


ABOUT THE CAREER CENTER 
WHAT WE DO 
Major and Career Exploration 

�x Take free career assessments
�x Find careers to fit your major
�x Research Industries in our resource library

Career Advising 
�x Develop your resume or cover letter
�x Strategize your job search
�x
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INTERVIEWING 





TAILOR YOUR RESUME 



�x Use brief, yet descriptive phrases to show how you have acquired
and/or utilized your skills, abilities, and knowledge

�x





COVER LET



ACTION VERBS 
MANAGEMENT SKILLS 
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FINANCIAL SKILLS  



RESUME EXAMPLE/Undergraduate/Early Student 

 
 

 Aura Gomez 



RESUME EXAMPLE/Undergraduate 
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PREPARE YOUR REFERENCES 



CURRICULUM VITAE (CV) 
CVs are commonly used by individuals with graduate degrees who are 
applying for positions in academia or research. The goal of this document is 
to construct a scholarly 
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NETWORKING EMAIL EXAMPLE 
 
Hello Mr. Denison: 
 





CREATE YOUR 30 SECOND INTRODUCTION 
This is an introduction that provides the person you are talking to with key 
information about you. It is often given in response to the question “Tell 
me about yourself.” This should be conversational, not rehearsed. Include 

�x Your name, year, and major 
�x How your skills/experiences relate to the position, or would benefit 

the employer 
�x What you are looking for  

Networking Tip: 







DAY OF THE INTERVIEW CHECKLIST 
�x Know how to get to your interview location and arrive 10 minutes

early.
�x Take a pen, notepad, and other relevant documents (extra

resumes, references, letters of recommendation, writing samples,
portfolios, etc.).

�x



GROUP INTERVIEW  







AFTER THE INTERVIEW 
FOLLOW-UP WITH A THANK YOU 
Interviewers expect it! Use the most appropriate method from the 
following: 
 

�x Thank you letter: You can either type the thank you letter or 
handwrite a thank you note. Send in the thank you note within 1-2 
business days of your interview 

�x Email: If your correspondence with the employer before the 
interview has been via email, then it is acceptable to follow-up with 
a thank you note via email within 1-2 days of your interview 

THANK YOU LETTER EXAMPLE 
 
April 29, 202x 
 
Susan E Wabash  



INTERVIEW QUESTIONS 
COMMON INTERVIEW Q



�x Describe a major project in which you needed help. What did you 
do? Why did you ask particular people to help? 

�x Describe a situation where you had to adapt to an initially 
uncomfortable environment. 

�x Tell me about a time when you had a personality conflict or 
disagreement with a co-worker. How did it resolve? 

�x 
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