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Career Services Overview 

Who are we?  
The mission of Career Services is to provide Columbia Southern University students and alumni with 

resources to assist in the achievement of their career related goals.  Our division helps students:  

• Develop greater self-understanding in relationship to work goals  

• Expand awareness of various career opportunities and labor market information  

• Foster effective job search practices both online and in person  

• Produce unique, articulate, professional correspondences  
  

What do we do?  
• Career by major exploration/research  

• Work values assessments  

• Labor market investigation  

• Resume/cv/cover letter review   

• Job search strategies/techniques 

• Interview tips/practice  

• Networking advice   

• Online job database (CareerQuest) 

 

How can we be contacted?  
 

Our services are open to students and graduates and include personal career counseling via email and phone. 

Appointments are made through CareerQuest, our online career management platform.  

• Phone: (800) 977-8449 ext. 6551  

• Email:  careerservices@columbiasouthern.edu  

• LinkedIn:   Columbia Southern University Career Services  

• Facebook:  Columbia Southern University Career Center  

Office hours are 8:00 a.m. - 5:00 p.m. CST Monday through Thursday, 8:00 a.m. - 3:00 p.m. CST Friday.  

 

Make an Online Appointment via CareerQuest  
 

Work one-on-one with a career counselor.  You may schedule an appointment via CareerQuest, the CSU 

Career Services online career management platform that contains job boards, employer profiles, self-

assessments and more!  

• CareerQuest can be accessed via the myCSU student portal under “Featured Services Career 

Services”.  All appointments are held in Central Standard Time (CST).  Trouble signing in? Contact 

Career Services at (800) 977-8449 ext. 6551 for assistance.  

*We ask that you allow 2-3 business days for all correspondences to be reviewed and returned.*  

Career Services is neither a placement office nor a resume writing service. Career Services 

provides general information and support to students and alumni to assist in the 

achievement of career related goals. 

https://www.linkedin.com/groups?mostRecent=&gid=4507104&trk=my_groups-tile-flipgrp
https://www.linkedin.com/groups?mostRecent=&gid=4507104&trk=my_groups-tile-flipgrp
https://www.linkedin.com/groups?mostRecent=&gid=4507104&trk=my_groups-tile-flipgrp
https://www.facebook.com/groups/1529784700632849/
https://www.facebook.com/groups/1529784700632849/
https://www.facebook.com/groups/1529784700632849/
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Getting Familiar with CareerQuest 

 
The CareerQuest online career management platform provides occupational guidance assessments, career 
exploration, professional industry research, employer outreach, company profiles and thousands of national 
and international job postings.  As an added bonus, CSU Career Services counselors have included specific 
resources with YOU in mind! 

 

 

 

 
Career Services can be reached by phone at 1‐800-977-8449 ext. 6551.  Our office hours are  
8:00 a.m. – 5:00 p.m. CST Monday through Thursday and 8:00 a.m. – 3:00 p.m. CST Friday. 

  

How to access CareerQuest through the Student Portal 
1. Log into the myCSU Student Portal. 
2. Locate Featured Services (right bottom corner of the page). Click on the Career Services link. 
3. The CareerQuest link is found throughout the page. 

How to search for jobs 
Click the Jobs tab in the left-side navigation bar of the home page.  There are two search options: 
CareerQuest Jobs and Extended Job Search. 
 

➢ CareerQuest Jobs – Job database consisting of employers who have contacted 
 Columbia Southern University directly for potential hires. 
 

➢ Extended Job Search – A nationwide database of employers posting jobs continuously in 
all fields.  This database is extensive and allows you to search by location, job titles, 
companies and more.  

How to upload your resume 
Click the “Documents” tab on the left-side navigation bar of the home page.  There are two 
options: Approved or Resume Builder.   
 Approved – Upload your existing resume and cover letter for each unique position by
 selecting the Add New tab. 
 Resume Builder –Use the resume builder to create a first draft resume if you do not have 
 one. 

Work one-on-one with a career counselor 
You may schedule an appointment via CareerQuest, the CSU Career Services online career 
management platform containing job boards, employer profiles, self-assessments and more! 
 Log into CareerQuest and select Request a Counseling Appointment on the right-side 
 navigation bar.  Select the type of appointment and a date/time that works best for you.  
 All appointments are held in Central Standard Time (CST). 
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Choosing a Major and a Career 
 

 

 

 
Career Development Process 

• Career planning is a lifelong process and we’d like to suggest four steps that are designed to help you 

both now and with your future career plans.   

• As you begin the steps, you will find questions to consider, resources to help and results we hope you 

will recognize before moving on. 

• You might use these steps just once; you might use them many times.  This process does not happen 

overnight and Career Services is here to help. 

 

 

 
 

Self-Discovery

Investigation/Exploration

Decision Making/

Goal Setting

Implementation

Did you know the same services that the CSU 

Career Services department offers at no cost to 

you would be anywhere between $500 to $3,000 

at a professional career counseling service? 
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Self-Discovery 
 

Let’s face it, getting to know yourself can take you a long way!  Whether you are new to college and the job 

market, a transitioning veteran, or are a mid-career professional, it is important to know what you like and do 

not like within the world of work.   By better understanding your unique skills and values, you can better align 

yourself with the best possible career choices. Your 

interests, skills and values play an important role in 

choosing and finding fulfillment in a career, and there are 

many tools out there to help you figure out how your true 

“self” relates to the work you enjoy.   

Resources 

➢ Speak to a career counselor who is trained to help 

 you in this journey of discovery 

➢ Take a career assessment to discover your interests, 

 values, strengths and personality type 
➢ Try some of these assessment tools and resources 

 to help you figure things out  

Web Resources: 

➢ My Next Move 
 

➢ America’s Career InfoNet Skills Finder 

 

➢ Big 5 Personality Test 

 

➢ Holland Codes Career Assessment 

 

➢ Humanmetrics: Myers-Briggs Type Indicator 

Books: 

➢ What Color is Your Parachute?  
 By Richard N. Bolles 
 
➢ Strengths Finder 2.0 

 By Tom Rath 
 
➢ You Majored In What? 

 By Katherine Brooks 

Start by asking yourself the  

following questions: 

 
➢ What am I good at?  What 

examples do I have of this? 

 
➢ What motivates me? 

 
➢ What am I passionate about?  How 

could this passion reflect my 

potential major or career? 

 
➢ What activities do I want to try in 

the future? 

 
➢ What would my friends and family 

say I am good at? 

 
➢ What would my previous 

employers or teachers say I am 

good at? 

 
➢ What are my greatest strengths? 

Weaknesses? 

 
➢ What do I value? How would these 

values reflect my potential major 

or career? 

 
➢ What are my life goals? Career 

goals? Personal goals? 

 
➢ What are other factors that might 

influence my major and career 

choices? 

 
➢ What are the educational and 

training requirements to consider? 

https://www.mynextmove.org/
https://www.careerinfonet.org/skills/default.aspx?nodeid=20
http://www.outofservice.com/bigfive/
https://www.123test.com/holland-codes-career-tests/
http://www.humanmetrics.com/cgi-win/jtypes2.asp
https://www.amazon.com/What-Color-Your-Parachute-2018/dp/039957963X/ref=sr_1_1?ie=UTF8&qid=1506005629&sr=8-1&keywords=what+color+is+your+parachute
https://www.amazon.com/StrengthsFinder-2-0-Tom-Rath/dp/159562015X/ref=sr_1_1?s=books&ie=UTF8&qid=1506005804&sr=1-1&keywords=strength+finder+2.0
https://www.amazon.com/You-Majored-What-Designing-College/dp/0452296005/ref=sr_1_1?s=books&ie=UTF8&qid=1506005868&sr=1-1&keywords=you+majored+in+what%3F
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Investigation and Exploration 
 

Ask yourself the following questions: 
1. Which career path seems the best fit for me? 

2. What are some job titles I would like to have? 

3. Who are the top employers in this possible field? 

4. What are my short-term, intermediate and long term goals? 

5. What are the steps I need to take to achieve my goal? 

6. What is my target day for achieving the next step in my career goals? 

 
Analyze and integrate the information from the previous steps into the world of work.  Identify viable career 
options and establish goals to create a plan, giving a sense of purpose and direction to your career 
development process. 

 

•Explore occupations and industries

•Find out about qualifications, education and other requirements

•Gain knowledge and insight you can use in an interview

•Obtain salary and job outlook information

•Decide if a career or employer is a good fit

Researching employers and career paths can help you:

•Visit career research websites like bls.gov or online.onetcenter.org

•Watch career videos at acinet.org

•Conduct information interviews and connect with CSU alumni via LinkedIn

•Contact Career Services to speak to a dedicated counselor who has substantial 
resources for you

How do you start?

•Determine 3 geographical areas of interest

•Create a list of 5-10 organizations which you are most interested in working

•Spend most of your time researching the list of organizations and actively trying 
to network and develop contacts within the organization

How can you narrow the field of potential employers?

Did you know the Walt Disney Company owns ABC television network 

and the Walt Disney Internet Group, which includes ESPN.com?  You 

may be talking to a subsidiary of a much larger organization and not 

realize it. 

http://www.bls.gov/
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Is Graduate School for Me? 
 
Deciding on Graduate School 
Embarking on graduate school exploration takes time 
and research.  

 
How Do I Choose? 
➢ Discuss degree options with a career counselor, 

 research programs on the internet and use your 

 personal network to identify programs in your 

 chosen field 

➢ Check program ratings 

➢ Talk to graduate admissions counselors from 

 individual departments 

➢ Investigate financial aid and scholarships 

 

How Do I Apply? 

➢ Follow the rules; be thorough, accurate and timely 

➢ Begin early.  Many deadlines occur early in the 

 academic year 

➢ Be prepared to write a personal statement 

➢ Arrange for letters of recommendation 

➢ Prepare for a personal interview 

 
Sample questions to ask during the graduate 
school admissions process: 
➢ What do you consider the greatest strength of this 

 program?  Of this profession? 

➢ What makes a student successful in your program? 

➢ What future changes do you see in this profession? 

➢ This is what I know about your program….can you tell 

 me more? 

➢ Where are recent alumni employed?  What do most 

 students do after graduation? 

➢ What types of financial aid are offered?  What 

 criteria  are used for choosing recipients? 

➢ Are there any scholarships or fellowships available? 

 How do I apply? 

➢ Are there teaching opportunities, such as teaching 

 assistantships or adjunct positions? 

➢ Do most students publish an article or present a 

 paper before graduation? 

 

Reflections 

 
Why Go? 
➢ You may be driven by intellectual 

curiosity 

➢ It is a requirement of your chosen 

profession 

➢ You believe an advanced degree will 

help you achieve a better entry-level 

job or provide advancement in a 

current position 

Consider the Following… 
➢ Are you realistic about the 

commitment in time, effort and 

resources? 

➢ Will this degree actually lead you to 

where you want to be professionally? 

➢ How will you finance the degree? 

➢ Have you researched entry 

requirements? 

➢ Have you considered conducting an 

information interview of professionals 

who have completed the degree 

program of interest? 

Who Gets In? 
➢ Graduate schools look for the people 

they feel will have the best chance of 

succeeding in their program 

➢ Faculty referrals are very valuable 

➢ Academic excellence, related work 

experience, volunteer activities and 

involvement beyond the classroom  

is important to graduate admissions 

committees 
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When Your Major Is Not  
a Road Map to a Career 

 

 
 
O*Net: Your Career Compass 
 
O*Net, the Occupational Information Network, is a unique, comprehensive database of worker 
competencies, job requirements, resources and more!  As the replacement for the Dictionary of Occupational 
Titles (DOT), O*Net is the nation's primary source of occupational information.  With O*Net, you can: 
 

➢ Research occupational tasks, desired knowledge, skills and abilities, and personality traits based on 
profession 

➢ Discover valuable labor market information, such as starting and median salary ranges and projected 
job growth rates 

➢ Understand military to civilian transition, including related occupations and transferrable skills 
 
 
 
 

 

Put Your Degree in Perspective 
 
You may not have a roadmap to a specific career or job title, but you are up to the challenge of figuring 
out what you want next!  Without a roadmap, you can head off in many interesting directions.  However, 
you can do anything you want once you have determined your skills and interests.  Before you begin 
exploring career options, ask yourself some questions about what is important to you when it comes to 
work and to life in general and researched career paths. 
 

➢ How will your career choice compliment other aspects of your personality? 

➢ What role will career play in your life? 

➢ What kind of things intrigue you about working? 

➢ What strengths and talents do you want to use in your career? 

➢ Are there things you definitely do not want to do? 

Did you know it is sometimes your responsibility to 

enlighten an employer that you are a qualified candidate?  

The trick here is to get beyond job titles and preferred 

majors.  Instead, focus on qualifications and skills. 

https://www.onetonline.org/
https://www.onetonline.org/
https://www.onetonline.org/
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Careers for the Public Good 
 

Steps to find employment for public good: 

1. Do not limit yourself to the big players. You already 

      know about the United Way, Red Cross and the   

      Sierra Club.  There are many small nonprofit  

      organizations that may be hiring in your area but  

      are not as well known. 

 

2. Define your interests. Are you interested in the 

 environment, public health, research or   

      international relations?  The more specific you are, 

 the more successful you will be in finding 

 organizations that may be right for you. 

 

3. Showcase your skills. The more you stand out as a 

 person with a variety of valuable skills, the more 

 competitive you will be.  Do you have web 

 development skills? Are you a good writer?  Can you 

 organize a group of people? 

 
Gain Relevant Experience Through Volunteering 

Volunteer work, whether in addition to a current job or an activity in between jobs, shows an employer that 

you are willing to try new experiences, be involved in your community and generally demonstrate a 

willingness to take initiative and make things happen.   

Step 1. Identify what experience or knowledge you want to gain 

Step 2.  Identify organizations seeking to use the knowledge, skills or abilities you seek to increase 

Step 3.  Determine how much time to you can devote to volunteering, for how long and  

what hours/days   

Step 4.  Utilize your network to meet organizational contacts and leverage opportunities 

Is a Nonprofit a Good Fit For You? 
 
Nonprofit organizations differ from for-
profit companies in that making profit is not 
their bottom-line.  That does not mean they 
do not raise money, pay well, or generate 
revenue; however, the money they raise is 
primarily used to forward the organizational 
mission.  Nonprofit organizations can be 
human service providers, environmental 
groups, professional associations, political 
activist organizations and educational 
institutions, just to name a few. 
 
Do some research.  There is probably one 
out there doing work you feel strongly 
about and would like to be a part of. 
Where do you start?  There are thousands 
of nonprofit organizations to choose from, 
so knowing where to begin can be a 
challenge.  Check out the following 
resources to learn more about careers with 
a nonprofit: 
 
➢ Idealist.org 

➢ NonprofitJobs.org 

➢ 211.org 

 

 

Did you know the vast majority of nonprofit organizations 

have paid, full-time staff from all kinds of academic 

backgrounds?  From management, volunteer 

coordination, writing, accounting, marketing and more. 

You could likely find a place to use your talents and social 

awareness in a career with a nonprofit organization. 

https://www.idealist.org/en/?sort=relevance&type=ALL
http://nonprofit-jobs.org/
https://www.unitedway.org/our-impact/featured-programs/2-1-1
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Employment with the  
Federal Government 

 

 

Navigating USAJOBS.gov 
The federal government wants to hire you! Many federal agencies are looking to hire right now.  Here’s how 
you can learn more: 
 
USAJOBS.gov is the official jobsite for the federal government.  You can search USAJOBS.gov to find 
thousands of available federal jobs, and use our search tools to narrow your results down to find your perfect 
job.  Focus your search on jobs that best match your interests and for which you are likely to be qualified. 
 

Conducting your job search 
➢ Go to USAJOBS.gov 

➢ Enter a keyword, or job category, and location 

➢ Click the Search button to see your results 

➢ Use the More Filters tab located on the right side of the search results page to refine your search 

even further 

➢ Click on the position title to see the full job announcement 

 

•Hiring in the federal government is decentralized with each agency hiring 
independently.  By law, all government agencies must post vacancies to outside 
applicants on the Office of Personnel Management (OPM) website - usajobs.gov.

Where Can I Find These Jobs?

•The application process for government positions can be very lengthy, and 
applications procedures somewhat confusing.  Carefully follow all instructions 
posted in the job description, and be very thorough in demonstrating relevant 
knowledge, skills and abilities.

How Do I Apply?

•The United States government runs the public sector whereas private 
individuals or companies run the private sector.  Many jobs have similar 
qualifications but benefits and job security can differ.

How do Public and Private Sectors Differ?

Federal, state, county and city 
governments have all kinds of great 
jobs - everything from occupational 

safety to accounting.

https://www.usajobs.gov/
https://www.usajobs.gov/
https://www.usajobs.gov/
https://hru.gov/Studio_Recruitment/Studio_Recruitment.aspx
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Communication Essentials 
 

Using the Phone 
 

 
 
 
 
 
 
 

 

Effective Emailing 
 
 
 
 
 
 
 
 
 
 
 
 

 

Overall Tips 
 
 
 
 
 
 
 

➢ Do not take a cell phone call when with another person – it is RUDE.  This is especially 
true during an interview, site visit or other professional event. 

➢ When leaving a voice mail or message, speak slowly and clearly so your message is easy 
to understand.  Keep the message short.  Leave your name, phone number and the 
purpose for the call to ensure a callback. 

➢ Return calls the day they are received.  If for some reason you cannot call back the 
same day, call within 24 hours. 

 

➢ Don’t use an unprofessional email address (ex: poobear007@gmail.com). The recipient 
could delete the message thinking it is spam. 

➢ Always include a meaningful subject line that makes it clear what will be covered in the 
message such as “Confirming Friday Interview” or “CSU Freshman Seeking Career 
Information.” 

➢ Always include your full name and contact information in each email. 
➢ Remember that there is no guarantee that an email is private. 
➢ When replying to a message, always include the previous message. Keeping the thread 

of the discussion together will help both you and your contact to follow the course of 
your email discussion. 

➢ Always re-read and spell check every email before you hit send. 

➢ Every time you communicate with an employer, be as professional as possible. 
➢ Always use correct grammar when speaking or writing. 
➢ Even if email is your preferred way of communicating, check with your contacts to see 

what their preferred contact method is so you can communicate with them most 
effectively. 

Good communication means saying just enough - don't say too little or talk too much. 

Try to convey your message in as few words as possible. Say what you want clearly and 

directly, whether you're speaking to someone in person, on the phone or via email. 
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The Internet Job Search 

 
Social Media Resources 
Join the Career Services LinkedIn Group or the Career Services Facebook Group and network with fellow 

students, alumni and the Career Services team.  Fostering relationships with common background is a great 

way to get your foot in the door to a potential job opportunity.  

 

Our Favorite Links 
➢ Work It Daily 

➢ The Wall Street Journal  

➢ Mind Tools 

➢ O*Net  

➢ Careers.org  

➢ Live Career 

➢ LinkedIn  

➢ Indeed 

➢ Career Builder  

➢ Twitter  

➢ Jibber Jobber  

➢ After College  

➢ LinkUp  

➢ Simply Hired 

➢ Bureau of Labor Statistics 

➢ Career Services LinkedIn Group 

➢ Career Services Facebook Group  

Identify local, national and 
international companies and job 
listings around the clock

Locate and copy files of employer 
literature

Exchange messages with 
professionals in your field

Locate unusual or difficult-to-find 
career information

Vast, sometimes unwieldy amounts of 
career and job search information

Privacy issues related to posting your 
resume online

Over-utilizing the internet while 
under-utilizing other resources, such 
as networking and career services

The disappearance or relocation of 
useful career sites without notice

https://www.linkedin.com/groups/Columbia-Southern-University-Career-Services-4507104/about
https://www.facebook.com/groups/1529784700632849/
https://www.workitdaily.com/
http://online.wsj.com/public/page/news-career-jobs.html?mod=WSJ_topnav_careers_main
https://www.mindtools.com/
http://www.onetonline.org/
http://www.careers.org/
https://www.livecareer.com/
http://www.linkedin.com/
http://www.indeed.com/
https://www.careerbuilder.com/?siteid=ppcm_brand_k9f6Wml2&utm_campaign=Brand_Core-T1_Exact&utm_content=k9f6Wml2_pcrid_77103268885655_pkw_careerbuilder_pmt_be_pdv_c&utm_medium=cpc&utm_source=bing&utm_term=careerbuilder
http://twitter.com/
http://www.jibberjobber.com/
http://www.aftercollege.com/
http://www.linkup.com/
https://www.simplyhired.com/
http://www.bls.gov/
https://www.linkedin.com/groups/4507104
https://www.facebook.com/groups/1529784700632849/
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Job Search Strategies 
 

Taking risks can broaden your vision of the future….. 

➢ Get to know faculty outside the classroom 

➢ Learn about faculty research and faculty interests 

➢ Take a tour of the company you are interested in 

➢ Volunteer at a company you like if they cannot afford to hire you at this time 

➢ Experiment with electives and study abroad programs 

 

No one is interested in a desperate job seeker.  You must look more like a great potential colleague and an 

asset the company cannot live without.  It is your job to understand your top dream companies’ needs, then 

develop your skills and place yourself in situations where you can demonstrate your abilities. 

 

Informational Interviewing 
An informational interview is an informal conversation with someone working in an area that interests 

you and who will give you information and advice.  It is an effective research tool in addition to reading 

books, exploring the internet and examining job descriptions.  It is not a job interview, and the objective 

is not to find job openings. 

 

Benefits of Informational Interviewing 

 

• Get firsthand, relevant information about the realities of working within a particular field, industry or 

position.  This kind of information is not always available online or in print. 

• Find out about career paths you did not know existed. 

• Get tips about how to prepare for, and enter, a given career. 

• Learn what it’s like to work at a specific organization. 

• Gain knowledge that can help you in writing your resume, interviewing and more. 

• Initiate a professional relationship and expand your network of contacts in a specific career field. 

• Meet people who may forward job leads to you in the future. 

 

 

 

Did you know CareerQuest can provide all your career strategy needs?  

Be sure to keep your profile up-to-date with current GPA, major and 

graduation date information.  Please be sure to include a professional 

email address now that you are job seeking. 
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Informational Interviewing Overview 
 
Informational interviews are not typically planned around a specific job opening or opportunity; rather, they 
are a chance for a student or jobseeker to learn about an industry, its corporate culture and to get advice on 
their career from someone who has walked a similar professional path to help them decide if it might be the 
right fit.  

 

Three Steps to a Perfect Informational Interview  
 

1.  Warm Up - People love to talk about themselves, so when you first sit down, let them!  Get the 
conversation going by asking your contact something about his or her experiences thus far—something he or 
she knows all about.  Some good places to begin:  
 •  How did you get your start in this field?  

 •  What’s it like working at your company?  

 •  What projects are you working on right now?  

 •  What’s your opinion on [exciting development in the industry]?  
 

 

2.  Get What You Want - After you have made some general conversation, it is time to move on to what you 
came for: the advice you cannot get anywhere else.  Before the meeting, think through the insider 
information you want to learn from this person.  What information are you seeking?  Is there something you 
can learn from the person that would be difficult for you to learn on your own?  Depending on where you are 
in the job search process, adjust your questions accordingly.  Ask questions like:  
 •  How did you choose this company or position over others in your field?  

 •  What is the most rewarding thing about working in this industry?  The most challenging?  
 •  My background is in _____________.  How do you think I can best leverage my previous 
                   experience in this field?  

 

 

3.  Tap Into Their Network - As you are wrapping up the meeting, you should ask for recommendations for 
two or three more people who would be good to talk to as you continue networking.  The key here is to make 
your request as specific as possible.  This might be counterintuitive, but it actually makes it easier for your 
contact to think of someone when you say: 
 •  Could you recommend a couple more people for me to speak with to learn more about 
       opportunities in this field?  

 •  Is there anyone else you would recommend that I speak with?  

 

Did you know you should also be prepared to chat about yourself, your experiences and your 

career goals in an informational interview?  Remember, this meeting is not just a time to ask for 

advice and learn from your contact’s experiences—it is also a chance to make an impression.  
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Networking Works 
 

If 80% of the best jobs aren’t advertised, then how can you find them? 

Networking is the key! 
When you hear the word “networking,” do you feel uncomfortable?  Many students associate networking 

with bothering and imposing, or they don’t want to involve people they know in their job search.  The good 

news is the more you network, the more confident you’ll be and the process will become part of your 

comfort zone.  And here is a new flash: most people are delighted to assist you and will go to great lengths 

to be of help. 

LinkedIn 

Connect with more than 40,000 CSU students and alumni by 

visiting the CSU LinkedIn page.  Prior to reaching out, be sure 

your profile is professional and conveys a positive message of 

educational and career readiness.  Use the below resources 

found within the myCSU student portal/Career Services to 

help sharpen your LinkedIn marketing skills: 

➢ How to Network on LinkedIn   

➢ LinkedIn Top 10 Online Job Hunting Tips 

  

Did you know networking events are meant 

as jumping-off points for relationship building?  

If you can't be yourself, you’ll be starting off 

these new relationships with a lie.  Don’t try to 

be the person you think others want to meet.  

Be genuine.  The people you connect with when 

you are authentic are the ones you’ll want to 

stay in touch with. 

Eight Sources to Start Your Network 
1. Family, friends, neighbors 

2. Presentations and events where employers will be there and be interested in talking to you 

3. Former co-workers as they migrate to other companies 

4. Classmates and professors 

5. Professional student groups and associations 

6. Volunteering and attending community events to let people see you in action 

7. LinkedIn 

8. Career Services counselors and the CareerQuest database 

Four Quick Networking Tips 
 
1. Be the consummate professional 

and make a good impression quickly.  

Be brief and to the point about what 

you are hoping to achieve from the 

conversation. 

2. Try to get a referral name or some 

other method of contact or follow-

up to allow you to develop the 

relationship further. Also, if you say 

you will follow up, be sure to do it 

within 24-48 hours. 

3. Be gracious.  Send a thank you note 

or express gratitude for the 

networking assistance. 

4. Keep records and stay organized and 

focused.  An Excel spreadsheet 

works nicely. 

https://www.linkedin.com/school/80682/
https://mycsu.columbiasouthern.edu/media/NetworkingHowtoNetworkonLinkedIn.pdf
https://mycsu.columbiasouthern.edu/media/NetworkingLinkedInTop10OnlineJobHuntingTips.pdf
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Your Online Identity 
 

What does your online reputation say about you as a job candidate? 

 

Don’t get burned!  Follow these steps to avoid negative consequences to your online postings. 

 
Use your online reputation in a positive way! 

 

 

Google your name and check your social networking profiles to see what the online world is saying 
about you.  Like it or not, employers are turning to the internet and social networking sites as a way of 
screening candidates.  Many employers will use these sites to look for insight into who you are and 
search for red flags that may prevent them from hiring you. Questionable material, comments, or 
photos may all influence their decision on whether or not to bring you in for an interview. 

➢ Investigate:  try searching your name in quotation marks. 

➢ Secure social networking accounts: remove compromising or questionable material. 

➢ Email:  do not use the same email address on social networking sites as you use for career-

related correspondence. 

➢ Privacy Settings:  restrict access to trusted friends if you feel it necessary to allow others access 

to private information. 

➢ Consult an attorney:  only in extreme situations. 

 

➢ Consider being more proactive in building your own professional identity. 

➢ Are you looking for a career as a sales representative for Rossignol?  Post a video of you 

participating in a downhill skiing competition. 

➢ Start an insightful blog or create a page describing your professional and personal goals. 

➢ Get found!  Increase your page rank on Google by linking to multiple sites and prepare your 

pages for search engines. 

➢ Consider purchasing your domain name from a reputable registrar. 

Did you know that a survey using ExecuNet found that 77% of 

recruiters use search engines to learn more about candidates? Out 

of those employers, 35% have eliminated a candidate from 

consideration based on the information discovered online. 
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Dress to Impress 
 

You know the old saying about never getting a second  

chance to make a good first impression?  

It is absolutely true! 

Maybe your first encounter will be in an informal setting, but you are still front and center and need to play 

the part. You might be the best candidate for the job in terms of skills and abilities, but the employer is 

looking for someone who can fill the professional role and assimilate to company culture. The whole working 

world doesn’t revolve around dark conservative suits. Research the industry you are interested in and adapt 

your style to suit that model. 

 

Traditional/Business Careers - like human 
resources, accounting, finance, corporate 
or management positions, you will want a 
conservative look that conveys 
competence and authority.  The classic suit 
in black, grey, navy or taupe works nicely in 
this situation.  

Shirts and blouses do not have to be white, 
but should be a neutral color to 
compliment the suit.  Keep ties and jewelry 
understated.

Technical Careers - in areas like 
occupational safety and health, 
engineering, information technology and 
sciences, a clean sharp look that coveys 
knowledge, innovation and efficiency is 
important.  Suits shoud be conservative in 
subtle colors with complimenting shirts, 
blouses and accessories.  

Coordinated separates can also work.

People-Focused Careers - jobs such as 
counseling, teaching, sales and social work 
require an image projecting expertise, but 
also approachability.  

Conservative suits or dresses with a jacket 
can work effectively.

Creative Careers - more opportunity for 
expression of personal style can be found 
in careers in advertising, art, design and 
entertainment.  This does not mean you 
can dress completely free spirited - a well-
cut suit, dress, jacket and slacks are still 
appropriate.  

Select something to wear that expresses 
creativity, innovation and competence.

What to Wear 
to Make a 
Good First 
Impression
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Defining “Business Casual” 
 
Business casual attire is appropriate for social events, job shadowing, informational interviews 
and other more casual encounters. 
 
It would be great if all students showed up to a job interview dressed in a suit, but there may be occasions 
where a suit might make you overdressed.  When in doubt, ask!  Either the employer hosting the event or 
your career counselor can give you guidance on what to wear.  Always err on the side of caution and dress 
professionally.  No ripped jeans, no sweat shirts, no graphic shirts and no flip-flops.  Follow the rules below, 
which work for everyone, and consider them when you are deciding what to wear.  Some gender-neutral, 
business causal options include:  
 

➢ Khakis or casual cotton pants 

➢ Dress shoes or loafers 

➢ Low heels 

➢ Subtle print silk or cotton shirts 

➢ Button down shirts 

➢ Sweaters 

➢ Blazers or casual jackets 

 

Some Rules Work for Everyone

Hair should be clean, well cut and 
groomed.  Simple classic styles are best.

No visible tattoos or body peircings.

No strong perfume, after-shave, or 
breath mints.

Women: avoid trendy clothing such as 
short skirts, low neck lines or extreme 

prints that do not project an image 
appropriate for a professional meeting.

Men: avoid baggy pants, wrinkled or un-
tucked shirts and athletic shoes.

Crisp, clean, well pressed 
clothing is a must.
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Writing a Winning Resume 
 

What is a resume for anyway? 
You want your resume to catch the attention of an employer and make the reader interested in talking to 
you.  Employers receive many resumes and usually spend only seconds skimming them.  Make your 
important information easy for them to see: 
 

➢ Use bullets rather than writing in paragraphs 

➢ Be as articulate as possible about your skills and qualifications 

➢ Use headings to clearly organize your content 

 

There is no such things as a “one size fits all” resume.  If you are considering a variety of career options 
and/or are applying for many different kinds of positions, customize each resume you submit.  It is important 
to tailor your resume to the particular position as much as possible.  Remember to incorporate the language 
from the actual job description into your headings and to use bulleted accomplishment oriented statements. 

 
Remember, a resume is not a comprehensive list of all that you have done.  It should only highlight your 
talents, as they relate to the specific job description, and intrigue the reader to want to learn more about you 
as a candidate, thus increasing your odds of landing the interview. 
 

General formatting rules you should always remember: 
➢ Be consistent with format throughout the document. 

➢ Use the same line spacing, font, font size, margins, headers, and punctuation. 

➢ One-inch margins (all the way around) are standard for resume. 

➢ If your resume is longer than one page, your name should appear on each page. 

➢ Avoid italics and underlining.  Electronic scanners that are used by many employers do not  

read italics and underlined words.  Instead, use all caps and bold type to make your important  

work and phrases stand out. 

➢ Choose a font that is easy to read (Arial, Times New Roman, Garamond, Tahoma or Calibri). 

➢ The contact information on your cover letter and resume should be identical.  It is best to use  

14-16-point font for your name and 12-point font for your contact information. 

➢ Use no less than 11-points for smaller fonts; larger fonts can easily be read at 10-points. 

➢ Do not use templates or resume programs to create your resume.  Anyone who spends time looking 

at many resumes can easily spot those created with a resume generator. 

➢ Remove the words “Phone” and “Email” as it is not necessary to identify these. 

➢ Only list one phone number.  Choose the one that is the best number to reach you. 

➢ When listing your professional experience, follow the same format for each position.  List the 

company name, your job title, city and state, and dates of employment. 

➢ Remember to incorporate language from the actual job description into your headings and bulleted 

accomplishment statements whenever you can. 

➢ Use past-tense verbs when describing your experiences from the past. 

➢ Do not use “I” and other personal pronouns.  Personal pronouns are suitable for the cover letter. 
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Summary of Qualifications 
 

What is a Summary of Qualifications?  Employers no longer want to know what you are looking for; instead, 
they are concerned with how you can benefit their company.  Use a summary of qualifications to highlight 
what you offer that is in line with what the employer wants in a candidate.  

 

The summary of qualifications section highlights accomplishments and unique qualifications that set you 
apart from other applicants as they relate to the position of interest and the needs of the employer. 

 
How do I create a Summary of Qualifications?  

1. List 3 to 5 highlights or measurable results you have achieved that are sought by the potential 

employer and would improve your resumes marketability.  

2. Use 3-5 bulleted highlights written in the form of accomplishment statements. 

3. Create bullets that begin with the same action verbs listed in the job description.  

4. Be sure to include quantifying information (#/%/$) to help quantify any statements made. 

5. Finalize the summary of qualification bullet by indicating the goal, outcome, benefit or result. 

 Example:  Over 3 years’ experience working in a human resources/healthcare administration 
 environment.  Skilled in developing innovative policies and procedures for hospitals, insurance 
 agencies and non-profit organizations.  
 

How do I tailor a Summary of Qualifications? 
• Ensure each bullet highlights a unique qualification, not a required job duty. 

• Use the same action verbs as the job description. 

• Include quantifying information to indicate measurable information. 

• Include any keywords or job requirements listed in the job description that you exhibit.  

• The experience section must back numbers up (example: Listing 20 years of human resources 

experience when the resume only goes back 5 years). 

• Create your summary of qualifications after you have written your resume.  

• Check the effectiveness of your summary of qualifications by asking if every item listed is relevant to 
the job target.  

• Remember this is your sales pitch - what makes you the best candidate for the position? 

 

Additional Resources: 
 
How to Find Accomplishments to List on Your Resume 
INFOGRAPHIC: How to Write a Qualifications Summary 
How to Tailor Your Resume and Get More Interviews 

Did you know the Summary of Qualifications portion of the resume consists of a 

few brief statements describing why you are the perfect candidate for the job? 

https://www.pongoresume.com/blogPosts/656/resume-tips-how-to-write-a-summary-of-qualifications.cfm
https://www.monster.com/career-advice/article/resume-accomplishments-examples
https://www.themuse.com/advice/185-powerful-verbs-that-will-make-your-resume-awesome
http://www.careerealism.com/quantify-experience-numbers/#b3vHMy8V11MkltYG.99
http://www.secretsofthejobhunt.com/how-to-find-accomplishments-to-list-on-your-resume/
https://resumegenius.com/how-to-write-a-resume/qualifications-summary-writing-guide#infographic-how-to-write-a-qualifications-summary
http://www.quintcareers.com/resume-tailoring/
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Power Words/Action Verbs 
 
Rather than using a passive approach when describing your experiences and abilities, you should incorporate 
power words, a.k.a. action verbs.  The words below are just an example of power words that can effectively 
communicate your experiences.

Accommodated  
Accomplished  
Acquired  
Advanced  
Advised  
Aided  
Analyzed  
Appointed  
Approved  
Assisted  
Attended  
Authored  
Briefed  
Broadened  
Budgeted  
Built  
Chaired  
Clarified  
Collaborated  
Coached  
Communicated  
Conceptualized  
Coordinated  
Customized  
Defined  
Delegated  
Demonstrated  
Developed  
Devised  
Directed  
Drafted  
Edited  
Educated  
Encouraged  
Enhanced  
Ensured  
Established  
Evaluated  

Executed  
Expanded  
Facilitated  
Finalized  
Formulated  
Gathered  
Generated  
Grossed  
Guided  
Headed  
Hired  
Hosted  
Identified  
Implemented  
Improved  
Increased  
Initiated  
Instructed  
Integrated  
Investigated  
Launched  
Led  
Maintained  
Managed  
Marketed  
Modified  
Monitored  
Motivated  
Negotiated  
Orchestrated  
Organized  
Overhauled  
Planned  
Prepared  
Presented  
Prevented  
Processed  
Produced  

Programmed  
Projected  
Promoted  
Proposed  
Questioned  
Received  
Reconciled  
Reduced  
Reevaluated  
Reformed  
Refined  
Reorganized  
Represented  
Researched  
Resolved  
Restructured  
Revamped  
Revised  
Scheduled  
Screened  
Served  
Shaped  
Simplified  
Solved  
Spearheaded  
Streamlined  
Strengthened  
Structured  
Suggested  
Supervised  
Supported  
Systematized  
Taught  
Tested  
Tracked  
Trained  
Updated  
Utilized 

Did you know when describing your skills, qualifications and job duties in your resume or cover letter, 

it is imperative to utilize power words?  Power words can be used to highlight transferrable skills.  

Transferrable skills are those abilities you have developed throughout your professional and 

educational experience that can transfer to your new job. 



 

Highlighting Transferrable Skills  
 
What are Transferrable Skills and Why Are they Important? 
 
Transferrable skills are simply skills that are developed in one situation that can be transferred to a different 
situation.  Sometimes, they are referred to as soft skills, but are still necessary for effective performance. 
As a new graduate or career changer, transferrable skills help show how past experience can contribute to 
future value. 

 
Understanding Transferrable Skills 
 

Even if you think that your work experience isn’t relevant to the position you’re applying for, chances are 
you’ve learned skills that would be useful and applicable in almost any work setting.  For example, your 
involvement in extracurricular activities, volunteer work and work experience while in college demonstrates 
that you are able to manage your time effectively and balance multiple tasks at once. 

 
Identifying Transferrable Skills 
 

How do you begin identifying transferrable skills?  Here is a short list of them.  Although there are many other 
skills that are not on this list, you may use this as a guide when you are writing your resume. 

 

Example of Transferable Skills: 
 
 Delegate responsibility     Motivate others 
 Attend to visual detail      Assess and evaluate own work 
 Assess and evaluate others’ work    Deal with obstacles and crises 
 Multi-task       Manage time 
 Keep records       Handle complaints 
 Research       Build or construct 
 Manage finances      Speak a foreign language (specify) 
 Train or teach others     Utilize computer software (specify) 
 Resolve conflicts     Team player 
 Follow-through      Planning 
 Assign       Initiate 
 Supervise      Explain 
 Present       Persuade 
 

Did you know a resume is NOT a list of everything you have ever done?  Let the 

job description guide you in what to include on your resume and what to leave 

out.  Employers are interested in what you have done recently, so include 

activities and experiences that you have had since you have been in college. Do 

not include high school education or activities. 
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Developing Accomplishment 
Statements 
 
Employers are interested in more than the tasks you performed on a particular job.  They want to know about 
accomplishments, outcomes and results. 
 

Duties and Responsibilities Accomplishments 

Was responsible for sales in UT and ID Increased sales in UT by 57% in 3 months, despite a 
reduction in sales force. 

Saved money on corporate benefits Researched long-term disability insurance and 
found a package saving the company $7,000 
annually. 

What Makes Up a Good Accomplishment Statement? 

A good accomplishment statement should contain:  
➢ An action verb describing what you did rather than listing your basic job duties. 

➢ The scope of your activities (size of unit managed, size of budget managed, or a number of personnel 

affected).  Quantitative data (#, %, $) is a plus. 

➢ The results of your activities, which can be:  

o outcomes given in measurements such as, numbers/percent, amount of money, or value-

added for customers. 

o and/ or specific skills you gained or demonstrated in that experience. 

How do you write it? 
 

1. Start with an action word 

2. Indicate what the action was and quantify 

3. Tell the result, outcome, goal, purpose or benefit 

 

Step 1: Action Word Step 2: Who/What/How 
Many 

Step 3: Why? Result, 
Outcome, Goal, Purpose, 

Benefit 
Designed and implemented a training program for sales staff 

of 35 
which clarified procedures and 

increased competency. 
Produced a set of reports for the accounting department in accordance with the new SBA 

guidelines. 

 

Did you know the accomplishments you choose to highlight on your resume are the linchpin to a 

great resume?  You will not only need to be aware of your job skills and transferable skills, and the 

requirements of the employer, but you need to be able to identify the best examples of where you 

demonstrated that skill or accomplishment. 
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Categories of Resume Information 
 

CONTACT INFORMATION or HEADER 

 
SUMMARY OF QUALIFICATIONS 

 

EDUCATION 

EXPERIENCE 

➢ Make sure your email address is professional, excluding slang or inappropriate language. 

➢ The summary of qualifications section highlights 3-5 accomplishments and unique 
qualifications that set you apart from other applicants as they relate to the position of 
interest and the needs of the employer.  

 
How do I tailor a Summary of Qualifications? 

➢ Ensure each bullet highlights a unique qualification, not a required job duty. 
➢ Use the same action verbs as the job description. 
➢ Include quantifying information to indicate measurable information. 
➢ Include any keywords or job requirements listed in the job description that you exhibit. 
➢ The experience section must back numbers up (example: Listing 20 years of human 

resources experience when the resume only goes back 5 years). 
➢ Create your summary of qualifications after you have written your resume. 
➢ Check the effectiveness of your summary of qualifications by asking if every item listed is 

relevant to the job target. 
➢ Remember: this is your sales pitch - what makes you the best candidate for the position? 

➢  Do not list high school or colleges attended where no degree was earned.   

➢  Be sure to include the name and location of the school, type of degree with 

concentration, GPA and graduation date.   

➢  If you have recently graduated or are close to graduation, consider listing your 

educational accomplishments before your employment history.   

➢ It is acceptable to list courses taken if they are relevant to the position for which you are 

applying. 

➢ Aside from your paid job history be sure to include any type of volunteer experience or 

internships that can add emphasis to your skill set. 

➢ Include your job title, employer, city, state, and dates of employment. 
➢ Provide details of your accomplishments using action verbs to describe your skills. 

➢ Quantify your experiences when possible. Do not list basic job duties. 

➢ Using bulleted points will help your strengths, skills, and accomplishments to stand out. 
➢ Remember to use the present tense for your current job and the past tense for past jobs. 
➢ Limit bullets to 3-7 points. You will be able to expound upon your experiences during 

the interview. 
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Resume Checklist 

 
Creating or updating your resume may seem like a lot of work, but it is likely to pay off in the end. 
Regardless of how much time you spend editing and re-editing your resume, it is important not to lose 
focus of the overall purpose of a resume—to attract the attention of a potential employer.  Follow these 
tips to ensure that you stay on target:  
 

15 Second Review—did you know that most hiring managers only spend about fifteen seconds reviewing a 
candidate’s resume? Ask yourself these questions:  

➢ Can the employer easily spot my top 3 qualifications?  

➢ Can the employer quickly tell that I meet their basic requirements?  

➢ Have I incorporated relevant key words from their job description?  

➢ Is my education history clear and concise?  

➢ Is my professional experience clear and concise?  

 

Resume Format—the resume should be in a simple format.  Using fancy borders and templates will not 
impress the employer as much as the actual words on the page will.  Eliminate distractions by asking yourself:  

➢ Is my name in 14-16 point font?  

➢ Do I have too many details?  Limit your bullet points to 3-7 descriptions per section.  Bullet points 

should be no more than two lines each.  

➢ Is the body of my resume in 10-12 point font?  

➢ If my resume is multiple pages, do I have my name and page number on each subsequent page?  

➢ Have I used white space efficiently? *Note: use 1” to .5” margins.  

➢ Have I listed my education and experience in reverse chronological order?  

 

Content—the resume should not be a comprehensive list of everything that you have ever done in your life.  In 
fact, most professionals will make several career changes throughout their lifetime.  Simplify your resume by 
tailoring it to fit your target career.  

Contact information  

➢ Have I listed my full name, permanent address, professional email address and best contact phone 

number?  

Summary of qualifications  

➢ Does my summary focus on what I can do for the company (not what they can do for me)?  

➢ Have I incorporated key skills from the job post into this section?  

Education  

➢ Have I included my most recent education, even if the degree is still in progress?  If so, have I listed 

my expected graduation date?  

➢ Have I used the official name of the degree, including concentrations and/or majors?  

➢ Have I included my GPA if it is over 3.50?  

Professional experience  

➢ Have I described my job functions with past tense verbs?  Only your current position should have 

verbs in the present tense.  

➢ Are the job functions described relevant to the new position for which I am applying?    
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Resume Types 
 

Once you’ve decided what type of format will work best for you, it is time to start writing.  Begin by making a 
list of your skills, work experience, honors, awards, certifications, activities, internships, etc.  Include anything 
you think an employer might want to know.  Once you have created this mega-resume, it will be easier to 
customize each resume for each employer and include only relevant information.  
 
 

 

 

• Lists, describes and provides dates for each job and educational experience separately  
in reverse chronological order (most recent first)

•Many employers prefer this style

•Works best for those who have progressed in titles and have a good work history

Chronological Resume

•Highlights your skills sets and how they qualify you for the desired position while de-
emphasizing employers and dates

•Works well for those with limmited education, significant employment gaps, lack of 
work experiece or experience in a different field 

•The functional format can be used by both recent grads and career changers

Functional Resume

•Combines both detailed work history and skills

•Usually includes a skills summary or highlight section near the top of your resume

Combination Resume

•ASCII stands for  "American Standard Code for Information Interchange" and is often 
referred to as a "plain text resume"

•ASCII resumes should not contain tabs, bullets, italics, special fonts, lines, graphics or 
any type of formatting styles

•Presenting a resume in ASCII format allows viewability within any type of word 
processing software

Electronic (ASCII) Resume

Did you know an employer will only spend a few 

seconds scanning a resume to see if the candidate is 

qualified?  Be sure to utilize the format to your 

advantage, ensuring the most important information is 

easy to identify and makes an impact. 
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The Curriculum Vitae (CV) 
 

When is a CV appropriate? 

 

What is the difference between a resume and a CV? 

 

Resume

Length: 1 to 2 pages

Purpose: to obtain 
employment or an 

interview

Content is a summary 
of 

experience/education

CV

Length:  as long as 
necessary; no page 

limit

Purpose: to detail 
range in background 
and qualifications; 

multiple uses

Content is a broad 
listing of academic, 

experiential and 
educational 
background

A CV should only be used when specifically requested.  This might occur in the following instances:  
o Applications for admission to graduate or professional schools  
o Independent consulting in a variety of settings  
o Providing information related to professional activities (e.g.: applications for 

professional memberships and leadership positions, and presentations at professional 
conferences)  

o Proposals for fellowships or grants  
o Applications for positions in academia, including: 

• School administration (e.g.: principals, superintendents, deans of 
schools)  

• Institutional research and consulting  

• Higher education positions in teaching, research or academic affairs 

Resume 
• Concise introduction of your experiences and skills as they relate to a particular position 
• Headers are static, usually to emphasize skills and experiences most relevant to the work 

CV 

• Broad biographical statement emphasizing your professional qualifications and activities 

• Significant freedom to choose the headings and categories for your information and strengths are 
reflected in their arrangement 
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Chronological Resume Example 
O.S.H. Jobseeker 

21982 University Lane * Orange Beach, AL 36561  

251-981-3771 * oshjobseeker@columbiasouthern.edu 

Summary of Qualifications 

• More than 3 years safety inspection experience.  Skilled in building comprehensive safety programs, 

developing ergonomics presentations and conducting site audits. 

• Able to analyze workplaces to identify occupational hazards, formulate solutions and develop  

team-based approaches to minimize on-the-job injury. 

• Knowledgeable of OSHA policies and standards.  Familiar with common violations of OSHA standards, 

analysis of workplace compliance and OSHA enforcement procedures. 

Education and Memberships 

Columbia Southern University       Orange Beach, AL 
Bachelors of Science, Occupational Safety and Health    December 2017 
 
Related Coursework – Accident Investigation, Risk Management, OSHA Standards, Toxicology 
 
American Society of Safety Engineers (ASSE), Member    May 2015 - Present 

 

Experience 

Bayshore Industries        Orange Beach, AL 

Field Safety Associate        May 2014-Present 

• Inspect and evaluate workplace environments, equipment and practices to ensure compliance with 

safety standards and government regulations. 

• Recommend measures to help protect workers from potentially hazardous work methods, processes 

and materials. 

• Conduct audits at hazardous industrial sites and participate in hazardous waste site investigations.  

Saved company more than $500,000 by identifying potential hazards. 

• Investigate health-related complaints and inspect facilities to ensure compliance with public health 

legislation and regulations. 

• Assist in governmental reviews, internal corporate evaluations and assessments of the overall 

effectiveness of facility and personnel safety processes. 

• Train over 10 new-hire safety professionals and other organization members in OSHA rules and 

procedures. 

 
Magnolia Property Associates       Mobile, AL 
Security Administration       June 2011-March 2014 

• Monitored and authorized entrance and departure of employees, visitors and other persons to guard 

against theft and maintain security of premises. 

• Wrote reports of daily activities and irregularities, such as equipment and property damage, theft, 

presence of unauthorized persons and unusual occurrences. 

• Called police and fire departments in cases of emergency or presence of unauthorized persons. 
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Functional Resume Example 
Business Administration Job Seeker 

21982 University Lane           251-981-3771 
Orange Beach, AL 36561      bajobseeker@columbiasouthern.edu 

Summary of Qualifications 

• More than 2 years of business-to-business marketing experience.  Skilled in developing creative and 

innovative marketing efforts for retail, real estate, and non-profit organizations. 

• Conceptualized marketing plan for retail, commercial, medical and industrial real estate markets, 

which increased company revenue by $35,000 dollars in 6 months. 

• More than 18 hours of applied learning in internet marketing, consumer behavior, marketing 

research, advertising, strategic marketing and direct marketing. 

 

Education 

Columbia Southern University       Orange Beach, AL 
Bachelors of Science, Business Administration     December 2019 (tentative) 
Marketing Concentration       3.8 GPA 
 

Skills and Qualifications 

Leadership 
Selected by campus administration to participate among top students in a leadership program including: 

• Leadership Training Day: Trained in leadership and success skills via an introspective and interactive 

training session. 

• Speaker Events: Participated in seminars led by celebrities and best-selling authors on topics such as 

leadership, time management and goal setting. 

• Participated in peer-based leadership development team.  Experience in setting and achieving goals, 

receiving coaching, coaching others and holding others accountable to commitments. 

Marketing 

• Created unique fundraising campaigns that resulted in a 15% increase for a city-wide United Way 

fundraising drive. 

• Wrote press releases on new product introduction for XYZ Online Bakery, resulting in products being 

featured in the Wall Street Journal and the Chicago Tribune. 

• Launched promotional activities intended to educate the public on the organization’s missions and 

goals. 

Communication 

• Corresponded with professionals in the marketing field to arrange guest speakers and created 

networking opportunities for community members. 

• Researched construction, philanthropy and marketing strategies for business-to-business start-ups. 

 

Employment and Memberships 

• National Society of Leadership and Success (NSLS), Member  May 2017 – Present 

• Smith Realty Corporation, Administrative Assistant   April 2014 – Present 

• United Way, Volunteer Member     June 2011– June 2016 
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Combination Resume Example 
C.J. Jobseeker 
21982 University Lane * Orange Beach, AL 36561 * 251-981-3771 * cjjobseeker@columbiasouthern.edu 

Related Skills 

Training and Development  Quality Assurance  Termination and Appeals 
Process Documentation   Employee Relations  Account Management 
Criminology    Judicial Process   Criminal Law 
Criminal Investigation   Constitutional Law  Criminal Justice Administration 
 

Education and Memberships 

 
Columbia Southern University      Orange Beach, AL 
Bachelors of Science, Criminal Justice Administration   December 2017 
 
American Criminal Justice Association (ACJA), Member   May 2016 – Present 

 

Relevant Experience 

 

Gulf Side Condominiums       Orange Beach, AL 

Graveyard Shift Supervisor      March 2014-Present 

• Plan, direct and coordinate security activities to safeguard company assets, employees, guests and others 

on company property.  Reclaimed more than $35,000 in lost merchandise. 

• Develop, implement, manage and evaluate policies and methods to protect personnel against harassment, 

threats or violence. 

• Respond to medical emergencies, bomb threats, fire alarms and intrusion alarms; follow emergency 

response procedures.  Monitor and ensure a sound, ethical environment. 

• Conduct and assist in governmental reviews, internal corporate evaluations and assessments of the overall 

effectiveness of facility and personnel security processes. 

• Train 10 security professionals and other organization members in security rules and procedures. 

 
Law Clerk        Foley, AL 
Volunteer         January – May 2014 

• Researched laws, court decisions documents, opinions, briefs and other information related to cases 

before court. 

• Drafted and proof read judicial opinions, decisions and citations. 

• Reviewed complaints, petitions, motions and pleadings that were filed to determine issues involved. 

• Attended court sessions to hear oral arguments and recorded necessary case information. 

 

Work History 

Server, Mary Jane Café       April 2016 – Present 

Volunteer, United Way       January 2015- Present 

Climbing Instructor, Girl Scouts of America    Summers, 2012-2015 

TJ Maxx, Retail Clerk       May 2011 – December 2013 
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ASCII/Plain Text Resume Example 
 
SUMMARY OF QUALIFICATIONS 

More than 3 years safety inspection experience.  Skilled in building comprehensive safety programs, developing 
ergonomics presentations and conducting site audits. 

Able to analyze workplaces to identify occupational hazards, formulate solutions, and develop team-based approaches 
to minimize on-the-job injury. 

Knowledgeable of OSHA policies and standards.  Familiar with common violations of OSHA standards, analysis of 
workplace compliance and OSHA enforcement procedures. 

 

EDUCATION AND MEMBERSHIPS 

Columbia Southern University, Orange Beach, AL 

Bachelors of Science, Occupational Safety and Health, December 2017 

American Society of Safety Engineers (ASSE), Member, May 2015 

 

EXPERIENCE 

Bayshore Industries 
Orange Beach, AL 
Field Safety Associate 
March 2014-Present 

Inspect and evaluate workplace environments, equipment and practices to ensure compliance with safety standards and 
government regulations. 

Recommend measures to help protect workers from potentially hazardous work methods, processes or materials. 

Conduct audits at hazardous industrial sites and participate in hazardous waste site investigations.  Saved company 
more than $500,000 by identifying potential hazards 

Investigate health-related complaints and inspected facilities to ensure compliance with public health legislation and 
regulations. 

Conduct and assist in governmental reviews, internal corporate evaluations and assessments of the overall effectiveness 
of facility and personnel safety processes. 

Train over 10 new-hire safety professionals and other organization members in OSHA rules and procedures. 

 

Magnolia Property Associates 
Mobile, AL 
Security Administration 
June 2011-March 2014 

Monitored and authorized entrance and departure of employees, visitors, and other persons to guard against theft and 
maintain security of premises. 

Wrote reports of daily activities and irregularities, such as equipment and property damage, theft, presence of 
unauthorized persons and unusual occurrences. 

Called police and fire departments in cases of emergency or presence of unauthorized persons. 

Answered alarms and investigated disturbances. Circulated among visitors and patrons to preserve order and protect 
property. 
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Dos and Don’ts of Resume Writing 
 

DO 

 

DON’T 

➢ Do elaborate on your experiences by using bulleted points.  Each bullet should be no more 

than one or two lines and you may use 3-7 points to describe duties and accomplishments.  

➢ Quantify the evidence of your past success with numbers and percentages whenever possible. 

➢ Do tailor your summary of qualifications to each position for which you are applying.  The 

summary of qualifications should be 3-5 concise statements focusing on your unique 

knowledge, skills and abilities as they relate to the unique position. 

➢ Do use present tense verbs when describing your present position and past tense verbs when 

describing past jobs. 

➢ Do keep your resume to one page.  If you have extensive work history, then two pages is 

acceptable. Don’t sell yourself short and leave out any important information just to cut it 

down to one page. Be sure to highlight your most relevant skills and accomplishments on the 

first page. Remember to put your name and page number on subsequent pages. 

➢ Do include a cover letter.  You should always include a cover letter with your resume.  A cover 

letter should address a specific individual if possible.  Avoid form cover letters that are sent for 

every job.  Your cover letter should reflect upon the knowledge you have and how you can 

meet the needs of your prospective employer.  

➢ Don’t just list your job duties.  Use accomplishment statements and action verbs to describe 

your skills, responsibilities and accomplishments in short phrases.  Order by importance with the 

most relevant information first (reverse-chronological order is preferred). 

➢ Don’t use a template to create your resume.  Blank Word documents offer more flexibility with 

space usage and formatting than a resume template.  Keep the formatting consistent. 

➢ Don’t use personal pronouns (I, me, my, his, her, their) to describe your responsibilities.  Also, 

omit personal information such as your age, gender, marital status and religious preference. 

➢ Don’t repeat the same information throughout your resume.  Once you have stated the data, it 

should not be repeated; you want to keep your reader interested. 

➢ Don't date yourself.  If your degree is more than ten years old, list the degree only and do not 

include your graduation date.  It is not necessary to list other schools attended if you did not 

obtain a degree or certification.  Consider leaving off any work experience dating back more 

than 10 years.  Your goal is to list the most recent and relevant experience. 

➢ Don’t lie.  Be thorough and honest about all of your experiences. All information should be true 

and accurate; it’s not worth it to stretch the truth. Any false information could come back to 

haunt you, which could result in losing your job and having problems finding a new one. 

➢ Don’t be afraid to ask for help. Your resume and cover letter should be free of grammatical and 

typographical errors.  You may send in your resume for a career services counselor to review 

before sending it out to potential employers.  
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Writing Effective Cover Letters 
 

The Overview 
 
A strong cover letter can be as important as the resume when conducting an effective job search.  Your 
resume will state the facts, but the cover letter should create interest in the resume and bring your 
qualifications to life. 
 

Is a cover letter necessary? 
 

➢ It is always a good idea to include a cover letter with your resume.  Not providing a cover letter with 
your resume, even when submitting online, is passing up an opportunity to sell your skills. 

➢ A cover letter allows you to direct the reader’s attention to aspects of your resume that are most 
relevant, demonstrate your knowledge of the company you are writing to and explain any part of 
your work history that may need clarification. 

➢ Refer to any prior contacts if applicable, including who mentioned the job to you. 

 

How do I write a cover letter? 
 

Research 
➢ The first step in writing an effective cover letter is to research the prospective employer so that you 

are able to match your abilities and values to those of the organization.  You will be better able to 
explain why you are the best fit for the job by doing your homework.  This may also allow you to find 
the name of the hiring individual to whom you should address your letter. 

➢ Research departmental goals and values.  How do yours match their needs? 
➢ Analyze your past qualifications and match these to the job description.  It is best practice to tailor 

your cover letter to each position for which you are applying. 
 

Put pen to paper 
➢ Refrain from using “I” and other personal pronouns as much as possible.  Otherwise, it appears that 

you are not focusing on the employer’s needs.  
➢ Make your letter more user-centered to really grab their attention and entice them to keep reading. 
➢ Identify how you are qualified for the position and match your experiences to the job description. 
➢ Be more specific in how your abilities match the needs of the department by showing some 

commonality. 
➢ Use the cover letter as an opportunity to sell yourself on how you are the best candidate. 
➢ Review all of the requirements of the position and tell them how you will do, or have done, what they 

are asking for. 
 

Review 
➢ Take the time to tailor your cover letter to each position that you apply for.  It is worth it!  

➢ Remember to send documents in PDF format, or print on resume paper.  

➢ Signing your name on the bottom is not necessary, but can be a way to make it personal and further 
show that you have taken the time to tailor the cover letter.  

➢ Keep in mind that every piece of communication with a prospective employer should be treated as 
formal communication— even emails. 

➢ It is a good idea to practice your business communication when emailing representatives from CSU 
because we want to make sure you’re always putting your best foot forward. 
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Cover Letter Tips by Paragraph 
 

First Paragraph 
➢ State the position you are applying for and show interest and enthusiasm. 
➢ If there is a specific opening, mention how you heard about the opportunity. 

 

Second Paragraph 
➢ The body of your letter is your opportunity to elaborate on your qualifications and experience. 
➢ Be specific in how your abilities match the needs of the employer. 
➢ Try to use similar terminology as contained in the job description. 
➢ Explain why you are interested in working for this employer. 
➢ Point out your specific qualifications, education and experiences as they relate DIRECTLY to the job 

posting. 
 

Last Paragraph 
➢ Your last paragraph should contain a request for further contact or an interview. 
➢ Pave the way for an interview by making a suggestion to facilitate an immediate reply. 
➢ Reiterate your phone number and email address, even if it is already stated on the top of your cover 

letter in the header section. 

 

Catch Phrases for Effective Cover Letters 
➢ Please accept this letter as my application for the position of... 
➢  I learned of this opportunity from... 

➢ I am very interested in pursuing this exceptional opportunity. 
➢ My keen interest in this position stems from... 
➢ I believe the combination of my education and experiences 
 have prepared me... 
➢ As indicated by my resume... 
➢ Beyond my enthusiasm for this opening, I offer all the 
 essential elements it requires, such as...  
➢ I firmly believe my experience, education and background 
 would enable me to make a significant contribution. 
➢ My interest and knowledge in this area were further 
 enhanced by... 
➢ My particular area of effectiveness is... 
➢ Although I have found my current position to be 
 professionally rewarding... 
➢ My professional experiences are supplemented by......   
➢ Let me thank you in advance for your consideration. 
➢ I look forward with enthusiasm to an opportunity for an 
 interview.  

Did you know the cover letter should be no longer than ½ to 1 page long? 

PRO-TIP: Answer the “6 W’s” 
Follow the employer’s instructions and 
answer the “6 W’s": 
 

➢ What position are you applying 
for? 

➢ Where did you hear about the 
position? 

➢ Who are you, in terms of your 
education and experience? 

➢ Why are you interested? 
➢ Why should the employer 

consider you for the position? 

➢ Where may you be contacted 

(phone/email)? 
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Cover Letter Example 
Business Administration Job Seeker 

21982 University Lane           251-981-3771 
Orange Beach, AL 36561      bajobseeker@columbiasouthern.edu 

 
Month/day/year 

 
Dear Mr. /Ms. Manager: (particular person) (greeting and colon followed by one space)  
 
Introductory Paragraph: This paragraph should indicate why you are writing, and should include the position 
or type of work for which you are applying.  This paragraph should also mention where you learned about the 
hiring organization.  If you have had a specific conversation with a person at the company, please provide 
specific dates and include this personal reference as it could attract more attention.   
 
Middle Paragraph (s): The body of your cover letter (one or two paragraphs) should be your sales pitch.  In 
the body, you will explain why you are interested in the position and how your qualifications make you a 
good fit for the position.  Emphasize experiences, education or achievements that match the job description.  
You should also use this section to showcase that you are knowledgeable of the company’s needs and the 
position.  
 
Closing Paragraph: This paragraph should be short and to the point.  In this paragraph, you should indicate a 
course of action.  If you are seeking an interview, ask for one!  Using an active approach in closing your cover 
letter places you in the position to initiate contact with the employer.  Be sure to thank the employer for his 
or her time and consideration.  Always include your contact phone number and email address in the closing 
(entire body of the letter should be single spaced, left justified, and have one space between each 
paragraph).  
 
Sincerely, (“Sincerely” is the most appropriate closing, followed by 3 spaces)  
 Your full name (Typed name followed by 1-2 spaces)  
 Enclosure (If forwarding your resume, references, etc.) 

Example Body of Cover Letter 
I am writing to express my interest in your Human Resources Specialist position.  I discovered the opportunity on your 
company website and would greatly value the opportunity to work and grow with HR Specialists, Co.  I have a strong 
desire and natural talent to develop the best possible employment solutions in a fast growing, family-oriented 
environment.  
 
My educational background and work experience has helped me to acquire the skills necessary to perform the duties of 
this position.  My degree in Business Administration with a concentration in Human Resource Management, has given 
me a strong understanding of the HR field.  Additionally, my involvement with staff training, combined with significant 
recruiting, networking and interviewing experience has enabled me to develop strong leadership and communication 
skills.  I have enclosed my resume, which provides more information on my qualifications.  
 
I am confident that my expertise in the area will prove to be an asset to HR Specialists, Co.  I would very much enjoy the 
opportunity to interview with you and discuss my qualifications in further detail.  Thank you in advance for your time 
and consideration.  For questions, comments or to schedule an interview, please contact me at 251-981-3771 or via 
email at bajobseeker@columbiasouthern.edu.  I look forward to hearing from you soon.   
 
Sincerely, 
BA Jobseeker 
Enclosure: Resume 
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Cover Letter Dos and Don’ts 
 

Do 

 

DON’T 

➢ Do use a high quality paper that matches your resume if not sending electronically.  
➢ Do tailor your cover letter for each position you are applying for.  You should never use a 

blanket form cover letter.  Each letter should be customized to the information contained in 
the job posting and address what you can do for the company.  

➢ Do your research.  Try to find out the name of the hiring manager and address your letter 
directly to them.  Be sure to spell their name correctly and address them with the correct title. 
This also allows you to gather some background knowledge of the company to better tailor 
your letter.  

➢ Do make reference to how you heard about the job for which you are applying.  Be specific 
about how you heard about the position, dropping a name if you were referred by someone.  

➢ Do tell the employer what you can do to meet their needs and contribute to the company. 
Provide specific examples to illustrate your qualifications without exaggerating your 
accomplishments.  

➢ Do check for spelling, grammar and punctuation errors.  Ask your family and friends to 
proofread your letter to make sure you have not missed anything.  You cannot always rely on 
spellcheck.  

➢ Do keep your letter to one page with three to four paragraphs.  Your goal is to demonstrate 
your most marketable qualifications in such a way that you entice the reader to read your 
resume and schedule an interview.  

 

➢ Don’t send a resume without a cover letter.  Most people reason to believe that employers do 
not read cover letters, but how do you know?  It is always best to include one to at least 
demonstrate your writing ability.  

➢ Don’t waste your time repeating the same information on your resume.  Your cover letter 
should highlight those areas that are relevant to the position and why you are the most 
qualified candidate to fill it.  

➢ Don’t use the same cover letter for every position to which you apply.  Create a custom letter 
for each position to make it more personalized. Include a line that reveals your knowledge of 
the company and the fact that you took the time to do your homework.  

➢ Don’t mention salary requirements unless requested by the employer.  You don’t want to be 
looked over for asking for too much or too little. 

The cover letter is a great way to emphasize your strengths and skills in 

a way that grabs the attention of a potential employer and increases 

your chances of securing an interview.  Consider the cover letter to serve 

as your “sales pitch.” 
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Preparing to Interview 
 

What is the purpose of an interview? 

 

Top 10 Interviewing Tips 
 

1. Do your homework.  Research the company and the interviewer(s).  The company’s website is a good 
place to start collecting the necessary information to fine-tune your responses.  
 

2. Practice, practice, practice.  The best indicator of future success is past performance.  To best prepare 
for an interview, practice behavioral-based interviewing.  Behavior-based interviewing assumes your 
past experiences are a good indication of your future performance.  The employer will attempt to 
assess your skills and behaviors based on stories you tell in order to answer the questions. 
 

3. Practice the route.  Drive to the location of the interview the night before and arrive on time the day 
of.  The most important thing you can do to prepare for an interview is to research the company, 
including the drive time.  
 

4. Dress for success.  It is better to be overdressed than underdressed.  For tips and ideas of how to 
dress for success, see page 18 of this manual. 
 

5. Prepare copies.  Bring copies of your resume and cover letter on professional paper, portfolio of 
accomplishments, certifications, letters of recommendation, references and a pen and paper for note 
taking.  
 

6. Be self-aware.  Smile, maintain eye contact, listen, be aware of your body language and remain 
positive and confident.  The ability to build a positive rapport will set you apart from other applicants.  
 

7. Ask questions.  Ask questions if you are not sure what is being asked of you and look for 
opportunities to ask your own questions to show your knowledge of the company. 
 

8. Concentrate.  Focus only on your relevant traits and attributes that emphasize your specific 
qualifications for the job in question.  Make sure the interviewer knows all of the qualities that you 
bring to the table.  
 

9. Keep it short.  Keep your answers brief and focused on your strengths supported by concrete 
examples.  Keep in mind that your ultimate goal is to show from examples of your previous 
experience what you can do for the company, not what they can do for you. 

 
10. Always follow up with a thank you note.  Thank the interviewer for their time and remind them of 

the positive points you discussed.  If there were items that needed clarification or expansion, address 
them now. 

 

Up to now, you’ve had a very brief exchange with an employer, or your resume has had to represent 
you.  The interview allows the employer to evaluate your ability to do the job and fit in with the 
company culture.  In the interview, the employer is looking for a match between your interests and 
the work. 
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Conducting Interview Research 
 

Research a Company 

➢ The most important thing you can do to prepare for an interview is to research the company.  

Showing your knowledge of the company’s needs, values and culture will greatly enhance the success 

of your interview. 

➢ The company’s website is a good place to start collecting the necessary information to fine-tune your 

responses. 

➢ Review websites such as vault.com, wetfeet.com, rileyguide.com, glassdoor.com, LinkedIn and 

Facebook for up-to-date news and events that can help you get a better feel for any upcoming goals 

within the company. 

Research an Interview 

➢ Each interviewer has his/her own style.  Some companies begin the process with a brief interview 

over the phone, which could lead to a panel interview, mealtime interview or a group interview.  

Being prepared for each type will give you an advantage and help you stand out from the rest. 

➢ One-on-One:  The most common type of interview is one that is in-person and one-on-one with the 

hiring manager.  Some employers follow a standard format and ask you a list of prepared questions 

while others will let the conversation follow its own course.  You should be prepared to handle either 

approach. 

➢ Telephone or Skype Interviews:  Remote interviews are becoming increasingly popular as businesses 

expand and applicants are looking to relocate to find employment.  Prepare as you would in an in- 

person interview; have a copy of your resume and questions for your interviewer handy for when you 

need them. 

➢ Panel Interviews:  This is also an opportunity to meet potential co-workers and get a feel for whether 

or not you are a good fit to the team.  Be polite and responsive to all present. 

➢ Group Interviews:  Stand out.  You will find yourself alongside other applicants for the same position. 

This approach saves time and money as well as allows the interviewer to observe the way in which 

you interact with others to get an overall impression of your communication skills. 

➢ Mealtime Interviews:  Avoid ordering anything messy and not easily managed with the proper eating 

utensils.  Remember that the interviewer will be watching you so be sure to treat any wait staff with 

patience and respect to ace the mealtime interview. 

Research Yourself 

➢ In a job interview, the way you talk about yourself can be the defining factor of success.  Familiarize 

yourself with examples of attributes that employers desire. 

➢ Think of some stories:  Be ready to answer typical interview questions with a story about yourself 

using the STAR method (page 40).  Be sure to have a great response for the most frequently asked 

interview questions, such as “tell me about yourself” and “what are your strengths/weaknesses?” 

➢ Be aware of non-verbal communication:  Practice interview in front of a mirror or with a friend who 

can provide feedback on your posture, facial expressions and overall body language. 

➢ Control your nerves:  Become more aware of the interview structure and company mission, values 

and goals. 
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60 Second Commercial and STAR  
Formulas to follow that will increase your interviewing impact! 

 
Tell Me About Yourself (a.k.a. the 60 Second Commercial or Elevator Pitch) 
This short verbal presentation should be an advertisement, highlight your strengths and most relevant 
experiences/education, be tailored to each situation and demonstrate your enthusiasm, personal style and 
judgement. When putting your 60 second commercial together, be sure to address the following: 

➢ Present:  Experience, employer types, education, current accomplishments. 

➢ Past: Previous experiences (work or volunteer), internships, software, achievements. 

➢ Future: What you are looking for in a career (as it relates to what the employer is looking for in an 

employee)? 

 
Behavior-Based Interview Questions - STAR Method 
The STAR method is an excellent tool to use when trying to formulate your answer to behavior-based 
interview questions.  Behavior-based interview questions are questions aimed to learn about your past 
“behaviors” in specific work situations. 

➢ S-Situation:  Describe a situation you were involved in that resulted in a positive outcome. 

➢ T- Task:  Address the challenge, task or obstacle you had to overcome in the given situation. 

➢ A-Action:  What actions did you take to complete or overcome the task? 

➢ R-Result:  What directly followed because of your actions? 

 
Think of times in your life when you excelled, made a difference, showed leadership, communicated 
effectively, exercised initiative– in other words, times when you were really effective and impressive. 

When wrapping up, be sure to answer, “How does all this make me the ideal candidate?” 
1. Go back to the needs of the employer and qualify your candidacy in those terms. 
2. Summarize what you just said. 
3. Tie yourself in to the employer. 

Sample behavior-based question: Tell me about a time when you had to show initiative. 
 
Possible answer using the STAR method: 

➢ Situation: While working as an administrator with ABC Operations, I was responsible for 
managing various events. 

➢ Task (or obstacle): I noticed attendance at these events dropped by 10% over the past three 
years and wanted to do something about it. 

➢ Action: I designed a new promotion packet to go out to the local community businesses.  I also 
included a ratings sheet to collect feedback on our events and organized a round table discussion 
to raise awareness of the feedback with our employees. 

➢ Result: We utilized some of the feedback we received from the community, made our internal 
systems more efficient and visible, and raised attendance by 18% the following year. 

Did you know behavior-based interview questions are a big part of most job interviews?  

Employers and hiring managers use these types of questions in order to get an idea if you have 

the skills and competencies needed for the job.  The rationale is that if they know how you 

performed in the past it will help give a sense of how you might do in the future. 
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Sample Job Interview Questions 
 

Introductory Questions 
➢ Tell me about yourself…. 

➢ What do you know about this position? 

➢ Why are you interested in this position? 

➢ What qualifications do you bring to the position that others may not? 

➢ What qualities do you think are necessary to be successful in this job? 

 

Behavior-Based Questions 
➢ Describe a time when you were faced with a stressful situation and how you overcame the situation. 

➢ Provide an example of when you showed initiative and took the lead. 

➢ Tell me about a situation where you have had to speak with an unhappy customer. 

➢ Give me an example of a time when you motivated others and how this led to a positive outcome. 

➢ Give an example of a goal you set and how you reached it. 

➢ Describe an instance when you had to think on your feet to make a split-second decision. 

➢ Describe a situation where you knew your boss was wrong – how did you handle it? 

➢ Provide an example of when you had to go above and beyond your normal duties to get the job done. 

➢ Describe a time when you put the needs of your workmates before your own when completing a task. 

➢ Provide an example of a problem you had with a co-worker or boss and how you resolved it. 

➢ Provide an example of a time when you felt you were able to motivate. 

➢ Describe a time when you did not put in 100% into your job or performance. 

➢ Tell me about a time when you had to solve a problem with very little guidance or direction. 

➢ Tell me about a time when you went overtime on a deadline. 

 

Goals/Character Questions 
➢ What are your 5-year plans? 

➢ How do you set goals for yourself and what is one you have recently accomplished? 

➢ Tell me what “success” means to you. 

➢ Tell me about a time you’ve failed. 

➢ Tell me about a time you have faced an ethical dilemma. 

➢ What are you most proud of in your working career? 

➢ Discuss a setback you have overcome in the last 12 months. 

 

Wrap-Up Questions 
➢ Why are you the best candidate for this position? 

➢ Why should we hire you over the other applicants? 

➢ How will your work influence the company as a whole? 

➢ Do you have any questions for me? (interviewer asks 

interviewee)

 

 

Did you know an interview is a two-way 

street? Your potential employer is asking 

you questions to learn about you and 

your skills.  In return, you need to 

prepare questions to ask your potential 

employer about the position, your boss, 

and the company in order to be sure 

that this is the right job for you.  

 
 

 

 

 



 

After Interview Checklist 
 

1. Were you on time?         Yes  No 

2. Were you polite with everyone you met?      Yes  No 

3. Was your personal grooming immaculate?      Yes  No 

4. Were you dressed like company employees?      Yes  No 

5. Did the opening of the interview go smoothly?      Yes  No 

6. How did you respond to “Tell Me About Yourself?” 

_____________________________________________________________________________ 
_____________________________________________________________________________ 

7. Did you display high energy?  Flexibility? Interest in learning new things?  Yes  No 

8. Did you smile?  Did you make eye contact?      Yes  No 

9. How did you make a strong connection between the job’s requirements and your qualifications? 

______________________________________________________________________________ 
10. Did you forget any important selling points?      Yes  No 

11. If so, what where they? Did you put them in a follow-up email, letter or call-back? 

______________________________________________________________________________ 
12. What five major qualities did you convey to the interviewer that they should remember about you? 

1______________ 2______________ 3_____________ 4____________ 5_________________ 
13. Did you use the STAR method, examples, results and measurement of achievements to back up your 

claims and convince the questioner that you have the skills to do the job?  Yes  No 

14. Did you make clear your understanding of the work involved in the job?   Yes  No 

15. How did you show your understanding of the strategies required to reach company goals? 

______________________________________________________________________________ 
16. Did you use enthusiasm/motivation to indicate that you’re willing to do the job? Yes  No 

17. Did you establish common ground, proving that you’ll fit well into the company? Yes  No 

18. Did you take the interviewer’s clues to wrap it up?     Yes  No 

19. What are the next steps for your follow-up? 

_____________________________________________________________________________ 
20. After the interview, did you write down names and points discussed?   Yes  No 

21. Did you follow-up within 24 hours with a thank you note to each interviewer?  Yes  No 

 

Think about the following questions to identify your strengths and weaknesses on the job interview stage: 

22. What did you do or say that the interviewer obviously liked? 

______________________________________________________________________________ 
23. Did you hijack the interview by grabbing control of the conversation (more than half the time)? 

______________________________________________________________________________ 
24. Would you have done something differently if you could replay the interview? 

______________________________________________________________________________ 

Did you know following a post-interview checklist can help you curb bad habits and become an 

expert at wooing hiring managers?  Use this thorough checklist to guide you through the interview 

process and move you closer to successfully attaining the job you seek. 
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Writing the Thank You Letter 
The Overview 

 

The Details 

 

Sample Thank You Email Message 

➢ May be sent via U.S. mail or email. 
➢ Express appreciation for the interviewer’s time and consideration. 
➢ Reiterate your interest in the employer by mentioning new points or qualities you may have 

forgotten to address in the original interview. 
➢ Express your interest and anticipation in receiving word regarding the employer’s decision. 

➢ Always send a thank you letter after an interview or other personal interaction.  Show the 
people you met that you appreciate their time and attention.  Thank you letters can be sent via 
email, a hand-written note or formal letter.  

➢ Wondering whether or not email is the best way to send a thank you note?  As with most 
things, it depends on the organization.  More conservative employers will likely prefer a formal 
letter.  Employers who have a high-touch approach to customer service or high level of 
relationship development with clients are more likely to prefer a hand-written note or card.  Be 
sure to send the thank you properly – it is best to send it within 24 hours of your meeting and 
exchange. 

➢ The bottom line is that you want the letter to reach them before they have made their 
decision.  If they have not told you what their timeline is, that’s one of the things you should 
ask before leaving the interview. 

➢ To avoid burning bridges that may be useful later on, you should even send a thank you letter 
to an employer with whom you have decided not to accept a position. 

Subject: Thank you for the [Job Title] interview on [date]  
Dear [Mr. /Ms. Last Name]:  
 
Thank you very much for your time today [or yesterday or the date] to interview me for the position of [job title].  
I appreciate the opportunity to learn more about this job, to meet you and [names of other interviewers] and to 
see your facility [or offices, location, whatever is appropriate].  
 
[Reference anything you said that seemed important to the interviewer, like: As we discussed, I find the 
technology related to using cloud computing fascinating and an amazing opportunity for the future, but security 
is also a major concern.]  [Reference the "connection" you may have made, like: I enjoyed finding someone else 
who attended XYZ College and also roots for the hockey team. Hope they make the NCAA Division finals next 
year!]  
 
I am excited about this opportunity to join [organization name]. Please do not hesitate to email me or call me at 
251-981-3771 if you have any questions or need any additional information.  I look forward to hearing from you 
[whenever they said they would be in touch or in 10 days if they didn't give you a date].  
 
Sincerely,  
[Your name]  
[Phone number -- not your work number if you are employed]. 
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Thank You Letter Example 
C.J. Jobseeker 
21982 University Lane * Orange Beach, AL 36561 * 251-981-3771 * cjjobseeker@columbiasouthern.edu 

 
Dear Mr. Manager: (Salutation and colon followed by a space)  
 
Paragraph one:  Relay your thankfulness for the interview.  Be sure to mention the particulars of the 
interview such as the location and the date, as well as the position for which you are applying.  
 
Paragraph two:  Restate your interest in the position.  Include a brief description of how your education and 
experience meet the requirements for the position and the organization.  Also include information you feel 
would help you get the job and mention specific points that were unique to your conversation.  
 
Paragraph three:  State your willingness to provide additional information about your education and 
experiences and close the letter will how you look forward to hearing from the organization in the near 
future.  
 
Sincerely, (Closing, “Sincerely” is appropriate, followed by 3 spaces)  
 
(Do not sign if attaching to an email)  
Your full name (Typed name followed by 1-2 spaces) 
Enclosure (If you are providing additional documents such as references) 

 

Sample Interview Thank-You Letter 

Dear Ms. Lin: 
 
Thank you for meeting with me this morning to discuss the executive assistant position.  I enjoyed our 
conversation and I am very excited about the possibility of joining your team.  I know what it takes to run 
a busy and successful insurance office.  In my last position as an administrative assistant for XYZ Company, 
I helped manage all aspects of the operation, handling tasks such as bookkeeping, customer service, 
claims processing, report preparation and ongoing communications with the district manager. 
 
You mentioned that you need an assistant who has strong "people" skills, and this is an area in which  
I excel.  At XYZ Company, I helped the manager build a loyal client base by consistently providing excellent 
service.  My last supervisor said, "CJ is one of the hardest-working employees I have known.  His friendly 
and professional customer-service skills helped the firm achieve a 20 percent revenue increase last year, 
and I couldn't have done it without him."  I don't see the executive assistant role as a punch-the-clock,  
9-to-5 job; I will be your "right hand" - helping you manage the day-to-day operations, volunteering for 
special projects and ensuring the company is positioned for growth and increased profitability. 
 
Again, thank you for considering me for this exciting opportunity.  Please feel free to call me at  
251-981-3771 or via email at cjjobseeker@columbiasouthern.edu if you need additional information,  
have any questions or would like to offer me the job!  
 
Sincerely, 
C.J. Jobseeker 
Enclosure: List of References 
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References 
 
The following are tips to help you get the most out of your job references: 
 

1. Always pick professional over personal.  When it comes to job references, the rule to follow is 
professional references always trumps personal references.  That means you should never ask a 
friend, clergy, roommate or relative to be your reference – stick to people who can speak to your 
work ethic and skills in an objective manner. 

 
2. Ask the right references for each specific job position.  One of the key mistakes people make in 

terms of job references is maintaining the same job references no matter which job position they are 
pursuing.  Similar to your resume and cover letter, you should tailor who you use as job references to 
the position you are seeking.  

 
3. Don’t ask someone over email.  Think about it: you’re asking someone for a very personal favor and 

you can’t even pick up the phone and call?  Better yet, why not take them to lunch or out to coffee?  
It’s important that you maintain a strong personal relationship with anyone who you would like to be 
your reference, especially because they could hold the key to your future job opportunities. 

 
4. Tell your references where you’ll be using them as a reference.  People don’t like to be caught off-

guard and being interviewed as a job reference is no exception.  Let your references know where 
you’re applying so that, if they receive a call, they’ll already recognize the name of the company and 
know that’s why they are being contacted. 

 
5. Give your references details of the job(s) to which you’re applying.  It’s important to give each of 

your references descriptions of the jobs you’re apply for, including job specifications, what they are 
looking for in a job candidate and information about the company. 

 
6. Send your references a copy of your resume.  Once someone has agreed to be your reference, send 

them your updated resume so that they are able to speak to your experiences, talents and skills. 
 

7. Ensure you have your references correct and complete information.  Your list of job references 
should be listed out and given to your employer on a separate sheet of paper.  The details for each 
job reference should include: 
 References Full Name 
 Current Job Title (or prior title if retired or changed companies) 
 Company Name 
 Business Address (including city/state/zip) 
 Contact Information (telephone number and email)  
 The references relationship to you/how you know this reference 

 
8. Make sure your reference knows what they may be asked.  While you don’t necessarily need to 

coach your references, you want to ensure they are prepared for the typical questions job references 
are asked (ex: how do you know this job candidate?  How long have you known this job candidate?  
What’s this candidate’s attitude toward work? How would you rate this candidate’s communications 
abilities?).  

 
9. Make sure you know what your references will say.  If you’re concerned a reference may not say 

great things about you, you probably shouldn’t use them as a reference. 
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References Example 
 

**Remember to use the same header as you did for the resume and cover letter** 
 
 
References Full Name 
 Current Job Title 
 Company Name 
 Business Address 
 Contact Information (telephone number/email)  
 The references relationship to you/how you know this reference 

 
 
References Full Name 
 Current Job Title 
 Company Name 
 Business Address 
 Contact Information (telephone number/email) 
 The references relationship to you/how you know this reference 

 
 
References Full Name 
 Current Job Title 
 Company Name 
 Business Address 
 Contact Information (telephone number/email) 
 The references relationship to you/how you know this reference 

 
(Typically, 3 professional references are expected) 
 

 

 

 

Did you know you should always thank your references?  Since they agreed 

to help you with your job search, make sure to thank your references – 

regardless of if you obtained the job.  A simple thank you note is common 

courtesy and it maintains your relationship, should you need further 

references in the future. 
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Negotiating Job Offers 
 

It is NOT Just About the Salary 
➢ The most important question to ask yourself is: are you excited about this job and the salary?  Let’s 

hope your excitement and passion for the field you are entering is balanced by realistic salary and 
benefits expectations. 

➢ If you are lukewarm about both, you probably will not be a great employee and you are not likely to 
have a good experience with the organization. 

➢ You don’t have to accept the first salary you are offered.  You have the ability to negotiate for better 
benefits, training pay – assuming you have done your homework and you have the data to back up 
your negotiations. 

➢ Feel free to ask for time to adequately examine and evaluate your total offer.  
➢ Get all the elements in writing, including wages, stock options, profit sharing and other measurable 

benefits.  Most companies can put a dollar figure to benefits packages. 
 

Salary Negotiation Tips 
Any how-to on salary negotiation will advise you to use your skills and experience as leverage.  So, how do 
you make a strong case for yourself when you don’t have a lot of ammunition? 
  

1. Do your research – and be realistic. 
Two recommended websites are salary.com and the Bureau of Labor Statistics (BLS) Occupational 
Outlook Handbook online, bls.gov.  Salary.com is the most visited of all the salary-specific job sites, 
with a wide variety of information.  Salary.com has expanded a lot over the years; roll over the green 
navigation bar at the top of the site to see all its resources. The BLS Occupational Outlook Handbook 
publishes annually and regularly updates a survey of salaries in individual occupations.  For more 
information, visit bls.gov. 

 
2. Articulate your expectations. 

Tell the employer what you want from the job in terms of salary, benefits and opportunity.  Whatever 
has a perceived value to you.  Set their expectation by telling them what you envision the work to 
look like, including the pay and time to do the work.  Make sure you both have reasonable 
expectations for your performance and pay. 

 
3. Do use the offer call (or email) to ask about benefits in addition to salary.  

When you’re doing your research after the call, make sure you know a typical salary benefits range.  
A full-time, but hourly gig might not come with benefits, whereas some of the best companies 
provide benefits that end up being worth 50% of your salary.  Consider your entire package. 

 
4. Quantify your value and performance: mention your value in quantifiable terms. 

Tell the employer specifically how valuable you expect to be in your new job. 

Did you know there are a few ways to find out what kind of salary your potential future employer 

offers? If you're working with a recruiter, ask her about the job's salary range.  If you're on your own, 

you may be able to find a salary range on the job posting, from the person who referred you or on 

websites such as Glassdoor.com and PayScale.com. 

https://www.salary.com/
https://www.bls.gov/
https://www.salary.com/
https://www.salary.com/
https://www.bls.gov/
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Career Services  

 
Frequently Asked Questions 

 
1. Who can use Career Services? 

Columbia Southern University students and alumni are able to utilize all services and resources 
offered through Career Services. 
 

2. What does Career Services offer?  
Career Services assists students and alumni in constructing professional correspondence documents 
such as resumes, cover letters and thank you letters.  Career Services can also assist students with job 
search strategies, interview preparation and networking advice. 
 

3. What are your hours?  
Our office hours are 8:00 a.m. to 5:00 p.m. CST Monday through Thursday and 8:00 a.m. to 3:00 p.m. 
CST on Friday. 
 

4. Is there a fee associated with your services?  
Services are provided to all students and alumni at no additional charge. 
 

5. How can I contact Career Services? 
Career Services can be reached through email at careerservices@columbiasouthern.edu or by phone 
at 1-800-977-8449 ext. 6551. 
 

6. Am I guaranteed a job through Career Services?  
No, Career Services does not guarantee job offers, nor do we place individuals into positions.  
However, your career planning efforts are greatly enhanced by taking advantage of the services and 
resources we offer. 
 

7. How can I have my resume or cover letter reviewed by Career Services?  
You may upload your resume or cover letter through CareerQuest, then schedule an appointment for 
review. 
 

8. How long will it take for Career Services to review my resume or cover letter?  
Please allow two to three business days for your resume or cover letter to be reviewed and returned. 
Your results will be emailed to you as soon as the review is completed. 
 

9. I am short on time, can Career Services write my cover letter and resume for me? 
No, Career Services is not a resume-writing service.  We provide general information and support 
students and alumni to assist in the achievement of career-related goals. 

 
10. Do I have to have an appointment to speak with a counselor? 

Not necessarily.  A general question can usually be answered in 5 minutes; however, if a more 
lengthy conversation needs to occur, a counselor can help you schedule an appointment.  
Appointments are required for a resume review, mock interview, LinkedIn profile review and 
career/personality assessment. 
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