Graduate Career Coaching Office. Again, think
“help me, help you.”
OFFER TO PROVIDE A SERVICE
Pitching yourself is a priority, but another way
into an organization where there isn’t a job
opening is to find out what your interviewer
needs. “Offering them a free presentation or
tutorial on something they are interested in
gets you in their door. Speaking engagements,
demos, trial periods on a service, etc. are

ways to introduce your abilities,” says Laura
Rose, founder of Rose Coaching.
DON’T WEAR OUT YOUR WELCOME
This is critical, since you initiated the meeting.
Think of yourself as a guest. If you’ve asked
for 30 minutes, then that’s all you should
take. If it looks like the meeting will go over,
give the other person the opportunity to
extend or terminate the conversation.
ASK FOR ANOTHER CONTACT
At the end of the interview, ask for
recommendations for other people you
should speak to from a career development
perspective and for people to talk to who may
have openings. Do this a few times and watch
your network—and opportunities—grow
exponentially.
KEEP THE CONVERSATION GOING
“Express your desire to check in periodically.
And then make sure you do,” says Alexia
Vernon, career coach and author. Simply
asking to stay in touch ensures your visit
can pay off eventually, even if it doesn’t right
away.
FOLLOW UP WITH A THANK YOU NOTE
Write a thank you note to the people you
have interviewed. Report back to them if you
have followed up on any suggestions. By
building strong rapport with career contacts
you enhance the likelihood that they will offer
assistance with your job search when you are
ready for the next step in the job
search process.
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Interviews

RECOMMENDED QUESTIONS TO ASK DURING AN INFORMATIONAL INTERVIEW
1.

How did you decide on your career?

2.

What qualifications or prior experiences did you have that enabled you to enter your career?

3.

What specific steps did you take to find your current position?

4.

What advice would you give to college students about things they could start doing now to help them prepare to enter your career?

5.

During a typical day’s work, what do you spend most of your time doing?

6.

What do you like most about your career?

7.

What are the most difficult or frustrating aspects of your career?

8.

What personal skills or qualities do you see as being critical for success in your career?

9.

How does someone advance in your career?

10. Are there any moral issues or ethical challenges that tend to arise in your career?
11. What impact does your career have on your home life or personal life outside of work?

FINAL NOTE: If the interview goes well, consider asking if it might be possible to observe or “shadow” your interviewee during a day at work.

PERSONAL REFLECTION QUESTIONS
After completing your informational interview, take a moment to reflect on it and answer the following questions:

t What

information did you receive that impressed you about this career?

___________________________________________________________________________________________________
t What

information did you receive that decreased your interest in this career?

___________________________________________________________________________________________________
t What

was the most useful thing you learned from conducting this interview?

___________________________________________________________________________________________________
t Knowing

what you know now, are you still interested in pursuing this career? If yes, why?

___________________________________________________________________________________________________
t If

27

no, why not? _________________________________________________________________________________________
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O C C U PATI O N A L

Evaluation

This chart allows you to compare things about yourself with up to three occupations. It really pulls together many of the activities you’ve
completed up to this point.
Start by filling out the first column with information about yourself. For example, underneath ‘My Strongest Interests’ you can list some of the
things you came up with for the ‘Finding Your Interests’ activity on page 11. Examples of interests that would relate back to careers could
include things like writing, public speaking, math, or working with kids.
Continue down that first column, listing information about your values (page 16), skills (pages 12–13), and lifestyle preferences (bottom of page
11). Next, based on your occupational research, evaluate how good of a fit the occupations you are considering would be. Don’t forget to include
details like how much education you’d like to receive, how competitive the career is, and if you could get a job in your preferred geographic area.
WHAT I WANT AND
WHAT IS IMPORTANT TO ME
STRONGEST INTERESTS

1
2
3
4
MOST IMPORTANT VALUES

1
2
3
4
TRANSFERRABLE SKILLS

1
2
3
4
DESIRED EDUCATION LEVEL

1
2
LIFESTYLE PREFERENCES

1
2
3
4
OTHER FACTORS TO CONSIDER

1
2
3
4
28
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H O O S I ER H O T

Jobs

A common career value for students is finding a career in a high-wage, high-growth industry. The Hoosier Hot 50, found at
ipfw.edu/cg-hot-jobs, is a list of the fastest growing high-wage jobs in the state. Here is a recent ranking:
1.

PHYSICIAN AND SURGEON .................................... $ 160,451 F

33. OPTOMETRIST ...................................................... $ 78,894 D

2.

REGISTERED NURSE ............................................. $ 57,034

34. COUNSELOR ......................................................... $ 37,170 M

3.

PHYSICAL THERAPIST............................................ $ 76,627 D

4.

DENTAL HYGIENIST .............................................. $ 65,707

A

COMPUTER NETWORK ARCHITECT........................ $ 66,290

B

5.

COMPUTER SOFTWARE ENGINEER ....................... $ 72,197

B

36. TRAINING AND DEVELOPMENT SPECIALIST .......... $ 45,656

B

6.

POSTSECONDARY TEACHER ................................. $ 60,237 M

37. INDUSTRIAL MACHINERY MECHANIC .................... $ 46,072 LT

7.

PLUMBER ............................................................. $ 50,856 LT

38. RADIOLOGIC TECHNICIAN ..................................... $ 51,542

8.

PHARMACIST ....................................................... $ 110,053 D

39. PHYSICIAN ASSISTANT ......................................... $ 85,634 M

9.

OPERATING ENGINEER........................................... $ 49,920 MT

40. ACTUARY .............................................................. $ 88,920

B

A

35. INFORMATION SECURITY ANALYST AND

A

10. MEDICAL SERVICES MANAGER ............................. $ 75,691

B

41. SCHOOL ADMINISTRATOR .................................... $ 64,147

B

11. COST ESTIMATOR ................................................. $ 56,555

B

42. DATABASE ADMINISTRATOR ................................. $ 64,418

B

12. CONSTRUCTION SUPERVISOR ............................... $ 59,301 W

43. CIVIL ENGINEER .................................................... $ 68,328

B

13. SOCIAL WORKER .................................................. $ 52,478 M

44. MEDICAL SCIENTIST.............................................. $ 90,085 D

14. MARKETING SPECIALIST ....................................... $ 49,026

B

45. SCHOOL PSYCHOLOGIST ...................................... $ 56,534 D

15. GRAPHIC DESIGNER ............................................. $ 36,005

B

46. CEMENT MASON/CONCRETE FINISHER ................. $ 36,795 MT

16. MANAGEMENT ANALYST ....................................... $ 68,307 BW

47. BOILERMAKER ...................................................... $ 65,062 LT

17. TRUCK DRIVER...................................................... $ 38,730 ST/W

48. CEMENT MASON/BLOCK MASON .......................... $ 46,301 LT

18. K–12 TEACHER ..................................................... $ 47,611

49. BIOMEDICAL ENGINEER ........................................ $ 58,656

B

19. SALES REPRESENTATIVE,

B

50. DENTIST ............................................................... $163,488 D

WHOLESALE AND MANUFACTURING...................... $ 53,664 MT
20. OCCUPATIONAL THERAPIST .................................. $ 73,382 M
21. HEATING, AIR CONDITIONING, AND

LEGEND

REFRIGERATION MECHANIC................................... $ 40,914 LT

A = Associate degree

22. ELECTRICIAN ........................................................ $ 54,995 LT

B = Bachelor’s degree

23. CONSTRUCTION SUPERINTENDENT ...................... $ 78,333

A

BW = Bachelor’s or higher, plus work experience

24. LICENSED PRACTICAL NURSE ............................... $ 37,417

P

D = Doctoral degree

25. OCCUPATIONAL/PHYSICAL THERAPIST AID ............ $ 50,274

A

26. ACCOUNTANT ....................................................... $ 58,365

B

27. SALES REPRESENTATIVE, SERVICES ..................... $ 44,782

A

28. COMPUTER SYSTEMS ANALYST............................. $ 69,347

B

29. NETWORK SYSTEMS AND DATA COMMUNICATION 		
ADMINISTRATOR .................................................. $ 61,734

B

30. PERSONAL FINANCIAL ADVISOR ........................... $ 69,014

B

31. DENTAL ASSISTANT .............................................. $ 34,362

P

F = First professional degree
LT = Long-term on-the-job training
M = Master’s degree
MT = Moderate on-the-job training
P = Postsecondary vocational training
ST = Short-term on-the-job training
W = Work experience in a related occupation

32. VETERINARIAN ..................................................... $ 77,854 D
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C A R E E R E X P L O R AT I O N

Resources & W E B S I T E S

We encourage you to make an appointment with a career counselor if you have questions or need help exploring new resources or information.
The websites we’ve included below can help get you started, but we advise you to think critically about any information found online.

EDUCATION AND CAREER INFORMATION FOR INDIANA AND THE WORLD
ipfw.edu/cg-learn-more Indiana-specific career and college information, including the fastest growing Indiana occupations,
			

sample career profile, career and work information, educations and training information

CHOOSING A MAJOR
		

ipfw.edu/undergraduate Undergraduate programs by subject, plus a link to available graduate programs

MATCHING MAJORS WITH JOBS
ipfw.edu/exploring-majors Major-related career information
ipfw.edu/cg-this-major Specifies career areas and sample employers for majors,
		

plus strategies to help you prepare

ipfw.edu/cg-next-move Free on-line assessment which produces a list of career options based on individual answers

CAREER INFORMATION
ipfw.edu/cg-onet Skills list and linking majors to occupations through the O*Net database
ipfw.edu/cg-one-stop Job listings, résumé information, career resources, and employer locator
ipfw.edu/cg-bls-pay Occupational Outlook Handbook—one of the most up-to-date, comprehensive compilations of occupational
		

information, job outlooks, and training and salary information

ipfw.edu/cg-job-hunt-bible Skills, occupational, and job-hunting information
ipfw.edu/cg-petersons Career choice process, college search, distance learning, studying abroad, careers, and jobs
ipfw.edu/cg-princeton Links from majors to occupations, getting into college/law school, occupational information

30
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Student Opportunities
GET MORE OUT OF YOUR TIME AT COLLEGE
College students have unique opportunities to
explore occupations while working toward their
degree, including first-hand experience in a career
field or mentoring from industry leaders. We
strongly encourage you to take advantage of these
opportunities while still in school.

In this section, you will learn about externships,
internships, work-study positions on campus, and
more. You can also make an appointment with a
Career Services career counselor to discuss your
personal goals or to find out about other opportunities
on and off campus.
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W H AT I S A N

1

WHAT ARE SOME EXTERNSHIP ACTIVITIES?

An externship gives you the opportunity to explore a specific
career path, gain marketable job experience, and make professional
connections by working with hosts—IPFW employees or employers
who are currently working in your field of interest. The primary
purpose of the externship program is career exploration. You will
most likely participate in the following activities:
Shadowing one or more professionals
Attending meetings and presentations
Touring the department
Conducting informational interviews
Participating in daily operations that will provide hands-on
exposure to the career field or industry
Completing a relevant project, if the externship is long enough

3

HOW DO I APPLY FOR AN EXTERNSHIP?

All current degree-seeking students can apply through IPFW
JobZone. Locate the job posting entitled IPFW Externships (716992),
and submit your résumé and a cover letter. A sample cover letter
can be found at ipfw.edu/externships. Upon submission you will be
contacted by IPFW Career Services to arrange a screening interview
and determine placement.

HOW LONG IS AN EXTERNSHIP?
Externships are available during academic breaks, and specifically
designed so a student can participate for a full two-to-five day
experience without the conflict of classes or other work.

WHO SERVES AS EXTERNSHIP HOSTS?
Review a full listing of active hosts on our website at
ipfw.edu/externships. Some of our hosts are also alumni of IPFW.
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2

Externship

WHAT ARE THE BENEFITS OF AN EXTERNSHIP?

This experience should help you better understand a work
environment and a career field, helping you clarify your career
goals. You will also be able to:
Learn more about a job or occupation
Understand what a particular job is like on a daily basis
Expand your network of professional contacts
Experience the culture of an organization
Have your questions about a job or occupation answered
by professionals in the field

4

WHAT IS THE DIFFERENCE BETWEEN AN
EXTERNSHIP AND AN INTERNSHIP?

Externships are short-term (two-to-five days), and offer no pay
or academic credit; internships may involve academic credit
and can be paid or unpaid.
Externships are a brief learning experience and an extended
site visit where the sponsor puts significant time into hosting
you and giving you a learning experience. Internships are
longer-term. Length of one summer is typical, but internships
could also run from several weeks to a year.
With an internship, you could be employed long enough for
the employer to benefit from the training you are given.

LEARN ABOUT OPPORTUNITIES | SECTION 4

W H AT I S A N

1

WHAT IS AN INTERNSHIP?

An internship is a part-or full-time work experience that is directly
related to your field of study, career goal, or both. Internships may
be paid or unpaid; in some instances you may receive academic
credit. Internships can range anywhere from working around 5 to
40 hours per week. Some internships are project-based and may
last just a few weeks, whereas others may last a few semesters.
Typically, employers structure internships to last one semester.
Internships can be arranged anytime during the year. Planning for
an internship can begin as early as your first year of college. Most
academic majors at IPFW value an internship experience and will
include it as part of your degree program. Internships are a great
way to gain experience, work skills, and valuable information about
your chosen career field.

3

Internship

2

WHY SHOULD I DO AN INTERNSHIP, AND
WHAT ARE THE BENEFITS?
Employers seek candidates with experience. An internship can
provide hands-on experience in an area related to your major
or career choice. Additionally, an annual survey by the National
Association of Colleges and Employers reports that nearly 95
percent of employers stated having experience is an influential
factor in hiring a candidate. As more students obtain internship
experience before graduation, employers will be asking, “Where
did you complete your internship?” versus “Did you complete an
internship?”

BENEFITS:
Gain professional experience and work skills in a particular
field or industry
Determine a career path or test compatibility of your chosen
major by engaging in hands-on experience
Increase opportunity for securing full-time employment
after graduation—employers value the importance of
related experience
Opportunity to network with industry professionals

HOW DO I QUALIFY FOR AN INTERNSHIP?

Internships can be obtained for academic credit and for non-academic credit. You should be a current IPFW student of at least
sophomore standing and working towards an associate, bachelor’s, or master’s degree. If you are below sophomore standing, then you need
to obtain permission from your academic department or contact the Career Services assistant director of employer services at 260-481-0689.
Go to page 34 and 35 for more information and resources to get started.
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Internships C O N T I N U E D

1

CREDIT

2

NON-ACADEMIC CREDIT

3

THE TRAIN-A-DON PROGRAM

4

WHAT IF I LOCATE AN INTERNSHIP ON MY OWN?

Qualifications to receive academic credit for your internship vary by academic department. Most departments require you to
be of at least sophomore standing with grade-point average stipulations. If you would like to receive academic credit, your
academic department must approve your internship opportunity before you begin working. Your department will assign a faculty
member to supervise your internship experience and related academic requirements. Please consult your academic department
for specific qualifications.

Internships not for academic credit are usually employer-driven, meaning the employer determines qualifications. A job
description can help you to assess specific requirements needed to participate in an internship for no academic credit.

If you are looking for assistance in acquiring a non-academic credit internship, IPFW Career Services has a program for you!
Log in to your IPFW JobZone account and apply for the Train-A-Don Job Posting (711583). This is NOT a job, but it will allow the
Career Services staff to understand your goals for an internship as well as assist you in contacting companies for interviews!

You are free to arrange for your own internship. A career counselor can be of assistance for identifying possible organizations
and determining your professional approach. An internship located on your own must be approved by your academic
department to receive academic credit.

Once you have an internship, please let Career Services know by contacting the assistant director of employer services at 260-481-0689.

IPFW JOB ZONE
Your source for internship and career
opportunities specifically for
IPFW students.

CHECK OUT NEW JOB POSTINGS
at ipfw.edu/jobzone
IPFW CAREER SERVICES
INDIANA UNIVERSITY–PURDUE UNIVERSITY FORT WAYNE

IPFW is an Equal Opportunity/Equal Access University.
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INTERNSHIP

Resources

IPFW JOBZONE: ipfw.edu/jobzone

INDIANA-SPECIFIC INTERNSHIPS

IPFW Job Zone is a free Web-based system used by IPFW to post
job opportunities for students and alumni.

ipfw.edu/cg-indiana-intern

INTERNSHIP (TRAIN-A-DON) PROGRAM
To obtain assistance with finding an internship log in to your IPFW
Job Zone account and apply for the Train-a-Don job posting (711583).

You will then be contacted by IPFW Career Services to arrange a
résumé critique and a discussion of your goals and needs.

COOPERATIVE EDUCATION (CO-OP)
“Co-op” is short for cooperative education, a nationally recognized
academic training program that involves partnerships among
students, employers, and IPFW. This academic enhancement program
gives you the opportunity to explore how classroom theory relates to
actual employment opportunities while you remain an IPFW student.
You have the option of doing a two-semester co-op or a onesemester internship.

(OACS), the following requirements must be met:
t You

must be a currently enrolled bachelor’s degree student.

t You

must have completed the freshman requirements
in your major.

t You

must have a minimum overall GPA of 2.5/4.0.

To obtain more information, please visit ipfw.edu/oacs or call
260-481-6939. The OACS office is located in Neff Hall, Room 337.

To obtain a co-op or internship through the Office of Academic
Internships, Cooperative Education, and Service Learning

JOB FAIRS
t Mastodon
t NICE

Job & Internship Fair, held in September at IPFW

Job Fair, held every spring at IPFW

Note: Please visit ipfw.edu/career for specific dates and
participant lists!

You can also visit Career Services to check out internship books in
our career library and to obtain internship information. Check out our
website (ipfw.edu/career) for additional internship listings, resources,
and websites.

VOLUNTEERING
For many students, co-ops and internships are not feasible options.
You can still obtain relevant experience through volunteering. This
approach not only helps to connect you to your chosen career,
but also provides the opportunity to enhance your skills and add
experience to your résumé. You may also hear about job openings
within the organization, and if you make a good impression as a
volunteer, you may be considered for a paid position. In addition,
employers value volunteer experience, and it may make the
difference between you and another candidate for a job later on.

Here are a few websites with volunteer opportunities or company
listings to help you get started:
t

United Way
(ipfw.edu/cg-unitedway)

t

VolunteerMatch (ipfw.edu/cg-volunteer-match)

t

Volunteer Solutions (ipfw.edu/cg-volunteer-solutions)

t

Fort Wayne Chamber of Commerce, (ipfw.edu/cg-fwchamber)

t

IPFW Human Services (ipfw.edu/hs)
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Employment O P P O R T U N I T I E S

WORK-STUDY
Work-study is a federally funded program that helps provide part-time employment to college students as part of their aid package.

1

HOW DO I KNOW IF I QUALIFY
FOR WORK-STUDY?

1. Log in to your myIPFW account.
2. Click on the Enrollment tab.
3. Click on View and Accept My Financial
Aid Award (middle column, second box).
You can also check with Financial Aid in
Kettler Hall, Room 103 or by calling
260-481-6820.

2

HOW DO I FIND A WORKSTUDY JOB ON CAMPUS?

Check out IPFW JobZone (ipfw.edu/
jobzone) to see if any available work-study
positions are posted. You can also check
with additional places on campus that may
hire work-study students, including:
t

t
t
t
t

Center for Academic Support and 		
Advancement (CASA)
Helmke Library
Gates Athletics Center
Walb Information Desk
Walb Union—Special Events

3

CAN A WORK-STUDY JOB BE
OFF CAMPUS?

Yes. Work-study can be offered off campus
with a nonprofit (i.e., Red Cross, Erin’s
House for Grieving Children, or others). If
the nonprofit does not have a work-study
contract with IPFW, please have them
contact Career Services at
260-481-0689.

For additional information about the work-study program, please check ipfw.edu/work-study

STUDENT EMPLOYMENT
Don’t qualify for federal work-study? You can find all sorts of other on- and off-campus student job opportunities on IPFW JobZone, a free Webbased system used by IPFW to post job opportunities for students and alumni.
		
		
		
		
		
		

t Search

for all types of jobs, including part-time and full-time employment, internships, and federal work-study
t Become eligible for campus interviews and résumé referrals
t Track your job search, including job listings for which you have applied
t Store up to 10 different résumés
t Send your résumé to employers
t Receive emails about upcoming career events

Find out more at ipfw.edu/jobzone
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JO B

Applications

JOB APPLICATIONS
At some point, everyone has to complete a job application. These forms may seem intimidating at first, but if you remember a few simple
concepts you’ll be well on your way to successfully completing that dreaded job application.

1
2

First of all, READ THE DIRECTIONS. This can be a really easy step to overlook. The directions may indicate exactly
what the employer is looking for in the job application. Do you they want you to attach a résumé? Do you need letters
of recommendation or examples of your work? Reading the directions is the first step toward completing the job
application.

After you read the directions, DECIDE whether you need to gather more materials or can turn in the application on the
spot. If possible, it’s helpful to take the application home to complete. At home, you can make copies of the application
and take time to ensure that you complete each section entirely and follow all the provided directions.

3

BE NEAT! Nothing can be more frustrating for an employer than a job application that is sloppy and difficult to read.
If you must fill in the job application by hand, print legibly and use blue or black ink. If a particular section of the
application does not apply to you, simply write in “not applicable” or “n/a.” This lets the employer know that you didn’t
just skip the section.

4

AND COMPLETE! It can be really tempting to write in the previous employment section “see résumé”; however,
you should take the time to copy any information the employer is requesting directly on to the application form. The
application may even ask for additional information that is not included on your résumé. Taking the time to re-write this
information shows the employer that you put in the effort to get the job done right.

5

Lastly, BE HONEST. It’s better to be upfront with an employer regarding your work history and experience. If an
employer finds out about your secrets later, he or she may be less likely to keep you on their team than if you were
open and honest with him or her in the first place.
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A P P LY I N G TO

Graduate School

There are many reasons to pursue graduate education once you’ve completed your bachelor’s degree. Some of the best reasons to enroll in a
graduate program are the love of a particular subject and the desire to study it in depth or the need for an advanced degree to enter the profession
of your choice.
Unfortunately, some students will use graduate school as a way to delay career decisions. Students who are apprehensive about entering the job
market should carefully evaluate their decision to enter graduate school. In some instances an advanced degree will increase your marketability,
while in other instances additional work experience in your field would be more appropriate. Consult with a staff member in Career Services for
more information.

1

ARE YOU PREPARED TO COMMIT TO THE
CAREER FIELD?

If you are interested in attending graduate school but
are unable to select a specific field or degree program, you will
want to spend some time defining your interests. Visit the Career
Services office resource library, use FOCUS (a computerized career
exploration program), talk with faculty members or professionals
in areas of interest, read educational institution literature, and
consider an internship or co-op. If those exercises aren’t helpful,
you may want to consider gaining a year or two of experience
to enhance your perspective and understanding of preferred
career fields.

3

2

WHAT ARE YOUR LONG-RANGE AND LIFESTYLE
GOALS?

Whatever your reasons for taking the next step of attending
graduate school, you will need to consider how this decision
will impact your life. Will the degree prepare you for a specific
occupation or career field? If so, what is the employment outlook
for that field? When you select a field of graduate study, you are
also defining a profession and lifestyle. Make arrangements to talk
with professionals in that field about the benefits and liabilities of
that career path. Current graduate students are also useful sources
of information.

IS IT WORTH THE TIME AND FINANCIAL INVESTMENT?

A full-time master’s program will typically take two years to complete, while doctorates and some professionals degrees require an
additional three or more years. Part-time enrollment will require additional time and may even be discouraged at some universities.
During your time in grad school, you will focus intensely on your academic subjects and the individuals in your program. You will typically
forfeit income, workday routines, and leisure time.
Given the costs you have incurred during your bachelor’s degree, the financial investment of graduate school can be a legitimate concern.
Everyone places a different value on education, and ultimately, you will need to decide if graduate school is worth the financial sacrifice.
Before making that decision, familiarize yourself with the potential funding sources. Fellowships or scholarships may be awarded by individual
departments or institutions as well as outside organizations. Institution-based aid most frequently takes the form of a graduate assistantship.
Graduate teaching or research assistants work part-time in exchange for a stipend and tuition reimbursement. Federal loans are also available
to many graduate students. The types of aid will vary tremendously from one institution to another. Make sure you investigate these
options carefully.
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TIP S FOR SU C C E SSFU L

Graduate School A P P L ICAT ION S

Applying to graduate school can certainly be stressful. In order to cut back on the stress of this next step, it’s a good idea to begin seriously
considering graduate school at least a year before you would enroll. Application deadlines vary, and it is important to know a particular
institution’s deadline well in advance. Generally, the deadlines fall between January and March. Applications by those requesting financial support
(scholarships/assistantships) always have earlier deadlines. Some schools have rolling admissions, meaning that they accept students throughout
the year and may not have a particular deadline. To find deadline information, search the institution’s website. Most include this information and
many institutions now expect you to apply online. Colleges and universities usually require specific graduate admissions tests, and departments
sometimes have their own requirements as well. Search for grad schools and more resources at ipfw.edu/grad-school

MOST REQUIRE THE FOLLOWING ITEMS:
APPLICATION FORM
Make sure it is neat and easy to understand. Before typing your final version, prepare copies for practice. It’s also a good idea to have
someone, such as a faculty member or Career Service staff member, look it over before submission.

ESSAY
The essay varies from school to school and is often the most difficult part of the process. Your essay should be well organized, succinct,
customized, and proofread. Remember to stay on topic and consider your audience. The essay is your chance to demonstrate why you want
to attend graduate school, your strengths and achievements, and why you are interested in a particular program. Faculty members who are
involved in graduate programs are often good mentors in the essay-writing process. You can also take advantage of the writing lab to have
your essay proofread. Start working on your essay the summer before your senior year of college.

TRANSCRIPTS
Official transcripts for IPFW students can be obtained by contacting the Office of the Registrar (Kettler Hall, Room 107). You can also visit
ipfw.edu/registrar for more information on obtaining transcripts.

STANDARDIZED TESTS
All standardized tests are offered periodically throughout the year. The commonly required tests are the GRE (for most academic disciplines),
GMAT (business), MAT (psychology, education), LSAT (law), and MCAT (medicine). You can prepare for your exam by studying test guides
and software, enrolling in test preparation courses, or taking practice tests. Guides are available at most libraries and bookstores.
Check with the school where you are applying to see when you should take the test. It is a good idea to take the entrance exam during your
junior year or the beginning of your senior year. It typically takes six weeks for your scores to reach the schools when you are applying. You
may retake the exam to improve your score and the results are valid for five years. Contact Testing Services (Kettler Hall, Room 232B,
260-481-6600) for more information regarding these tests.

LETTERS OF RECOMMENDATION
It is a good idea to start requesting letters early to allow authors enough time to complete the task. Select faculty and professionals
who know you well and are recent references. Ask them if they can make a strong recommendation for you. Provide them with the
following information: recommendation form (if needed), due date, stamped and addressed envelope (unless they need to be submitted
electronically), and supporting documents such as a résumé, transcript, and research papers. Remember to thank your references and stay
in contact with them.
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IPFW

BIOLOGY**
Master of Science in Biology
Can focus on these subdisciplines:
Population and community biology
t Organismal biology
t Genetics
t Cellular and molecular biology
t Immunology
t Microbiology
t

Learn more at ipfw.edu/gs-biology

BUSINESS*
Master of Business Administration
Traditional MBA program
Accelerated 11-month program
Learn more at ipfw.edu/gs-business

COMMUNICATION**
Master of Arts or Master of Science
in Professional Communication
Areas of specialization:
Interpersonal and Organizational
Communication Theory
t Media Criticism, History, and Theory
t Rhetorical Criticism and Theory
t

Learn more at
ipfw.edu/gs-communication

COMPUTER SCIENCE**
Master of Science in Applied
Computer Science
Learn more at ipfw.edu/gs-acs

EDUCATION*
Master of Science in Education
Counselor Education –
Degree specializations:
t Marriage and family therapy
t School counseling
t Educational Leadership
t Special Education
t

(Also see Master of Arts in Teaching
under English and Mathematics)
Learn more at ipfw.edu/gs-education
Graduate Certificate in Special Education
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Graduate P R O G R A M S

ENGINEERING**

ORGANIZATIONAL
LEADERSHIP**

Master of Science in Engineering
Several areas of concentration, for
example:

Master of Science in Organizational
Leadership and Supervision
Degree concentrations:

Civil Engineering
Computer engineering
t Electrical engineering
t Mechanical Engineering
t Systems engineering
Learn more at ipfw.edu/gs-mse

Leadership
Human resource management
Learn more at ipfw.edu/grad-ols

t
t

t
t

Graduate Certificate in
Organizational Leadership

Graduate Certificate in Systems Engineering

PUBLIC POLICY*

ENGLISH*

Master of Public Affairs
Degree concentrations:

Master of Arts in English
Learn more at ipfw.edu/gs-english
Graduate Certificate in Teaching English
as a New Language

MATHEMATICS**
Master of Science in Mathematics
Areas of concentration:

t
t

Health systems administration
Public management

Learn more at
ipfw.edu/grad-public-affairs

Master Of Public Management
Degree concentrations:
t
t

Health Systems Administration Policy
Public Administration and Policy

Pure mathematics
Applied mathematics
Learn more at ipfw.edu/gs-math

Learn more at
ipfw.edu/gs-public-mgmt
Graduate Certificate in Public Management

Master of Arts in Teaching
Mathematics
Learn more at
ipfw.edu/gs-teach-math
Graduate Certificate in Applied Statistics

TECHNOLOGY**

t
t

NURSING**
Master of Science with
Major in Nursing
Degree concentrations:
Adult-Gerontology Primary Care
Nurse Practitioner
t Nursing education
Learn more at ipfw.edu/gs-nursing
t

Master of Science in Technology
Degree concentrations:
Information technology/advanced
computer applications
t Industrial technology/manufacturing
Learn more at ipfw.edu/gs-tech
t

* INDIANA UNIVERSITY DEGREE
** PURDUE UNIVERSITY DEGREE

JOB SEARCH STRATEGIES | SECTION 5

PLAN FOR THE ROAD AHEAD.
Starting the job search can feel overwhelming, but in

the Internet and social media. Through websites like

this section you’ll discover opportunities, resources,

LinkedIn and IPFW JobZone, you have the opportunity

and advice to manage your personal search for a

to digitally brand yourself as the kind of job candidate

rewarding career. You’ll learn about career fairs held

employers are looking for. In this section, you will

on campus, why networking is so important for job

learn how to tap into social media to boost your

seekers, and how to keep track of your progress.

chances at success.

One important advantage of modern job seekers is
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JO B S EA R C H

Strategies

TAPPING ALL RESOURCES
It’s important to make the most of all resources available to you when searching for a job. In this section, you’ll find an overview of various
resources that can be helpful when exploring your options.

IPFW JOBZONE
IPFW JobZone is a

t

Search for all types of jobs, including full-time employment and internships

free Web-based system

t

Become eligible for campus interviews and résumé referrals

used by IPFW for

t

Track your job search, including job listings for which you have applied

students and alumni.

t

Store up to 10 different résumés

t

Send your résumé to employers

t

Receive emails about upcoming career events

t

Track your INdorsed Career Ready certificate program

JOB FAIRS
Where else can you network with a multitude of employers in a span of a few hours? First and foremost, make sure you do your homework
beforehand. Know which employers will be there, what they do, and what opportunities might be available to you. Come to the job fairs
professionally dressed and with plenty of résumés.

1

BEFORE THE FAIR:

t Review

the list of companies and 		
organizations coming to the fair.
t Select the top five employers in which
you are interested and visit them first.
t Know a bit about the companies before
visiting their table.
t Update and bring your professional 		
résumé on quality paper (10–15 copies).
t Prepare a “personal commercial” to 		
introduce yourself. This includes 		
your name, reason for attending the fair,
knowledge of the company or industry,
and how your skills and knowledge 		
relate to the position for which you
are applying.
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2

DURING THE FAIR:

t Maintain

professional space and 		
behavior when approaching the 		
employer’s table.
t Avoid taking “freebies” until after your
conversation.
t Use good eye contact, a strong 		
handshake, and body language 		
that conveys interest.
t Speak naturally—avoid presenting your
personal commercial like a speech.
t Ask open-ended questions; avoid 		
obvious or salary questions.
t Collect organizational literature and a
business card.
t Ask the preferred way for you to follow
up and thank the recruiter by name.

3

AFTER THE FAIR:

t Send

thank you notes to all employers.
away the literature you have 		
collected. It can be helpful later in 		
writing application letters or preparing
for interviews.
t Improve your résumé if you learned 		
something that better reflects
your qualifications or focus.
t File

JOB SEARCH STRATEGIES | SECTION 5

OTHER

Resources

INTERNSHIPS
An internship is a part- or full-time work experience that is directly related to your field of study, career goal, or
both. Internships may be paid or unpaid; in some instances you may receive academic credit. If you would like to
receive academic credit, your academic department should approve your internship opportunity before you begin
working. Your department will assign a faculty member to supervise your internship experience and related academic
requirements. Internships are a great way to gain experience, work skills, and valuable information about your chosen
career field.
Check out ipfw.edu/jobzone or ipfw.edu/cg-indiana-intern to get started.

NETWORK
Never underestimate the power of networking. “It’s not what you know, but who you know.” This is a very accurate
saying for the job hunter. In this job market, “who knows you” is essential. Tell people what you are looking for and
have them keep their eyes and ears open. This method is more successful than any other.
It might also be beneficial to talk with people in positions in which you are interested. Find out how they got where
they are, what their backgrounds are, and any advice they may have for you. Become familiar with the “lingo” and
the “ins and outs” of your chosen field.

COLLEGE CAREER OFFICES, WORKFORCE DEVELOPMENT OFFICES, COMMUNITY AGENCIES,
AND LIBRARIES
Employers post openings with many organizations. Make sure that you frequently investigate job postings, either on
the Web or in paper form.

CHAMBER OF COMMERCE
New companies register with the chamber to begin their own networking. Settled companies also use Chamber of
Commerce membership to maintain community ties and continue networking. Get on the Chamber of Commerce
website for each city in which you are interested to find out more. For The Greater Fort Wayne Chamber of Commerce
website, go to ipfw.edu/cg-fwchamber

VOLUNTEERING
You should consider offering your time in a volunteer capacity with one of your targeted employers. This approach
helps you learn more about the organization and the career field. It also provides you an excellent opportunity to gain
relevant experience and enhance your skills. You may also hear about job openings within the organization, and if you
make a good impression, you might be considered for a paid position.

EMPLOYMENT AGENCIES
Many employers use agencies today because it is cost-effective. The agency screens the candidates, and if the
employer isn’t satisfied the agency must remedy the situation. Working for an agency gives you the opportunity to
check out various employers while on assignment.
Beware of employment agencies that require you to pay a fee! Make sure that you research several employment services
to pick the best one for you. Learn the areas in which the services seem to specialize (computer technology, healthcare,
publishing, etc.), and then check their reputations by contacting your local Better Business Bureau.
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ELECTRONIC

Resources

Most job seekers immediately turn to the Internet to begin their job search. The juggernaut job board Monster is ranked 129th in terms of overall
traffic out of all websites in the United States. Although big job boards are one component to a successful job search, there are other ways that
the Internet can help you find the work for which you’re looking.

1

FIND

KEY SITES:

There are several places where
open positions are listed online. t ipfw.edu/jobzone
Big job boards list a wide variety (for IPFW students and alumni)
of jobs. Job search engines look t ipfw.edu/cg-simply-hired
t ipfw.edu/cg-indeed
across the entire internet and
t ipfw.edu/cg-dice
bring you job search listings
t ipfw.edu/cg-latpro
in one convenient place. Niche
job boards list positions for
applicants that have special
qualifications, such as technology
professionals or bilingual job seekers.

3

RESEARCH
KEY SITES:

Unsure what would be
a fair salary for a job to
which you’re applying?
Want to know what the top
companies are in Chicago?
You can do research
on employers, salaries,
occupations, and locations
online to better prepare you
for your job search.

5

t ipfw.edu/cg-glass-door
t ipfw.edu/cg-best-places
t ipfw.edu/cg-city-data
t ipfw.edu/cg-onetcenter

2

LEARN

Career blogs and information
sites abound online. Human
resource professionals,
recruiters, and career
counselors post fresh tips and
tricks on getting ahead in your
job search.

4

Job searching is more than
just locating open positions;
it’s also important to network
with people to provide you
with information or referrals.

CONTROL
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t ipfw.edu/cg-quint-careers
t ipfw.edu/cg-riley
t ipfw.edu/cg-job-hunt-bible
t ipfwcareer.blogspot.com

CONNECT

When a hiring manager performs a background check, many will search a candidate’s name and
search social websites, such as Facebook, paying attention to how appropriate your email address,
instant message screen names, and blog or forum postings are. Be proactive, search yourself, and use
appropriate security settings.
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KEY SITES:

KEY SITES:
t linkedin.com
t ipfw.edu/cg-xing
t ipfw.edu/cg-spoke
t ipfw.edu/cg-ryze

KEY SITES:
t ipfw.edu/cg-mashable
t google.com/alerts
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TA P I N T O

LinkedIn

WANT TO TAP INTO THE HIDDEN JOB MARKET?
Creating a LinkedIn profile is one way of using online social networking to increase your influence in the job market. Employers can
view your LinkedIn profile to gather a variety of facts about you.
Ready to take the next step toward becoming a professional and getting the job offer? Here are a few things to keep in mind when creating
a LinkedIn profile.

1

CRAFT AN INFORMATIVE PROFILE HEADLINE

Your profile headline gives people a short, memorable way
to understand who you are in a professional context. Think of
the headline as the slogan for your professional brand, such as
“Student, National University” or “Recent honors grad seeking
marketing position.” Check out the profiles of students and recent
alums you admire for ideas and inspiration.

3

SHOW OFF YOUR EDUCATION

Be sure to include information about the institutions you’ve
attended. Include your major and minor, as well as highlights of
your involvements. It’s also appropriate to include study-abroad
programs and summer institutes.

5

DEVELOP A PROFESSIONAL SUMMARY
STATEMENT

Your statement should resemble the first few paragraphs of your
best-written cover letter—it should be concise and confident about
your goals and qualifications.
Remember to include relevant internships, volunteer work, and
extra-curriculars. Present your summary statement in short blocks
of text for easy reading. Bullet points are great, too.

7

COLLECT DIVERSE RECOMMENDATIONS AND
ENDORSE YOUR CONNECTIONS

Nothing builds credibility like third-party endorsements. The most
impressive profiles have at least one recommendation associated
with each position a person has held. Think about soliciting
recommendations from professors, internship coordinators and
colleagues, employers, and professional mentors. By endorsing your
connections, you maintain your network and validate their strengths.

2

DISPLAY AN APPROPRIATE PHOTO

Remember that LinkedIn is not Facebook. If you choose
to post a photograph—and we recommend that you do—select
a professional, high-quality headshot of you alone. Party photos,
cartoon avatars, and cute pics of your puppy don’t fit in the
professional environment of LinkedIn. Attend our job fairs and you
can get a free photo taken for your LinkedIn profile.

4

FILL YOUR SKILLS AND EXPERTISE SECTION

This section of your profile is the place to include key words
and phrases that a recruiter or hiring manager might type into a
search engine to find a person like you.

6

SHOW YOUR CONNECTEDNESS BY JOINING
GROUPS AND FOLLOWING PEOPLE/COMPANIES

Joining groups and displaying the group icons on your profile are
the perfect ways to fill out the professionalism of your profile. Most
students start by joining their university’s LinkedIn group as well as
the larger industry groups related to the career they want to pursue.
The “Follow” feature allows you to stay in tune with brands and
possible leads.

8

CLAIM YOUR UNIQUE LINKEDIN URL

To increase the professional results that appear when people
type your name into a search engine, set your LinkedIn profile
to “public” and claim a unique URL for your profile (for example:
linkedin.com/in/yourname). This also makes it easier to include
your LinkedIn URL in your email signature, which is a great way to
demonstrate your professionalism.
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WHY

Network?

Networking is the process of building sincere relationships with those who can help you achieve your goals and who you can help as well.
Networking isn’t about being cheesy or your own personal praise, but rather focusing on the exchange. Think about it, all of those people in
business who are successful today had someone help them get to where they are. Sure, you might just be a college student now, but if you
go into your business relationships with a sense of generosity from the very beginning, willing to connect people who need each other, the
professionals around you will quickly take notice.
Why network? To tap into the hidden job market!

THIS IS HOW THE HIDDEN JOB MARKET WORKS:
STAGE 1

No job openings, but employers are always looking for a good worker.

STAGE 2

The need is clear—the insiders know but no action is taken to notify the public. Referrals
and timing are critical.

STAGE 3

Job is now open in-house and is posted. Referrals are desired. Employers call schools,
employment agencies, etc.

STAGE 4

Ad is placed in the newspaper. Crowds appear.

HOW DO I START?
Begin with the end in mind by choosing a few important career goals. Do you need to
learn more about a specific industry? Get a job or an internship? Who can help?
Start with everyone you know now. Let them know about your career goals and in
turn, think of ways you can help them be successful. Consider family members,
friends, supervisors, co-workers, faculty, neighbors, professional societies, community
organizations, religious organizations, and—of course—your career counselor. Who has
connections to the people you’d like to meet? A great tool in this process can be a
“must meet” list.

MUST MEET LIST
Use this list to help you identify those people who can help you achieve your goals. You
may not yet know the exact person who can help you, so to start off it might just be
“an electrical engineer” or “a literary agent” for now.

GOAL YOU’D LIKE HELP WITH:
Contact Name:
Job Title:
Company Name:
Contact’s Phone/Email:
Relationship:
Possible Help/Interaction:
46
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Example: Full-Time Management Job
Alice Bailey
Store Manager
Kroger
555-555-4568, abaiiey@kroger.com
Sister’s Friend
Informational Interview?

80% of all jobs are filled
before a job is even advertised.

Having a strong network while
you’re job searching can get your name
in front of the employer during
Stages 1–3 described above.
It puts you on the
inside track.
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RESEARCHING THE

Company

COMPANY RESEARCH
Company research is a must when it comes to researching career fields, networking, and getting jobs. You’ll know with whom you need to
connect, who may be hiring at any time, and how to answer that famous interview question, “What do you know about us?”
Where can you find this information? You can get started by picking out an organization you are interested in and filling out the worksheet
below. Photocopy it if you are interested in a few organizations.

COMPANY NAME:

COMPANY NAME:

ADDRESS:

ADDRESS:

PHONE:

PHONE:

WEBSITE:

WEBSITE:

FOUNDED (YEAR):

FOUNDED (YEAR):

STARTED BY:

STARTED BY:

PRODUCTS/SERVICES:

PRODUCTS/SERVICES:

FINANCIAL CONDITION:

FINANCIAL CONDITION:

PLANS FOR EXPANSION:

PLANS FOR EXPANSION:

MISSION:

MISSION:

RANKING:

RANKING:
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JOB SEARCH

■ Create a résumé.

Tailor your résumé to the type of position in which you’re interested.

■ Test the résumé.

Ask a career counselor for help in KT 109. Drop-in hours
Monday–Friday 10 a.m.–2 p.m.

■ Identify what you want.

Consider where you prefer to work, what type of work you want to
do, and how much you want to make.

■

Identify your network.

Reach out to friends and acquaintances that you know who might
be willing to help you in your job search. Use linkedin.com to help
unveil your potential key network contacts.

■ Make a target company list.

Websites like the Better Business Bureau, Chamber of Commerce,
Helmke Library, and the United Way can help local company listings.

■ Explore job search websites.

Check out our list of major specific job sites at
ipfw.edu/exploring-majors

■ Have a record keeping system.

Track all calls, names, notes taken from meetings and phone calls,
résumés sent, interviews, and thank you notes.

■ Create a schedule of things to do each day.

Find time to job search every day.

■ Create and have business cards ready.

Include name, degree with major, phone number, email, and website
if applicable.

■ Compile resources and create a portfolio.

Have an electronic and/or professional portfolio and then put it into
a professional folder.

■ Save an electronic copy of your résumé.

Use plain text and fonts. Avoid templates so that it can be attached
or imbedded in an email. Save your résumé as a PDF file.

■ Create a personal marketing plan.

Think of companies as your target audience and how you will catch
their attention with your résumé, cover letter, and portfolio.

■ Develop a needs-contribution statement.

List industry requirements compared to your list of capabilities for
each employer. Use ipfw.edu/cg-onet to search for job descriptions.

■ Contact people who may be potential references.
■ Create a 30-second “introduction speech.”
■ Practice your “reason for leaving” speech.
■ Write several cover letters.
■ Prepare short, written versions of your biography.
■ Check the library, bookstores, and the Internet.
■ Gather office materials.
■ Create an appointment calendar.
■ Set up your workspace.
■ Set up a professional email.
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Checklist

Use both personal and professional, but be sure to omit relatives.
Include your name, qualifications, skills, and what you’re looking for.
Explain what happened without mocking your previous employer.
Write a different one for each job specific to the position you’re
applying to.
These are useful for emails, job search websites, etc.
Research, conduct job searches, and read how-to information.
Buy résumé paper, stamps, envelopes, paperclips, and a
professional pen.
Keep yourself organized so you can better manage your time.
Keep your records and materials orderly and business-like.
Make sure it is formal with a professional signature.

■ Set up a phone-answering service.

Have a professional voicemail message. No fancy add-ons or
ringback tones.

■ Create a personal job-search website.

Include your résumé and projects that you’re proud of
(remember that anyone might have access to it).
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W H E N A C T I V E LY J O B

Searching

■

Contact everyone you know.

Use the network list you created in the first phase.

■

Contact people for information.

Ask for professional advice, not for a job.

■

Attend professional, social, and
community events.

Tell everyone about your job search, pass out business cards, and
collect names.

■

Join a network group.

Seek out people that are looking for work or who are in the same career area
as you. Sample network groups at gconsult.us or YLNI at ipfw.edu/cg-ylni.

■

Broaden your Internet search.

Respond immediately to openings that you come across.

■

Subscribe to mail lists and newsletters
(digital and print).

Some may list job openings, networking information, and events.

■

Expand your list of contacts.

Networking and company research are two great ways to accomplish this.

■

Review your résumé and other materials.

Keep all your information updated as changes occur.

■

Sign up with job search agencies.

Contact employment agencies, temp agencies, placement agencies, etc.

■

Avoid applying through Monster and
Career Builder.

They charge companies to view your résumé. Go to the company website
to apply for any jobs found on large Internet job boards.

■

Answer the phone professionally.

Minimize background noise and be ready to take notes.

■

Create a list of questions and answers for
the interviewer.

Be prepared in case the employer should call.

■

Do something professional every week.

Volunteer or attend classes, workshops, events, training, and presentations.

■

Create an interview agenda.

List items you want to cover in the interview and take it with you to
the interview.
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W H E N A C T I V E LY J O B

Searching

WEEKLY THINGS TO DO

■

Respond to emails, letters, and thank you notes.

■

Update your résumé and other documents.

■

Make phone calls.

■

Update and review your job search plan.

■

Attend meetings and other networking activities.

■

Update a list of tasks to be completed.

■

Check job ads in the newspaper.

■

Update your weekly calendar.

DAILY THINGS TO DO
MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

■

Respond to any
opportunities.

■

Respond to any
opportunities.

■

Respond to any
opportunities.

■

Respond to any
opportunities.

■

Respond to any
opportunities.

■

Check your email
several times
a day.

■

Check your email
several times
a day.

■

Check your email
several times
a day.

■

Check your email
several times
a day.

■

Check your email
several times
a day.

■

Check Internet job
search sites and
newsletters.

■

Check Internet job
search sites and
newsletters.

■

Check Internet job
search sites and
newsletters.

■

Check Internet job
search sites and
newsletters.

■

Check Internet job
search sites and
newsletters.

■

Check job postings
on target company
websites.

■

Check job postings
on target company
websites.

■

Check job postings
on target company
websites.

■

Check job postings
on target company
websites.

■

Check job postings
on target company
websites.

■

Contact more
companies and
people about
employment.

■

Contact more
companies and
people about
employment.

■

Contact more
companies and
people about
employment.

■

Contact more
companies and
people about
employment.

■

Contact more
companies and
people about
employment.

■

Maintain personal
appearance.

■

Maintain personal
appearance.

■

Maintain personal
appearance.

■

Maintain personal
appearance.

■

Maintain personal
appearance.

■

Do something fun
and personal
(to remain sane).

■

Do something fun
and personal
(to remain sane).

■

Do something fun
and personal
(to remain sane).

■

Do something fun
and personal
(to remain sane).

■

Do something fun
and personal
(to remain sane).

■

Write down 3 things
you’re grateful for to
help stay positive.

■

Write down 3 things
you’re grateful for to
help stay positive.

■

Write down 3 things
you’re grateful for to
help stay positive.

■

Write down 3 things
you’re grateful for to
help stay positive.

■

Write down 3 things
you’re grateful for to
help stay positive.

Adapted from UIS Career Development Center
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JOB SEARCH RÉSUMÉS

BUILDING YOUR

| SECTION 6

Résumé

PUT YOUR BEST FOOT FORWARD.
Résumés are very important to your job search. They

opportunity to show off what you know, what you’ve

are often your first introduction to potential employers

done, and how you can make an impact in your field.

and will likely determine if you’re asked to come in for

In this section, you will learn how to build a strong,

an interview. You should think of your résumé as your

thorough résumé to impress employers. You will be
able to look over sample résumés to inspire your own
and review key words that help make your résumé
stand out from the crowd.
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BUILDING YOUR

Résumé

The steps below will help you think critically when creating and formatting your résumé. The advice included in this section is based on best
practices for presenting yourself professionally to prospective employers. You can also search ipfw.edu/career-resumes for more than 100 sample
résumés.

1

IDENTIFICATION

The identification portion of your résumé should include your name, address, telephone numbers (home and/
or cell phone), email address, and your public LinkedIn URL. Do not make the font size of your name larger
than 20 points. The rest of your information should be the same sized font, 11/12 pt. Make sure the employer
can reach you or easily leave you a message. Do not use humorous or provocative email addresses. Also,
make sure your voicemail message or email address is not offensive, unprofessional, or “cutesy.”

2

Sample:
John Smith
111 West Main Street
Fort Wayne, IN 46835
260-555-1111
johnsmith@yahoo.com
LinkedIn URL

CAREER OBJECTIVE

The career objective is a statement that tells the employer what position you are interested in and possibly where you would
like to obtain employment. All of the résumé material following the objective should support or prove that you can perform the
objective. If you have access to a computer, you can easily change your job objective to suit each employment opportunity. Having
an objective is optional. If you choose not to use an objective, make sure you refer to the job you are targeting in your cover letter.
Samples:
To obtain a teaching position in an elementary school setting with primary emphasis on grades 3–6.
Seeking a position in creative services as a copywriter for an advertising firm that specializes in consumer products.

3

SHOWCASING

There are two optional sections of a résumé that can be excellent ways to showcse your abilities. Think of them as quick
snapshots of your best talents.
t Summary

Statement: When you have a number of years experience in a particular field or industry, this statement is often used
as an alternative to an objective or as an addition to it. It is a summary of your credentials in a sentence or brief paragraph form.
Sample:
More than ten years of successful experience in providing professional customer services. Proven record in effectively
handling difficult situations. Highly motivated, energetic, and very creative.

t Qualifications:

This section often appears on your résumé to highlight and summarize your areas of expertise and your 		
credentials. It usually includes three to five lines in reference to your work history, education, and strengths or
self-management skills.
Sample:
Recently completed Bachelor of Science degree in Mechanical Engineering
Programming experience in Java, C++, and HTML
Fluent in Spanish and Russian
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BUILDING YOUR

4

Résumé C O N T I N U E D

EDUCATION

This section highlights the extent of your academic preparation. Information in this section is limited to college preparation.
Do not include information from high school unless it highlights special skills particularly relevant to your career objective.
If you are a new graduate with little work experience, you should place your educational background before your work experience, especially
if your recent education is what qualifies you for the job. Here are a few pointers for formatting the education section on your résumé:
1. List any training specific to the job desired, as well as general schooling or college, noting major fields of study.
2. Do not abbreviate the name of your degree or major/minor.
3. List your overall and major grade-point average unless they are below a 3.0 G.P.A. List diplomas and degrees with your
most recent education first. Also note postgraduate and special training courses or seminars you have completed.
Sample 1
Indiana University, Fort Wayne, IN
Bachelor of Science in Business Accounting			
Major GPA: 3.7/4.0					

May 20XX
Cumulative GPA: 3.5/4.0

Saint Patrick’s College, Lancashire, England, Summer 20XX, Studied landscape systems in England
Sample 2:
Study Abroad
Internship Experience
Saint Patrick’s College, Lancashire, England
Student Intern, Summer 20XX
• Studied the history and development of constructed landscapes in England
• Examined the industries associated with constructed landscapes and the processes involved in their creation
• Assessed landscape systems and assisted with the design of gardens and commercial properties
• Installed and maintained ornamental plants and turf for golf
• Visited appropriate sites representing the broad landscape system of England
• Explored cultural sites and visited typical neighborhoods to gain insight about English life
• Obtained multicultural communication skills while working with an English design team
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5

Résumé C O N T I N U E D

WORK EXPERIENCE OR EMPLOYMENT HISTORY

This section should be used to summarize your work experience. Include any summer employment, volunteer work, student teaching,
and internships. You will need to include your job titles, places and dates of employment, and job responsibilities. If you have held several
different jobs, create subheadings. Divide your experiences into “relevant experience” and “additional employment” sections. It is also
important to describe your job responsibilities using an action verb, including specifics, and quantify whenever possible. For current
employment, all verbs should be present tense and past employment responsibilities should be in past tense.
Sample:
Career Center, Fort Wayne, IN		
September 20XX–Present
Graduate Assistant
t Conduct individual career counseling appointments and drop-in services with students and alumni concerning résumés,
		 cover letters, job searching, interviewing, and choosing a major
t Plan and lead outreach programs, such as classroom workshops on career-related topics and career fairs
t Contribute to and participate in action teams for the development of office events and services
t Develop and organize online and print resource materials, including the campus career guide
t Monitor and assist with campus externship program providing practical work experiences for students

6

		

ACTIVITIES AND LEADERSHIP ROLES

This section should include activities that support your professional objective by pointing out your organizational and leadership skills.
Select activities where you were most active, list offices held and dates that you were involved, and briefly describe any achievements. You
may also want to include and honors, awards, publications, presentations, or research projects. Be sure to omit all personal information,
including marital status, age, state of health, etc. (It is illegal for an employer to request that information). Additionally, you should not use
complete sentences on a résumé. Finally, the words “I, me, and my” should never appear in your résumé.
Samples:
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American Entrepreneurs Society, Member		
October 20XX–Present
Omicron Honor Society, Purdue University, Member
August 20XX–Present
Big Brothers Big Sisters, Volunteer			June 20XX–Present
Young Leaders of Northeast Indiana, Member 		
June 20XX–Present
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SAMPLE

Résumé

First and Last Name
Street Address
City, State, Zip
Phone Number
Professional Email Address
LinkedIn URL

SUMMARY STATEMENT – QUALIFICATIONS – PROFILE – OBJECTIVE
Optional section that should be supported by résumé material following the objective. Should be specific and should change
to suit each employment opportunity. Include position for which applying and match personal skills with those listed in the job
description.

EDUCATION
Bachelor/Associate of _______________________ Graduation: month year__________________________________
Indiana University OR Purdue University, Fort Wayne, IN
Program of Study: ____________________________________ GPA: ____/4.0 (list if greater than 3.0)
Minor: _____________________________________________

RELEVANT COURSEWORK
Optional section to highlight courses, significant projects, research, presentations, etc., or choose to list 4-6 course titles to
demonstrate industry knowledge.
•  Course Name: summary of outcomes from the class (ie: skills gained)
•  Course Name, Course Name, Course Name, Course Name, Course Name

SKILLS SECTION
Section found on combination résumés that can be helpful for career changers. Skills can be organized in defined clusters that
most support your job objective. Use pages 12-15 of Career Guide to help brainstorm your skills.
Management Experience:
•  Supervised and managed the work tasks of 10 part-time employees
Accomplishments:
•  Received the Company Manager of the Year award as voted by employees

WORK EXPERIENCE
Company Name, City, State
Position Title, Month and Year–Month and Year
•  Using bullet points or summary statements, describe experience in terms of job functions and the overall
		 scope of responsibilities
•  Begin each phrase with an action verb and ensure statements are concise, eliminating unnecessary or redundant words
•  Highlight transferable skills gained or used
•  Strive to paint a picture of work experience by describing the work environment or atmosphere
		 (i.e., “Worked independently” or “Worked in a fast-paced, team-oriented environment.”)
•  Quantify the work performed (i.e., “Provided instruction to __ students in grades __”)
•  All jobs should be listed in reverse chronological order, with past jobs written in past tense and current jobs
		 in present tense

ACTIVITIES AND HONORS–COMMUNITY INVOLVEMENT
•  List extracurricular activities as they relate to the job and provide dates
•  Consider listing volunteer experience, organizational involvement, awards received, etc.
•  Vice President of Human Services Organization, Fall 2005–present      
•  Dean’s List, Spring 2003, Fall 2005
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Résumé W O R K S H E E T
Full Name: __________________________________________________________________________________________
Full Address: ______________________________________City: _____________________ State: _____Zip Code:__________
Phone Number: (Cell or Home)_________________________________________________
Email Address: _______________________________________________________________________________________
LinkedIn URL: _____________________________________________________________________________________

OBJECTIVE _________________________________________________________________________________________
__________________________________________________________________________________________________

EDUCATION
Degree you are seeking ___________________________________________________ Graduation Date _________________
University with your program, Fort Wayne, IN _________________________________________________________________
Major: _______________________________________ Minor: ______________________________________ GPA: ____/4.0

RELEVANT EXPERIENCE (in reverse chronological order) _______________________________________
Company Name, City, State: ______________________________________________________________________________
Position Title:_____________________________________________________Dates Employed: ________________
Company Name, City, State: ______________________________________________________________________________
Position Title:_____________________________________________________Dates Employed: ________________
Company Name, City, State: ______________________________________________________________________________
Position Title:_____________________________________________________Dates Employed: ________________
3–6 bullets per job held and ranked in order of future employer importance. Use action verbs – Subject – why? how? who? where? –
Specifics (numbers, specific titles, etc.)

SKILLS
__________________________________________________________________________________________________
__________________________________________________________________________________________________

ACTIVITIES/VOLUNTEER EXPERIENCE (in reverse chronological order)
Volunteer: ___________________________________________________________________ Dates__________________
Organization/Company Name

Volunteer: ___________________________________________________________________ Dates__________________
Organization/Company Name

Member: ____________________________________________________________________ Dates__________________
Organization/Company Name
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SAMPLE

CHRONOLOGICAL RÉSUMÉ

Résumé

Ken Carson
2101 East Coliseum Boulevard, Fort Wayne, IN 46805
260-555-5555
KLCarson@gmail.com

OBJECTIVE
To obtain an entry-level position for a non-profit organization where strong communication skills, attention
to detail and sensitivity to the needs of others can be utilized to most effectively meet the needs of the
citizens in the community.
EDUCATION
Bachelor in General Studies
Indiana University, Fort Wayne, IN
Concentration: International Studies Certificate

May 20xx

RELEVANT COURSEWORK
• Mass Communication
• Human Relations in Organizations
• International Human Rights
• Social, Legal, and Ethical Implications of Business Decisions
VOLUNTEER EXPERIENCE
Big Brothers Big Sisters, Fort Wayne, IN
SCAN, Fort Wayne, IN
Junior Achievement of Northern Indiana, Fort Wayne, IN

July 20xx–Present
June 20xx–July 20xx
June 2000–July 20xx

WORK EXPERIENCE
Toyota, Fort Wayne, IN
July 20xx–Present
Lot Manager
• Ensure customer satisfaction by accurately detailing new and used vehicles
• Serve as a team player to help sales associates and managers with day-to-day responsibilities
• Participate in community activities such as the Vera Bradley Golf Outing by preparing vehicles to be
used in participant transport
• Use creativity and imagination to accomplish tasks in the most time efficient manner
Book Group, Fort Wayne, IN
May 20xx–May 20xx
Order Handler
• Worked in a fast-paced environment to complete customer book orders
• Developed strong work ethic by focusing on job tasks without distractions
• Learned to work quickly while still maintaining high quality and accuracy standards
COMPUTER SKILLS
Microsoft Office
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SAMPLE

Résumé

COMBINATION RÉSUMÉ
Barbara Roberts
2101 East Coliseum Boulevard, Fort Wayne IN, 46805 ∙ 260-555-5555
BRoberts@gmail.com

SUMMARY OF QUALIFICATIONS
•
Over five years’ experience in business administration
•
Familiar with bookkeeping and legal documentation
•
Hard working, detail-oriented, and ability to multi-task
•
Able to develop and maintain filing system
•
Strong background in business and sales

PROFESSIONAL BACKGROUND AND ACCOMPLISHMENTS
Administration
• Managed daily office activities for busy real estate office; carried out filing and data entry, answered
telephones, performed data management
• Prepared correspondence and documentation for clients, attorneys, financial institutions, and others
• Maintained files of legal and business documentation, both electronic and hard copy
• Assisted accounting team with bookkeeping; reviews statements, prepared financial summaries
• Served as first point of contact for new and existing customers
• Created spreadsheets to organize pricing of products and promotional items
• Provided assistance to sales campaigns, ad campaigns, marketing activities, and
business management processes
• Coordinated multiple projects simultaneously in deadline-driven environments
Business and sales
• Trained and managed team of seven real estate sales associates; set sales goals, provided assistance and
recommendations for marketing, sales, and business strategies
• Led team to more than $25,000 per month in average net revenue production
• Prepared and delivered sales reports and projections
• Produced over $1 million in annual sales
• Acquired and managed accounts such as major retirements, catering halls, and grocery chains
EMPLOYMENT HISTORY
Administrative Assistant / Assistant Salesperson
Upstate Alliance of Realtors, Fort Wayne, IN (20XX–Present)
Assistant / Sales Representative
Javets Inc., Fort Wayne, IN (20XX–20XX)

EDUCATION
Bachelor of Science in Business Management and Administration, Indiana University, Fort Wayne, May 20XX
Graduated with Distinction
COMPUTER SKILLS
Proficient in Windows, Microsoft Word, Excel, PowerPoint, Internet Explorer
AWARDS AND RECOGNITIONS
Dean’s List and Semester Honors Fall 20XX–May20XX
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SAMPLE

Résumé

FRESHMAN RÉSUMÉ

Gwen Stone
1234 Sunset Boulevard
Fort Wayne, Indiana 46805
260-123-4567
stone.gwen14@hotmail.com

Profile
• Recent high school graduate pursuing degree in education at IPFW
• Previous work experience working with customers and handling cash
• Strong work ethic and communication skills
Education

Indiana University, Fort Wayne, IN
Bachelor of Science in Education

Begin in August 20XX

Northrop High School, Fort Wayne, IN
Class of 20XX
Core 40 Diploma

Work Experience
Walmart, Fort Wayne, IN
February 20XX–June 20XX
Sales Associate
• Ran the cash register and maintained a balanced cash drawer
• Memorized area sales as part of the company’s price-matching program
• Settled and reported customer dissatisfaction as necessary
• Received employee of the month in May 20XX and September 20XX
Self-Employed, Fort Wayne, IN
December 20XX–July 20XX
Private Tutor
• Tutored two elementary-aged students in mathematics and reading
• Collaborated with parents to create a tutoring schedule for their children
• Balanced personal academic responsibilities with tutoring responsibilities
Activities and Honors
Northrop High School, National Honor Society, Member
Treasurer (20XX)
Northrop High School, Peer Tutor
Northridge Baptist Church, Vacation Bible School Volunteer

August 20XX–June 20XX
August 20XX–June 20XX
Summers 20XX & 20XX
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SAMPLE

Résumé

GRADUATE SCHOOL RÉSUMÉ
James Gray

2101 East Coliseum Boulevard, Fort Wayne IN, 46805
260-555-5555 JamesGray@gmail.com

QUALIFICATIONS
Strong background in laboratory procedures, including five semesters working in commercial and academic biological
research labs. Proficiency with gel electrophoresis, media preparation, and a variety of other lab techniques. Ability
to manage multiple projects simultaneously as demonstrated by successful half-time employment while attending
classes full-time.
EDUCATION
Purdue University, Fort Wayne, IN
May 20xx
Bachelor of Science, Biology, GPA: 3.65/4.0
University of Lancaster, Bailrigg, England
Spring 20xx
LABORATORY SKILLS
Radioimmunoassay
Agarose
Gel Electrophoresis
Animal Injections (chickens)
Lotus 1-2-3 Software
Microscopy
Media Preparation
Spectroscopy
Macintosh Computers

RESEARCH
Hypothyroidism in male chickens: investigated the effects on body weight and bone growth of replacement injections
of thyroid hormone and drugs that inhibit thyroid hormone production.
Fall 20xx.
• Became proficient at IM injections for chickens
• Ran 80 blood samples through gas chromatograph to check T1 levels
• Prepared bone growth media for 8 sets of experiments
ACTIVITIES & HONORS
• Student Alumni Association, Committee Chairperson
• Volunteer Tour Guide, IPFW Admissions, Fort Wayne, IN
• Mortar Board, Treasurer
• Dean’s List
• Big Brother/Big Sister Program with YWCA

August 20xx–Present
May 20xx–Present
Spring 20xx
Fall 20XX, Spring 20xx, Fall 20xx
August 20xx–July 20xx

EXPERIENCE
Laboratory Assistant, IPFW, Fort Wayne, IN, 20xx–20xx
• Assisted students with weekly lab projects and answered student questions
• Set up gel electrophoresis equipment for 10 students
• Arranged tutoring circles for underperforming students

Moisture Analyst, Quality Assurance Department., GOOD Petfoods Inc., Chicago, IL , Summer 20xx
• Measured the moisture and physical constants of newly produced dog food and adjusted the moisture content
when necessary so that these variables remained within their specified parameters
• Trained three staff for this position
• Trained on and became proficient with Electronic Moisture Analyzer Calibrated moisture injection equipment
COMPUTER SKILLS
MS Word, PowerPoint, Access, Publisher & Excel
60

I P FW C A R EER SERVICES–YOUR GUID E T O Y OUR CA R EER

SECTION 6 | JOB SEARCH RÉSUMÉ

SAMPLE

Résumé

RÉSUMÉ
Ken Carson
2101 East Coliseum Boulevard, Fort Wayne, IN 46805
260-555-5555
KLCarson@gmail.com

OBJECTIVE
To obtain an entry-level position for a non-profit organization where strong communication skills, attention
to detail and sensitivity to the needs of others can be utilized to most effectively meet the needs of the
citizens in the community.
EDUCATION
Bachelor in General Studies
Indiana University, Fort Wayne, IN
Concentration: International Studies Certificate

May 20xx

RELEVANT COURSEWORK
• Mass Communication
• Human Relations in Organizations
• International Human Rights
• Social, Legal, and Ethical Implications of Business Decisions
VOLUNTEER EXPERIENCE
Big Brothers Big Sisters, Fort Wayne, IN
SCAN, Fort Wayne, IN
Junior Achievement of Northern Indiana, Fort Wayne, IN

July 20xx–Present
June 20xx–July 20xx
June 2000–July 20xx

WORK EXPERIENCE
Toyota, Fort Wayne, IN
July 20xx–Present
Lot Manager
• Ensure customer satisfaction by accurately detailing new and used vehicles
• Serve as a team player to help sales associates and managers with day-to-day responsibilities
• Participate in community activities such as the Vera Bradley Golf Outing by preparing vehicles to be
used in participant transport
• Use creativity and imagination to accomplish tasks in the most time efficient manner
Book Group, Fort Wayne, IN
May 20xx–May 20xx
Order Handler
• Worked in a fast-paced environment to complete customer book orders
• Developed strong work ethic by focusing on job tasks without distractions
• Learned to work quickly while still maintaining high quality and accuracy standards
COMPUTER SKILLS
Microsoft Office
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Summer 2008

EXPERIENCE
March 2009 – Present

GPA: 3.5/4.0 cum laude

August 20XX

Business Analyst, FedEx Corporation, Fort Wayne, IN
• Led a team in designing an actionable, productivity analysis Executive
Information System
• Benchmarked current information resources and report generation
procedures
• Elicited functional user requirements and technology requirements
• Performed monthly productivity and cost analysis
• Developed short-term solution for productivity analysis
• Designed an automated daily productivity report
• Presented results to FedEx Managing Directors and Vice-Presidents

MBA Public Relations, Committee Member, 2008 - 2010
FedEx Scholarship, Recipient, 2009
AmSouth Bank Scholarship, Recipient, 2009
Beta Gamma Sigma Honor Society, Member, 2008 - 2009
Golden Key Honor Society, Member, 2009
Habitat for Humanity, Volunteer, 2008 - 2009
MBA Host Team, Leader, 2009
Strategic Planning, Research methodology, Financial forecasting,
Business administration, Team leadership, Risk forecasting,
Market research, Numerate analysis, Computer literacy, Business
start- up, Purchasing / negotiating, Meeting strict deadlines,
Marketing, Feasibility studies, Quality management, Problem
Solving, Cost control, Writing plans and reports
Course: Getting Results without Authority, AMA, Tulsa, OK -2010
Strategic Planning for Managers, SHRM, Austin, TX -2010
Leadership Seminar, YNLI, Fort Wayne, IN – 2010
Participant, Leadership Fort Wayne, Fort Wayne, IN - 2010

SKILLS

PROFESSIONAL
DEVELOPMENT

Fluent in Spanish and French
Conversant in Russian

HONORS/
ACTIVITIES

LANGUAGE
SKILLS

Business Tools: Case Tools, Spreadsheets, Word Processing, Presentation,
Internet applications, Statistical Analysis Software, Office Suite

Operating Environments: Windows

Languages: Visual Basic, SQL, HTML, Pascal

COMPUTER
SKILLS

GPA: 4.0/4.0

Business Analyst, Enterprise Integration Lab, IPFW
• Lead a team conducting a feasibility assessment of a vertical online
marketplace
• Benchmark current vertical online marketplaces and analyze economic
models
• Assess business model options and technology requirements
• Present findings and recommendations to Board of Directors
• Assist Federal Bankruptcy Court in developing a technology strategic
vision
• Analyze business processes and the use of electronic case filing
• Conduct focus groups with stakeholders to understand their desires and
concerns

Bachelor of Science in Business Marketing
Minor: Computer Science
Indiana University, Fort Wayne, IN

Congressional Intern, U.S. Spencer Bachus, Washington, D.C.

Sales Consultant, William A. Hoskins Company, Birmingham, AL
• Recommended and sold appropriate solutions based on assessment of
client’s needs
• Managed the sale and installation of significant projects
• Generated new clientele, represented company at various trade shows
• Designed, developed and implemented an order entry and sales history
database.

Summer 2005

Master of Business Administration
Concentration 1: Management Information Systems
Concentration 2: Business Strategy
Indiana University, Fort Wayne, IN

EDUCATION

2005-2008

Mastodon, Page 2

December 20XX

Searching for a Business Analyst position in a productive, growing firm; Two
years’ experience in business research, sales and presentation; Served as a
Business Analyst for a large corporation and educational setting; Accustomed
to working in a team-oriented environment; Proven leadership abilities and
time management skills

PROFILE

MANDY M. MASTODON

2101 East Coliseum Boulevard, Fort Wayne IN, 46805 (260)555-5555
MandyMastodon@gmail.com

SAMPLE MBA RÉSUMÉ

SECTION 6 | JOB SEARCH RÉSUMÉS

ACTION

Verbs

Action verbs are powerful words that can help your résumé feel more dynamic and confident. Review the Top 100 Action Verbs to use for
résumé writing below:

1. Accelerated

22. Customized

43. Forecasted

64. Orchestrated

84. Traded

2. Accomplished

23. Decided

44. Generated

65. Participated

85. Translated

3. Accounted for

24. Decreased

45. Harmonized

66. Pinpointed

86. Triggered

4. Accumulated

25. Delegated

46. Harnessed

67. Performed

87. Triumphed

5. Achieved

26. Demonstrated

47. Identified

68. Publicized

88. Troubleshot

6. Active in

27. Designated

48. Illustrated

69. Published

89. Uncovered

7. Arbitrated

28. Developed

49. Impressed

70. Realigned

90. Underwrote

8. Articulated

29. Devised

50. Improved

71. Recognized

91. Unearthed

9. Boosted

30. Diagnosed

51. Increased

72. Recommended

92. Unified

10. Briefed

31. Documented

52. Justified

73. Selected

93. Upgraded

11. Broadened

32. Doubled

53. Launched

74. Separated

94. Urged

12. Budgeted

33. Economized

54. Led

75. Spearheaded

95. Utilized

13. Campaigned

34. Edited

55. Magnified

76. Stimulated

96. Validated

14. Chaired

35. Educated

56. Managed

77. Succeeded

97. Verbalized

15. Championed

36. Empowered

57. Marketed

78. Surpassed

98. Verified

16. Clarified

37. Enabled

58. Mastered

79. Synchronized

99. Vitalized

17. Coached

38. Encouraged

59. Navigated

80. Synergized

100. Won over

18. Collaborated

39. Endorsed

60. Negotiated

81. Tabulated

19. Coordinated

40. Enhanced

61. Observed

82. Targeted

20. Corroborated

41. Facilitated

62. Obtained

82. Tested

21. Cultivated

42. Focused

63. Organized

83. Took over

Submitted On July 22, 2007. EzineArticles.com© 2013 SparkNET http://ezinearticles.com/?100-Top-Action-Verbs-to-Use-to-Write-Powerful,-Effective-Résumé-Subheads-that-Will-Win-You-the-Job&id=655546
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Letters

LET PROSPECTIVE EMPLOYERS KNOW WHO YOU ARE AND WHERE YOU’RE GOING.
In this section, you will discover how to write cover
letters and thank you letters to help you make an
impression with potential employers. Cover letters
accompany résumés and give the employer a short
introduction to who you are as a job candidate. Thank
you letters let interviewers and personal references
know that you appreciate their help on your journey.
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Including well-crafted letters with your résumé and as
a follow-up to interviews will help you stand out as a
professional, thoughtful job candidate.

SECTION 7 | JOB SEARCH LETTERS

COVER

The purpose of a cover letter is to introduce
yourself to an employer, give the employers
a frame of reference, and provide a sample
of your writing ability. Some employers focus
on the cover letter while others focus on the
résumé. Make sure that you invest time in
developing both, and you will present yourself
in a more professional light.
Once you have developed a cover letter you
are pleased with, reference it frequently. The
body of the letter will always highlight and
showcase the key points you wish to stress,
and then all you will need to do is personalize
it to fit employers’ specific needs. Keep the
following things in mind as you take the next
step by creating a professional cover letter.
Use a business letter format when writing
a cover letter. This means that you should
choose an easy-to-read and eye-pleasing
font (we recommend Times New Roman,
Arial, or Cambria), printed on the same bond
paper used for your résumé.

4

1

Letters

BE SPECIFIC

Always address a cover letter to a specific person. Addressing the cover letter “To Whom It May
Concern” or “Dear Mr. or Ms.” doesn’t make the cut. Research the company or organization’s
website to find the most appropriate person to address your letter. Be sure to spell names
correctly. If you cannot find an appropriate person, address it to the hiring manager.

2

MAKE YOUR POINT

Your cover letter should be short, sweet, and to the point. An employer will only spend a few
seconds reading or scanning your letter. Prove to him or her that you can showcase your
abilities, skills, and strengths concisely. The employer will appreciate it and it will pay off big
dividends in the end.

3

WRITE PROFESSIONALLY

Unlike résumés, cover letters require complete sentences, which can sometimes make them
more challenging to write. Don’t rely on a spelling and grammar check to catch all your errors.
Have a few different people look over your cover letter before distributing it to employers.

EMAILING YOUR COVER LETTER

If you are emailing your résumé to an employer, you still need to introduce yourself. You can do this through a cover note. The same “cover
letter” rules apply and you need to follow them to get noticed. When sending an “e-cover letter” or “cover note,” be sure to:
t Create

a signature with your full name, mailing address, and return email address (This signature will take the

		 place of your handwritten signature).
t

Refrain from including any quotes or sayings in your signature.

t Keep

it simple and be sure that you don’t send unintended messages.

t Refrain

from adding too many attachments, as it is bulky for the recipient and they may lack the software necessary

		 to open them.
t It’s

always best to send attachments as PDF files.

t Writing

in all UPPERCASE and or bold letters is considered shouting at the recipient.

t Treat

the email like any other business communication; watch your spelling and grammar. No LOLs or BRBs here.

t Read

what you wrote before you hit send!

t Be

sure to fill out the subject line with concise and informative language. Perhaps include the position you’re applying

		 for and your first and last name.
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S AMPLE

Cover Letter FO R MAT

Your street address
Your city, state zip code
Date
Contact person’s name (spelled correctly, using Mr., Ms., Miss, or Mrs.)
Contact person’s title (�ind out the exact title)
Company name
Company’s street address
Company’s city, state, zip code
Dear ________________: (Use Mr., Ms., Miss., or Mrs. and a last name. Using the �irst name is not professional.)

The purpose of the �irst paragraph is to give the employer a frame of reference. Why are you contacting him
or her, for which position are you applying, and how did you hear about it?
This paragraph provides you with opportunity to highlight some of your quali�ications, such as your
educational credentials, related work experience, and any personal attributes that qualify you for the
position. Match those you possess with those the employer is speci�ically seeking. Use speci�ic examples
from your past experience that demonstrate leadership, decision-making, communication, and teamwork
skills. Refer to your résumé and explain why you are a good match for this position. Use action verbs.

This paragraph is your �inal sale—wrap up your quali�ications and indicate your interest in the position or
organization. Clearly indicate that you plan to follow up and do so (provide your phone number and email).
Make sure to thank him/her for his/her time.
Sincerely,
(sign your name in blue or black ink)
Your typed name

Enclosure (Always remember to include your résumé and any other material the employer requested. DO
NOT enclose any documents that have not been requested.)

66

I P FW C A R EER SERVICES–YOUR GUID E T O Y OUR CA R EER

SECTION 7 | JOB SEARCH LETTERS

S A MPLE

Print LETTER O F I N Q UIRY

Ken Carson
2101 East Coliseum Boulevard, Fort Wayne, IN 46805
260-555-5555
KLCarson@gmail.com

OBJECTIVE
To obtain an entry-level position for a non-profit organization where strong communication skills, attention
to detail and sensitivity to the needs of others can be utilized to most effectively meet the needs of the
citizens in the community.
EDUCATION
Bachelor in General Studies
Indiana University, Fort Wayne, IN
Concentration: International Studies Certificate

May 20xx

RELEVANT COURSEWORK
• Mass Communication
• Human Relations in Organizations
• International Human Rights
• Social, Legal, and Ethical Implications of Business Decisions
VOLUNTEER EXPERIENCE
Big Brothers Big Sisters, Fort Wayne, IN
SCAN, Fort Wayne, IN
Junior Achievement of Northern Indiana, Fort Wayne, IN

July 20xx–Present
June 20xx–July 20xx
June 2000–July 20xx

WORK EXPERIENCE
Toyota, Fort Wayne, IN
July 20xx–Present
Lot Manager
• Ensure customer satisfaction by accurately detailing new and used vehicles
• Serve as a team player to help sales associates and managers with day-to-day responsibilities
• Participate in community activities such as the Vera Bradley Golf Outing by preparing vehicles to be
used in participant transport
• Use creativity and imagination to accomplish tasks in the most time efficient manner
Book Group, Fort Wayne, IN
May 20xx–May 20xx
Order Handler
• Worked in a fast-paced environment to complete customer book orders
• Developed strong work ethic by focusing on job tasks without distractions
• Learned to work quickly while still maintaining high quality and accuracy standards
COMPUTER SKILLS
Microsoft Office

I NDI A NA U NI V ER S I TY – PU R DU E U NI V ER S I TY F ORT WAYN E



67

JOB SEARCH LETTERS | SECTION 7

S A M PLE

Electronic C O VER LETTER

New Message
To: amy.johnson@nmfn.com

Cc: Bcc:

Subject: College Financial Representative Internship Application
Subject: College Financial Representative Internship Application
From: doe.jane@yahoo.com
To: amy.johnson@nmfn.com
Subject: College Financial Representative Internship Application
Dear Ms. Johnson,
I enjoyed meeting you at Indiana University–Purdue University Fort Wayne’s career fair
teams to ensure high-quality client services.
The attached résumé highlights my education and strong work ethic as evidenced by my
3.7 GPA, which I received while maintaining full-time class enrollment and 20 hours per
week of employment. My goal-oriented focus, drive, and excellent communication skills,
Financial Network.
You may reach me at doe.jane@yahoo.com or at 260-481-0689. I look forward to hearing
from you about the next steps to obtain a full-time internship beginning May 1st.
Sincerely,
Jane Doe
B.S.B. in Business Finance, May 20XX
Attachment: Résumé
Send
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Thank You LETTER S

1

TAKE IT ONE STEP FURTHER

Set yourself apart from other applicants by sending a thank you letter. The purpose of this letter is to establish good will, express appreciation,
and/or to strengthen your candidacy. The basic rule of thumb is to send a letter to everyone who helps you in any way.
When used after employment interviews, thank you letters should be sent within 24 hours to each contact. Also, be sure to send a
thank you to individuals who granted you informational interviews and to people who provided references for you.

2

HINTS FOR TOP-NOTCH THANK YOU LETTER

• Make it brief and concise.
• If you feel that you have a personal relationship/friendship with the person with whom you interviewed, then a neatly handwritten thank you
note card is appropriate.
• Emailed thank you letters are acceptable, but still follow conventional business correspondence etiquette, even though email is less formal.
• Note the date of your interview in your letter. It will help the recipient remember who you are.
• Highlight a key point from your interview that you believe the interviewer will remember or that you wish to clarify.
• Restate your strong interest (if you have one) in the position and highlight your qualifications once again.
• Thank everyone with whom you interviewed.
• Send one even if you don’t want the job. You never know when you will meet the person again.
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S A MPLE

Thank You LETTER

1234 Campus Street
Fort Wayne, IN 46825
March 13, 20XX

Mr. William Smith
Director
ABC Company
2000 Main Street
Fort Wayne, IN 46825
Dear Mr. Smith,

I enjoyed meeting with you to discuss the activities coordinator position. The information you shared
with me regarding the goals and vision of ABC Company was very exciting. My interest in the activities
coordinator position was heightened as a result of my interview.

As I mentioned during our discussion, I have gained experience in planning major events involving more
than 200 participants. Your goal of developing a citywide “Adopt-a-Grandparent” program would require
many of the skills that I have demonstrated though my previous experiences. I welcome the opportunity of
initiating the “Adopt-a-Grandparent” program and am con�ident that I could gain the community support
and participation that you desire. I am equally interested in developing additional educational and social
programs for the residents of the retirement center.
The activities coordinator position closely matches my career interests and goals. I want to reiterate my
strong interest in the position and in working with you, Mr. Smith, and Mrs. Black. I would bring to the
position strong interpersonal and organizational skills, enthusiasm, dedication, maturity, and a positive
attitude for project at ABC Company.

Thank you once again for your consideration. I look forward to hearing from you within the next two weeks
as you indicated.

Sincerely,
Your Name (signature)
Your Name
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References
It’s a good idea to develop a separate page that lists your references. This page should only be included when requested. It should be done on
the same type of paper as your résumé and should have your identification information (name, address, phone number, and email) at the top.
The information should be formatted to match your résumé. It might also be beneficial to provide your references with a copy of your résumé to
jog their memory about you and your qualifications.
Who should you include as a reference? What about a current practitioner, someone who is doing what you’re applying to do? How about
someone who can attest to your academic proficiency, your qualities as an employee, or your characteristics as a person? You should not
include relatives or parents, people who don’t know you, or “big name” people who don’t know you.

1234 Campus Street
Fort Wayne, IN 46825
March 13, 20XX

CHRISTOPHER COLUMBUS
1010 South Broadway Street, Fort Wayne, IN 46807
260-555-5551 ccolumbus@ipfw.edu

Mr. William Smith
Director
ABC Company
2000 Main Street
Fort Wayne, IN 46825

REFERENCES
Morgan Brown, Ph.D.

Diana Landis
Dever & Smallwood
Fort Wayne
Office Manager
I enjoyed meeting with you to discuss the activities coordinator position. The information you shared
Department
of goals
Accounting
& Finance
5907
Stoney
Drive
with me
regarding the
and vision
of ABC Company was very exciting. My
interest
in theCreek
activities
coordinator position was heightened as a result of my interview.
Associate Faculty
Fort Wayne, IN 46825
2101 East
Coliseum
Boulevard
260-481-9688
As I mentioned
during
our discussion,
I have gained experience in planning major
events involving more

Dear Mr.
Smith,University–Purdue
Indiana

University

than 200
goal of developing a citywide “Adopt-a-Grandparent”
program would require
landisd@das.net
Fortparticipants.
Wayne, IN Your
46805
many of the skills that I have demonstrated though my previous experiences. I welcome the opportunity of
260-481-0689
initiating
the “Adopt-a-Grandparent” program and am con�ident that I could gain the community support
and participation
that you desire. I am equally interested in developing additional
and social
brownm@ipfw.edu
Mrs. educational
Rebecca Kilgore
programs for the residents of the retirement center.

Barett & McNagny, LLP

The activities
coordinator position closely matches my career interests and goals.
I want to reiterate my
Kiera Calderon
Attorney
strong interest in the position and in working with you, Mr. Smith, and Mrs. Black. I would bring to the
Baden Gage & Schroeder, LLC
215 East Berry Street
position strong interpersonal and organizational skills, enthusiasm, dedication, maturity, and a positive
Accountant
Fort Wayne, IN 46802
attitude
for project at ABC Company.

6920 Pointe Inverness Way, Suite 300

260-481-6139

Thank you once again for your consideration. I look forward to hearing from you within the next two weeks
Wayne, IN 46804
rkilgore@barettmcnagny.com
as youFort
indicated.

260-481-2251

Sincerely,
kcalderon@bgs.org
Your Name
(signature)
Your Name
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Interviewing & Etiquette
MAKE AN IMPRESSION.
Interviews are an opportunity for prospective

Successful interviews require preparation and

employers to meet you, ask you questions about your

foresight to make a lasting impression. How will you

résumé, and learn more about who you are—but

dress? What questions should you ask? How do you

interviews are also your opportunity to learn more

prepare for their questions? In this section, you will

about the job to which you are applying.

learn the answers to these common questions and
many others.
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Interviewing
YOU HAVE AN INTERVIEW. Your hard work has paid off. Now you
need to show the employer how well you fit the position.

1

VIRTUAL INTERVIEW

TYPES OF JOB INTERVIEWS
You may experience many different types of job interviews.
Understanding what could happen and being prepared will help you
successfully navigate any interview situation.

4

Be prepared for virtual interviews such as video conferences
(Skype) or phone calls. You should use the same strategies as if you
were in a live interview, but feeling comfortable with the technology
is important. Schedule a mock virtual interview today!

2

In a committee interview you will face several members of
the organization who will be actively involved in the hiring decision.
When answering questions from several people, speak directly to
the person asking the question. It is not always necessary to answer
to the entire group. In some committee interviews, you may be
asked to demonstrate your problem-solving skills. The committee
might outline a situation and ask you to formulate a plan that deals
with the problem. You need not develop the ultimate solution; the
interviewers are simply evaluating how you apply your knowledge
and skills to a real-life situation.

BEHAVIORAL INTERVIEW

A behavioral interview is designed to provide the employer
with another glimpse of your abilities. Sometimes you can fudge your
way through an interview; this is more difficult to do in a behavioral
interview situation. Here, employers are asking for specific examples
of how you did things or handled certain situations. The thought
process behind these questions is that past performance is a good
predictor of future actions.

3

COMMITTEE INTERVIEW

5

GROUP INTERVIEW

The group interview is usually designed to illustrate the
leadership potential of prospective managers and employees
who will be dealing with the public. Final candidates are gathered
together in an informal, discussion-type interview. A subject is
introduced, and the interviewer will start a discussion. The goal of
the group interview is to see how you interact with others and how
you use your knowledge and reasoning skills to win over others. If
you perform well in the group interview, it is usually followed later by
a more extensive interview.

LUNCH INTERVIEW

The same guidelines apply in lunch interviews as those for
typical site interviews. This type of interview may appear to be more
casual, but remember it is a business lunch, and you are being
evaluated carefully. Use this type of interview to develop common
ground with the interviewer. Follow the interviewer’s lead in both
selection of food and etiquette. Do not order alcoholic drinks or
smoke, even if offered by the interviewer.

BE PROFESSIONAL
The world of work can be much more formal than the world of education. It may seem strange to go from wearing jeans every day to
proper business attire and greeting people with a proper handshake instead of with “what’s up?” But it isn’t just what you see in offices or
boardrooms on TV—it’s how professionals really interact.
If you want to be treated like a professional yourself, you need to learn the hidden rules of professional etiquette. Although there are entire
books on business etiquette, here are some quick tips.
t

t

t

Make eye contact and offer a friendly handshake when
meeting new people.
Brush up on your dining etiquette skills to make the best
impression at business lunches and networking events
where food is served.
Use a professional sounding voicemail message and email
signature. Follow up quickly when perspective employers
contact you.

t

t

t

t

Avoid using texting abbreviations in formal communication
and use a professional writing style.
In interviews or even conversation during networking events,
be aware of the difference between being honest and genuine
and giving out way too much personal information.
Be aware of talking about sensitive subjects or 		
making jokes or remarks that could be considered offensive.
Don’t forget to smile and show enthusiasm! Remember that
attitude is everything! Employers hire people they like, trust,
enjoy, and who they feel confident about.
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Step One I N TER VI EWI NG
B EFORE THE I NTE R V I E W
RESEARCH THE COMPANY.
t The

more you know, the better prepared you will be
key information about the organization—products, services, and customers
t Talk to current employees if possible
t Locate information by checking the company’s website or calling directly to request any materials that can be provided
t Know

WHAT SHOULD I RESEARCH? (CHECK PAGE 47 OF THIS GUIDE FOR MORE IDEAS!)
t General

information, such as location of corporate office, names of parent companies, etc.
structure, type of supervision, type of training programs
t Philosophy, goals, and image of company
t Financial details
t Competitors
t Career path in your field
t The interviewer’s name and title
t Organization

HOW DO I PREPARE?
t Know

t Bring

t Get

the position; obtain a job description if possible
the interview schedule in advance if possible
t Practice your answers to commonly asked questions, 		
		
such as:
		
t Tell me about yourself…
		
t What interests you about this position?
		
t What are your career goals/outlook?
		
t What are your strengths/weaknesses?
		
t What are your skills/abilities? How do they relate to 		
			
the position?
t Prepare a list of questions for you to ask the interviewer
t Rehearse the interview with a friend or conduct a mock 		
		
interview with Career Services staff
t Prepare your interview materials

t Bring

several copies of your résumé
your list of references
t Bring a portfolio (if possible)
t All your materials need to be up to date
t Know the location of the interview
t Drive to the site beforehand to know how long it will take to arrive
t Consider traffic delays and parking issues may arise
t Arrive 10 to 15 minutes early
t Relax!
t Get a good night’s rest the night before
t Don’t over-prepare
t Let your natural enthusiasm show

QUESTIONS I HAVE
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
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Step Two I N TER VI EWI N G
DURI NG TH E I NTE R V I E W
t Greet

the interviewer by prefix and last name
t Use a firm handshake and smile
t Be confident, alert, and enthusiastic
t Make eye contact and speak clearly
t Establish rapport
t Listen for cues
t Is the vibe formal or informal?
t How loudly is he/she speaking?
t Is the information general, professional, or personal?
t Be specific, concrete, and detailed in your answers
t Listening is key
t Don’t over talk
t Understand what the employer deems as important
t Reflect before answering difficult questions
t Answer as truthfully and frankly as possible
t Don’t say more than is necessary
t Avoid criticizing past employers
t Don’t lead with salary or benefits questions in the initial interview
t Money-motivated candidates usually turn off the interviewer
t Focus on the job and what you can bring to fill the job’s demands
t How can you benefit the position?
t Functions
t Responsibilities

t Who

would you work with?
t Who would you report to?
t Avoid smoking and drinking before and during an interview
t Decline alcoholic beverages if going to lunch
t Smoking can leave an odor that many find offensive
t Ask questions!
t This is your interview to them as well
t Is this the position that you want?
t Is this the environment that you want?
t Do your values and goals match?
t Avoid negative body language:
- Frequently touching your mouth
- Faking a cough to think about an answer
- Gnawing on your lip
- Tight or forced smiles
- Folding or crossing your arms
- Slouching
- Avoiding eye contact
t At the conclusion of the interview, ask when a hiring decision 		
is hoped to be made and thank the interviewer for their time and 		
consideration of you as a candidate.
t Restate your interest in the position.

QUESTIONS I HAVE
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
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Step Three I N TER VI EWI NG
AFTER TH E I NTE R V I E W
FOLLOW UP!
t Within

24 hours of the interview, write the interviewer a letter expressing your appreciation for the interview
t Reiterate your interest in the position as well as the organization
t Review your qualifications for the position
t Follow up with any information the employer may have asked you to provide after the interview

THE THANK YOU NOTE
t Thank

you notes can be typed, handwritten, or emailed
t Hard copy versions are more formal and appropriate after an interview
t Handwritten ones are more personal
t Email is appropriate when that has been your primary method of contact with the person you want to thank

WHAT IF I DON’T HEAR BACK?
Before your interview has ended, the interviewer should have let you
know the organization’s procedures moving forward. This
might include:
t From whom notification would come from
t By what means
t Phone
t Email
t Letter
t When you should hear from the organization
If the interviewer did not tell you, and you did not ask, use your
follow-up or thank you letter to ask.

If more than a week has passed beyond the date that you were told
you would be notified, call or email to politely inquire about the status
of the decision. Remember:
t Something

unexpected could have happened at
the organization
t This shows that you are still interested in the organization
t This may prompt the employer to get back on schedule 		
		
with the decision
		

When following up after an interview, be sure to mention:
t The

name of the person who interviewed you
time and place of the interview
t The position you are applying for
t Ask the status of your application
t The

WHAT IF I’M OFFERED A JOB ON THE SPOT?
Some employers will make job offers at the conclusion of the on-site interview. Some will even offer a signing bonus to encourage expedient
acceptance. It is appropriate to ask for time to consider any offer received at the second interview. Usually, the employer would like a response
within several days to three weeks after an offer is extended.
If you decide to accept the offer, contact your future boss by telephone to communicate your decision. It is also a good idea to send a letter
confirming your acceptance.

QUESTIONS I HAVE
___________________________________________________________________________________________________________
___________________________________________________________________________________________________________
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P R E PA R I N G FO R

Interview Q U ES TI O N S

IN THIS SECTION, you will find sample questions that you may encounter during an interview. Preparing to answer these questions ahead of
time can help you feel more confident and collected during the interview process.
THE SOAR MODEL
The SOAR (Situation, Obstacle, Action, Result) Model will help you organize your responses and articulate your skills clearly.
See the example below.

SITUATION
		

Think of a situation in which you were involved that had a positive outcome.

OBSTACLE
		

Describe any obstacles you encountered in the situation.

ACTION
		

Specify what actions you took in this situation to overcome the obstacles and achieve your results.

RESULT
		

Highlight the positive outcomes.

EXAMPLE:
QUESTION: You indicated on your résumé that leadership is one of your strengths. Please describe an experience where you used your
leadership abilities to manage a recent challenge.
SITUATION: During my third year of college, I was elected vice president for educational programs for my student professional association.
The responsibilities of the position included securing speakers for our meetings, advertising the programs to the community, introducing
speakers, and evaluating each program.
OBSTACLE: Attendance to meetings last year had decreased substantially due to the decline in overall club membership. The goal of my
position was to implement programs to address the professional development of our members and to increase attendance by 25 percent
compared to the previous year’s figures.
ACTION: I assembled a team to help with the program design and speaker selection. We developed a survey to assess the members’
professional interests and gather ideas for possible speakers and topics. We had each member complete the survey. Then we randomly
selected members for the focus group interview. I had learned about this research technique in my marketing research class and thought it
would help us identify why attendance had dropped.
RESULT: Based on the information gathered from the surveys and interviews, we selected speakers for the entire year and produced a
brochure describing each program and the featured speaker. Under my leadership, attendance increased 150 percent over the previous year.

QUESTIONS TO ASK THE EMPLOYER
Remember that you are also interviewing the employer during this time. By bringing a list of questions with you, you will show that you are
prepared and interested. A few sample questions for you to ask your interviewer are included below.
t How

would you describe the organization’s
work environment?
t How would you describe your organization’s
management style?
t What other positions or departments will I
interact with the most?
t To whom does this position report?

t How

will my performance be evaluated?
do you like about working here?
t How often are performance reviews given?
Who gives them?
t What characteristics best describe 		
individuals who are successful in
this position?
t What

t Can

you please tell me what the typical
career progression is for this position?
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TO P TEN

Interview Q U ES TI O NS

It’s hard to predict what kind of questions an employer will ask during a job interview, but there are certain questions that seem to be asked over
and over again. Below you’ll find our guide and a chance to practice the top ten most frequently asked questions.
1. Tell me about yourself. Keep it professional, not personal—your relationship status, personal hobbies, and the number of pets you have
will not be important. Instead, focus on your education, related experience, and future career goals.
_______________________________________________________________________________________________________
_______________________________________________________________________________________________
2. Why are you interested in this position? This is a chance for you to show off your company research and relevant skill set by explaining
just why this job at this organization is the perfect fit for you.
_______________________________________________________________________________________________________
_______________________________________________________________________________________________
3. Why do you want to leave your current position (or why did you leave your previous one)? Answers about relocation, wanting to
increase your skill set and responsibilities, or wanting to change careers will go much further than badmouthing your last employer.
_______________________________________________________________________________________________________
_______________________________________________________________________________________________
4. What do you know about our company? This is a great opportunity to show off your research.
_______________________________________________________________________________________________________
_______________________________________________________________________________________________
5. What are your professional strengths and weaknesses? Give multiple strengths and one weakness. Make your weakness a natural
flipside of your strengths and explain how you compensate for that weakness.
_______________________________________________________________________________________________________
_______________________________________________________________________________________________
6. How does your past experience relate to this job? Remember to include not only relevant paid work experience, but also volunteering,
internships, and class projects.
_______________________________________________________________________________________________________
_______________________________________________________________________________________________
7. Tell me about a time when you had to work with a difficult client or customer. How did you make that interaction successful?
Use the SOAR model!
_______________________________________________________________________________________________________
_______________________________________________________________________________________________
8. What type of work environment do you prefer? Don’t give in to the temptation to turn this answer into not-so-subtle hints about why
you disliked your past job. Be positive.
_______________________________________________________________________________________________________
_______________________________________________________________________________________________
9. Why should we hire you? Emphasize your strengths!
_______________________________________________________________________________________________________
_______________________________________________________________________________________________
10. Where do you see yourself in five years? You don’t have to know exactly, but you do have to prove that this position will help
get you there.
_______________________________________________________________________________________________________
_______________________________________________________________________________________________
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Illegal Q U ES TI O N S
ILLEGAL QUESTIONS
By law, there are some questions that cannot be asked during a job interview. These restrictions are in place to protect employers and applicants
from potentially discriminatory practices.
You can review samples of illegal interview questions below.
SUBJECT OF INQUIRY

LEGAL QUESTION

ILLEGAL OR POTENTIALLY ILLEGAL QUESTIONS

Applicant’s Name

First and last names

Maiden name

Civil and
family status

Can applicant meet specified
work hours?

Is applicant single, married, divorced, etc.? Number of children,
childcare arrangements. Is applicant pregnant or does she
contemplate pregnancy?

Address

Current address and length of time
lived at current address

Foreign addresses that would indicate applicant’s national origin
Birthplace of applicant, birthplace of applicant’s spouse, parents’
lineage, ancestry, or nationality

Birthplace
Birthdate

Can be asked after hire

Race or color

What is your age? How old were you when you graduated
from high school?
Any question that would indicate applicant’s race or color

Citizenship

Is applicant a U.S. citizen? If not a U.S.
Country of citizenship if not the U.S. Does applicant intend to
citizen, does applicant have a work-permit
become a U.S. citizen? Citizenship of spouse or parents
visa? Proof of citizenship may be required

Photographs

After hiring, may be required

Any request for applicant’s photograph

Religion

Can applicant meet normal
working schedule?

Religious denomination or customs. Pastor’s recommendation or
reference. Identification of employee’s religious affiliation may
not be made

Arrests and
convictions

Actual convictions that relate reasonably
to ability to perform job

Numbers and kinds of arrests experienced

Education

Academic, professional, or vocational
schools attended. Foreign language
skills, if any

Nationality, race, or religious affiliations of schools attended. Mother
tongue or how foreign-language skills were acquired

Organizations

Is applicant a member of any union,
professional, or trade organization?

Is an applicant a member of any association other than unions,
professional, or trade organization?

Military experience

Has applicant served with the
U.S. Armed Forces?

Type of discharge from U.S. Armed Services. Did the applicant have
military experience with governments other than the United States?

Relatives

Names of relatives already employed by
employer. After hiring, name and address
of person to be notified in an emergency.

Names or addresses of any relatives
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Illegal Q U ES TI O N S
THREE WAYS TO ANSWER ILLEGAL INTERVIEW QUESTIONS
Most interviewers are not out to discriminate against job applicants. Many of the illegal questions that interviewers ask are unintentional—in
fact, if you tactfully point out the question is illegal, the interviewer will likely realize his or her gaffe and retract the question.
The challenge for you is to figure out what to say when faced with an illegal question. You have three basic options:

1

Just answer the question. If
you don’t mind providing the
information, you can respond to the
question and move on to the next one.
Keep in mind, however, that you should
only answer the question if you are truly
comfortable providing the information.

2

Refuse to answer the question.
Inform the interviewer that the
question doesn’t seem to be legal or
relevant to the specific requirements
of the job. Be forewarned, though,
that such a direct response should
be reserved for questions that are
offensive or deeply troubling.

3

Answer the intent behind the
question. This is usually the best
option. It allows you to provide a tactful
answer without sacrificing your rights.
Try to figure out what the interviewer
really wants to know or rephrase the
question into a legal one, and then
answer it.
For example, if the interviewer asks if
you are a U.S. citizen (an illegal question),
a smart answer would be, “If you mean
to ask if I am legally authorized to work
for you, the answer is yes.” This displays
flexibility and composure—strong
job skills.
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WH AT TO

Wear TO A N I N TER VI EW

One of the most important components of a successful interview is looking the part. Proper attire can immediately signal to a future employer
whether or not you would be a good fit for the job.
Appropriate business attire can vary by industry, with conservative colors and full business suits appropriate for finance and sales and creative
industries like marketing or fashion offering a bit more leeway. If in doubt, always opt for the more conservative option. It’s rare for candidates to
get turned down for looking too professional, but common to get rejected for not looking professional enough.
A good guideline is to dress one step above what you would wear on the job. So, if you were applying for a job where workers typically dress in
business casual attire, appropriate interview attire would be business professional.

BUSINESS PROFESSIONAL

BUSINESS CASUAL

CASUAL

(A safe bet for all interviews)

(Less dressy, but still appropriate for
some industries)

(Never appropriate for any job interview)

t Full

business suit and conservative tie
for men
t Pumps, blazer, and slacks or skirted 		
business suit for women
t Dark neutral colors, minimal accessories

t Tucked

t Flip

in button-down shirt, khakis, or
dress pants for men
t Cardigans, blouses, and knee length
skirts or dress pants for women

flops, tennis shoes, sandals, hiking
boots, or athletic socks
t Hoodies
t Jeans (even dark wash) or shorts
t Baggy clothing
t T-shirts, midriff baring tops, sundresses

ADDITIONAL TIPS
MEN: Invest in dark dress socks, decent shoes, and iron your clothes the night before. Wear a belt. Keep your cologne to a minimum and trim
your beard or go for a clean shave.

WOMEN: Clothing that is too revealing can ruin your credibility. Steer clear of heels unless you can confidently walk in them. If your hair is long,
you can wear it up or down, but keep the style neat, conservative, and out of your face.
In addition to what you wear, you can improve your professional impression by turning off electronic devices (including cell phones), spitting out
your gum, and carrying a professional portfolio rather than a backpack or book bag.
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Salary A N D B U D G ETI N G

Negotiating a job offer can be frightening. How do you express your enthusiasm for a position, yet set firm boundaries concerning the salary
and benefits you desire? You need to have complete information to make an informed decision. You should receive information about the salary
and benefits package, including health insurance; pension-plan options; and holiday, vacation, and sick-day policies.
Job applications will often ask for your salary requirements. Sometimes you can use the option of listing something like “flexible” to defer salary
negotiation until after you have received the job offer, but sometimes this isn’t an option. This can be a huge challenge when transitioning from
hourly part-time work to your first salaried full-time job. If you ask for too little, how will you know the compensation you settle for is fair? If you
ask for too much, will an employer that can’t meet those requirements decide not to bother hiring you?

FIRST THINGS FIRST, DECIDE HOW MUCH MONEY YOU NEED.
MONTHLY BUDGET WORKSHEET
Rent
Utilities
Food
Gas/Transportation

Now you know how much you need, the step is to find out what a
reasonable salary is for your field, this is where all of your previous
occupational research sites like O*Net come in handy. There are
also specialty sites like ipfw.edu/cg-glass-door and ipfw.edu/
cg-salary to help you. Then, you’ll have a reasonable range (avoid
giving a solid number) to give if your prospective employer asks.

Car Insurance
Health Insurance
Other Medical Costs
Student Loan Payments
Other Debt
Phone/Internet
Entertainment
Other

What if you’re offered a salary that isn’t enough? You can try to
negotiate for a higher pay rate. Soon after the offer is made is the
best time to negotiate because most employers do not want to start
the whole hiring process over again to find a new candidate now
that they’ve decided you are the right fit.
Throughout the process you want to emphasize how much you
are focused on the requirements of the job and confirm your
qualifications and fit. Also consider other possible perks of the job
such as a flexible schedule, benefits, or tuition assistance.

TOTAL MONTHLY BUDGET
NOTE
If you are asked early in the interview about your salary expectations, the best response is to say, “What would a person with my background
and qualifications typically earn in this position with your company?”
If you are asked the same question late in the interview process, the best response is to say, “I am ready to consider your best offer.”
This is the one time that you do not want to be specific. If you give specifics, you lose—you will either be too low or too high, costing yourself
thousands of dollars or possibly even keeping yourself from getting the job.
If the interviewer presses you for specific numbers, ask, “What is the general salary range for new hires in this position?” If the range is
acceptable, let them know. If only the upper end of the range is acceptable, state that you have been discussing the upper end with other
companies while job searching. If the entire range is simply too low, respond with, “The other companies I am currently speaking with are
considering me at a salary somewhat higher than that range; of course, money is only one factor, and I will be evaluating the overall package.”
Adapted from the Northern Illinois University Career Planning and Placement Center
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Resources
FIND OUT ABOUT CAMPUS OPPORTUNITIES.
IPFW and Career Services provide a wide range
of opportunities and support for job seekers. In
this section, you will discover a variety of campus
resources to help you on your journey, including
support for veterans, returning adults, and students
with disabilities.
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Tips
RETURNING ADULT STUDENTS
ipfw.edu/cwra
260-481-6029

STUDENTS WITH DISABILITIES
ipfw.edu/disabilities
260-481-6657

It can be intimidating to return to school after a long absence.
Returning adult students can face fears of competing with those
who are younger and may be perceived as having a fresher skill
set. Students may also be afraid that employers will think there
is something wrong with them because they did not follow the
traditional path of going to college right out of high school.

Students with disabilities may face some issues during the job
search. Employers may underestimate your abilities, so you may
have to educate them on how, with some accommodation, you can
perform the necessary duties of the job in question.

It’s important to remember the strengths that you bring to the table
as a returning adult student. You may have more work experience
and a greater sense of maturity and professionalism. Little things
can help you avoid age discrimination, such as not listing dates for
educational credentials that were received more than ten years ago
and not listing work experience over ten years old on your résumé.
There are employers out there that will definitely appreciate the life
experience you have to go with your education.

VETERANS
ipfw.edu/military

260-481-0517

Former members of the military who enter the workforce can face
additional challenges.
The first is understanding the difference between applying for
government jobs, which may require very lengthy résumés with a
lot of information, to a more traditional and brief résumé. Another
challenge is translating military job titles and lingo into civilian
language. A big help to veterans can be understanding and
articulating the transferable skills that they bring to the table. Your
future job, for example, may have nothing to do with training people
in munitions, but it may require training of other employees.

LGBTQ STUDENTS
ipfw.edu/resource-center

If your disability is invisible and wouldn’t be apparent during your
interview, another question may be when, or if, you should disclose
your disability to your employer. The best decision may be to wait
until after you are hired or at least get a job offer so that you can
be assured that you are the employer’s top candidate for that job
before disclosing that information.

STUDENTS OF COLOR
ipfw.edu/odma
260-481-6608
Although minority participation in the professional workforce
has increased exponentially over recent years, students may still
experience some anxiety during the job search.
Certain fields such as STEM areas (science, technology,
engineering, and mathematics) still lack significant participation
by people of color. Networking, mentoring, and gaining preprofessional experience are important for all students, but especially
those from underrepresented groups. Having allies, friends, and
mentors in your field of choice can increase your bicultural skills
and bring support when things get tough.

260-481-6397

Basic federal level protections on workplace discrimination against lesbian, gay, bisexual, transgender, and questioning (LGBTQ) individuals still
do not exist. Twenty-nine states do have anti-discrimination laws to protect LGBTQ individuals, but Indiana is not one of them.
Indiana does, however, extend discrimination protection to state employees. Therefore, it’s very important for LGBTQ jobseekers to be aware of
individual employer and company policies. Good company research can reveal things like domestic partner benefits and lesbian, gay, bisexual,
and transgender interest groups and resources that can reveal a LGBTQ friendly workplace.
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Services

OFFICE OF DIVERSITY AND MULTICULTURAL AFFAIRS (ODMA) ipfw.edu/odma, 260-481-6608
The Office of Diversity and Multicultural Affairs develops and enhances personal and academic successes of students by preparing them to
excel in a diverse world. Our office collaborates with campus and community partners to create and sustain a living, learning, and working
community that is sensitive, inclusive, and responsive to diversity and the advancement of student and institutional success. Career Services
collaborates with the Office of Diversity and Multicultural Affairs in various capacities to assist its participants in the job marketplace as well
as connecting with potential employers.

COOPERATIVE EDUCATION (OACS) ipfw.edu/oacs, 260-481-5471
The Co-op Education program gives you the opportunity to see how classroom theory relates to actual employment situations while you
remain an IPFW student. You will earn a competitive wage and your co-op experience may earn academic credit. You can alternate semesters
of full-time study with full-time employment or you can work part-time while attending IPFW.
The university offers many options for cooperative education experiences. Regular co-op positions, work-study internships, and practicum
positions are available, and many departments offer laboratory or teaching assistantships. Check with your department for these opportunities.

MASTODON ADVISING CENTER (MAC) ipfw.edu/mac, 260-481-6595
The Mastodon Advising Center (MAC) fosters personal development and informed decision making by encouraging students to explore,
evaluate, and identify their academic and career goals. The mission of IPFW academic advising is to provide comprehensive and professional
advising to all IPFW students with attention to the range of student needs that can be addressed by informing and mentoring students in their
academic careers, to the diversity of the IPFW student body, and to the goals of higher education.

OFFICE OF INTERNATIONAL EDUCATION ipfw.edu/iss, 260-481-6034
The Office of International Education serves as the initial contact for international students and scholars coming to IPFW in F-1 international
student status and exchange visitors in J-1 status. The office is a point of reference for international students on campus. The emphasis is on
creating a welcoming environment that, in turn, builds trust and fosters personal and intellectual growth that you can take back to your home
country. The office also promotes cross-cultural awareness and seeks to build mutual respect by providing a venue for cultural, educational,
and social events for students, faculty, and the community-at-large.

SERVICES FOR STUDENTS WITH DISABILITIES (SSD) ipfw.edu/disabilities, 260-481-6657
The purpose of our office is to ensure the accessibility of university programs and services to eligible students. We work closely with the
university community to develop and coordinate the implementation of appropriate accommodations for disabilities. Accommodations, also
called support services, are individually determined based on disability-specific need and may include modified testing environments, sign
language interpreters, and assistance obtaining books in audio format.

IPFW ALUMNI RELATIONS ipfw.edu/alumni, 260-481-6807
More than 50,000 degrees have been awarded by Indiana University–Purdue University Fort Wayne since it opened at its current location in
1964. Approximately 75 percent of those graduates have remained in Indiana to help build a strong workforce and economic base.
Membership in your IPFW Alumni Association is an easy way for you to express your loyalty. Dues provide funding to various programs and
services the association offers, as well as for scholarships, local alumni clubs, and schools and colleges. Those who join the IPFW Alumni
Association also get to enjoy many benefits, including invitations to special events, scholarships, career planning, fitness center discounts,
trip discounts, and IPFW spirit items, as well as membership in the alumni association of their main campus.
Each graduate, former student, current student, and friend of IPFW has a lifelong connection to the university.
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LET US HELP YOU ON YOUR JOURNEY.
We hope you have found the Career Guide
helpful on your journey toward a
successful, rewarding career. We
encourage you to look back on
this guide often and see how
your goals or interests may

One of the 5th largest trucking companies in Fort Wayne is hiring
Transportation Brokers.
We offer Unlimited Earning Potential, Strong Advancement,
Competitive Compensation, Paid Vacations/Holidays, Incentive
Programs, Health/Dental/Vision and Matching 401K.

change over the course of your
time at IPFW and beyond.
Don’t forget to stop by or make
an appointment with Career
Services to discuss your goals
with a career counselor. We can
help you make sense of the job
search, prepare for interviews, or

14-05-1519-P

get in touch with networking and
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exploration opportunities.

Transportation Brokers are responsible for selling transportation
services by developing relationships with new and existing
customers, as well as monitoring shipments in transit and
communicating status to the customer.
Successful candidates will be Self Motivated, Goal Orientated,
Dependable, Proficient in Negotiation as well as Problem Solving
Skills.
Strong Organizational Skills with the ability to handle Multiple Tasks
simultaneously and Resilient and Comfortable in a cold calling
environment.
www.buchananhauling.com
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