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Bill Baldus, Career Counselor
Metropolitan State University Career Services
Saint Paul:  221 Founders Hall
Minneapolis:  1270 Management Education Center (MEC)

This workbook provides an electronic space for you to document all your career-related thinking and ideas.  It also will serve as a guide as you work your way toward graduation, decide on your career path, and launch a job search.  You could print all 50 pages and use it as a regular workbook, print just the sections you use most often, or use it electronically.  My plan in creating it was to boil down all the information that’s out there and present the essentials—so you can spend more time on your studies and make the most of your education!  

Rather than creating an original work, I assembled a collection of some of the best resources available; sources include books, seminar handouts, manuals, and ideas from colleagues.  As you are working through this book, you may see things that need clarification or could be improved.  Please send them along and I will do my best to improve the Career Workbook based upon your ideas: feel free to write william.baldus@metrostate.edu or call 651.793.1528. Your suggestions on how to improve this workbook will be most appreciated—thank you!  I do plan to make major revisions and post supplemental inserts at least twice each year, so keep an eye on our website for those.

It’s easy to make your own customized e-copy:
1. Go to the File menu, select Save As.
2. Pick where you want the workbook to save (for example, your hard drive, flash drive or CD).
3. You’re finished!  The Career Workbook will be waiting for you the next time you want to use it.



Anyone with disabilities needing accommodations for a Metropolitan State event or who needs a publication in an alternative format, should call Disability Services at 651-793-1540 or 651-772-7687 (TTY).
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1.  Career planning looks overwhelming.
There is a crushing amount of information out there and nobody taught us how to sort through this process in high school.  Plus, you are already busy just keeping your head above water with your studies, work, family and life! While there are those who make one career decision in sixth grade and never look back or doubt their choice, they are few.  Far more common are those of us who take a winding, circuitous route that leads us to where we want to be.  Rather than one brilliant flash of discovery like flicking on a light switch, our process is slower, like building a campfire, and requires more effort.  Take it one twig at a time.

2.  Career planning takes courage and challenges you to predict the future.
The world of work is changing under our very feet.  You may wonder, “How can I be sure that after all this sacrifice, investment of time and money, and hard work, I will be both employable and happy?  Is this even possible?  I keep changing my mind right now—how on earth will I know what I’ll want to do in 10 or 20 years?”  Take a deep breath and know that investing in your education is one of the best ways of staying nimble in your career.

3.  Career planning forces you to make some decisions about who you are, what you value, and what you believe about your potential.
The career planning process forces you to take a close look inside, articulate your greatest talents and strengths, and match them to work that looks like a good fit.  Anxious?  Stressed?  Terrified?  Baffled and somewhat shocked that you have absolutely no clue what you want to do or where to even start?  Welcome to the crowd! You are not alone.

Although it might look like everyone knows exactly what he/she wants to do or is already happily doing it, and you feel isolated in your haze of confusion and indecision, you are not alone in this.  The process can take both a leap of faith and a tremendous amount of energy.  It also takes courage to face that fear of the unknown, but finding work that you enjoy which adds meaning to your life is well worth the time invested. (Clifton and Anderson, 2004)

Organizing Principles for State-of-the-Art Career Planning and Job Search

1.  Your starting point and focus in career planning should always be yourself, rather than the career or job.

Try to separate Career Exploration and Planning from the Job Search.  A common approach to finding one’s career path and pursuing a job is to start by going right away to the Sunday paper or the Internet to look for openings.  Surprisingly, this turns out to be ineffective, time consuming and often both frustrating and depressing.  There is a place for this “outer work” in the job search process, but it comes much later in the process—after a significant amount of “inner work.”  Rather than looking to see what boxes and holes are out there for you to fit into, instead think about the kind of work you want to do.

2.  Career planning is a lifelong process.
Gone are the days when a person could land a job, then work for an entire career in one organization until retirement.  We need to stay nimble and not get complacent in a quickly-changing job market.  We need to acquire skills and knowledge to really manage our careers.

3.  With your collection of inner gifts, you already have the potential to achieve in a number of different careers.  
There probably isn’t a perfect fit that will use all your strengths exactly.  Pay attention to what you really get excited about—this is passion, and when applied to career planning, is an enormously powerful source of energy and motivation.

4.  Landing a job is more a process than an event.  Most likely, the process will take longer than you think.  Instead of planning your career as if it were an event a few years out, begin it today!
Breaking this big project down into bite-sized, micro-steps is key to getting started in planning and developing your career path.  Let’s say opening this workbook and reading this far is Step #1.  You’re off!

5.  Everyone will land a job; the question is where and when.  
There will be a time to celebrate.  Visualize how wonderful it will be to gather friends and family to bask in your accomplishment.  Meanwhile, enjoy the journey and as Michelangelo put it, “We are all still learning.”  (Clifton and Anderson, 2004)
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There is a strong tendency for students to have a hard time deciding on a major.  Often the decision is pressure-filled because the student is looking beyond to what kinds of work he or she will be able to do with that degree.  Take some of that pressure off the decision, because your major does not equal your career!  Isn’t that a relief?  In an employer’s eyes, your contributions equal your career.  They want to know and see that you are aware of and confident in your skill set and personal qualities.

What exactly is meant by “skill set and personal qualities” you ask?  This is that basket of values, skills, interests, strengths, preferences and stories that make you who you are.  These are the most basic, natural elements of your personhood that make you unique.  These very personal qualities are so close to us that they are often difficult to identify and describe.  

It is important to spend some quality time on this project, because knowing yourself and what makes you happy is key to finding meaningful work that you enjoy and that allows you to grow.  And finding work that you enjoy and that allows you to grow is key to living up to your potential.  Take a time out and turn this first phase of the process into a sort of retreat, your personal strategic planning time to take stock of your interior life and your own ambitions, desires, and dreams.  For some this might mean days, others will take months, trust your instincts to guide your timeframe.

Career exploration takes time:  be patient with yourself and the process.  Most people spend more time planning their vacation than their careers!  It helps to think of this period as a retreat where you allow yourself a stretch of time to reflect, think and dream.  Now keep in mind, just because you lay out a plan does not necessarily mean that your career path will unfold just as you had imagined, but at least you will have put some serious thought into your decisions.  Being intentional is the key to your success in making plans for your academics and career.  Know that career thinking and decision making is a process that will evolve over time.  Most people come to a clearer picture of what they want to do gradually—usually over the course of many years.  

Who am I and what do I want to do for work?  These questions can be painful to ask because they’re deep in our core, almost too close to us to see clearly.  Plus there is a lot at stake here—work is a huge part of our lives and we want to enjoy it and be good at it.  Take a bit of pressure off yourself and know that just by stopping to ask yourself these questions, you are planting seeds that will germinate and flower with time.  Of course, there are no right or wrong answers.  Just have fun with it!

Our first task is to gain clarity on some big ideas and document them.  As you chip away at this workbook, you will craft a vision for yourself with some vivid language/verbiage/wording about your values, your inner gifts, what you love, and the environments where you best grow and thrive.  Use the space after the question to type up your notes and remember to hit “Save” when you’re done!

Self Assessment
What does it mean to assess?  The dictionary definition is to estimate or determine the significance, importance, or value of; evaluate.  Self-assessment is the process of setting aside some time to take stock and learn more about your self through a close look at your interests, values, skills and strengths.  You might make some profound discoveries, those “aha!” or “Eureka!” moments that seem to answer a number of questions or help make sense of things.  Or you might simply feel like what you already knew is confirmed and you’re on track.  A benefit of this introspection is that you will do some “word-smithing” where you articulate some of those intangibles that make you who you are and build a language to draw on when asked to talk about yourself and what makes you tick.  The process includes looking closely at past and current experiences and accomplishments to give you direction for the future.  Self-assessment is a worthwhile first step towards making a career decision.

Some definitions:
Values—foundation on which you build your life.  Principles, ideas, and practices that have worth simply because they are important to you and what you believe in and are often unconscious.  Values offer a sense of purpose and tend to remain consistent throughout our lives.  

Skills—abilities that you have through learning and practice.  These are things that you have mastered and do well.  Can be acquired.

Knowledge—facts and lessons learned.  Both formal and informal.  Can also be acquired.

Interests—what pulls you like a magnet.  These are things that naturally draw you, things you like to learn about and be around.  You lose track of time doing these activities because you enjoy doing them.

Talent—a naturally recurring pattern of thought, feeling or behavior that can be productively applied.  Represents your capacity to do something.  Talents are like rough diamonds.

Strengths—the ability to provide consistent, near-perfect performance in a given activity.  Strengths are like polished diamonds.  (Bailey, 2002; Clifton and Anderson, 2004)

The following links to online assessments are one way to help you clarify your interests, values, skills, and strengths. Tip: all the websites in this workbook are hyperlinks, so just hover your cursor over the link, press the Control key and click to go directly to that site! Even better is to modify Word a bit: click Tools, Options, Edit tab and uncheck “Use CTRL + Click to follow hyperlink.”

Links to Articulate Interests
O*NET  (http://www.onetcenter.org/CIP.html)
Minnesota Careers (http://www.iseek.org/mncareers/)

Links to Clarify Values (also, see exercise on page 7)
O*NET  (http://www.onetcenter.org/WIP.html)
Monster’s Work Values Checklist Article  (http://wlb.monster.com/articles/values/)

Links to Identify Skills
Career InfoNet (http://www.acinet.org/skills/default.aspx?nodeid=20)
ISEEK (http://www.iseek.org/careers/skillsAssessment)

Link to Uncover Strengths
Strengths Quest (http://www.strengthsquest.com/home.aspx)

There are a number of vocational assessments that are available for a fee through the Career Services office.  Although not necessarily “silver bullets” or answers to all your burning questions, assessment tools can be a great way to gain self-knowledge and insight to your career path.  If you’re interested in digging deeper, we encourage you to call us to arrange to take one or more of these assessments and attend a workshop to discuss the results and next steps.  All are available online.  Please contact us for details: (651) 793-1528. 


Description of Assessments Available through Career Services
Career Liftoff Interest Inventory
The Career Liftoff Interest Inventory is a tool that assesses the career interests of individuals and compares them to the interest profiles of various career fields.  People indicate the extent to which they enjoy performing a wide range of activities.  The theory behind this assessment is that you have a high likelihood of being satisfied in a career field if your interest scores are high in that Career Liftoff career field.  You can print your results and a brief narrative report immediately upon completion of the assessment.

Strong Interest Inventory
Like the Career Liftoff, the Strong Interest Inventory is based on the idea that people are more satisfied and engaged when they find their work interesting, and when they work with people whose interests are similar to their own.  It takes about 30 minutes to complete and measures your interests in a wide range of occupations, work tasks, hobbies, leisure activities and types of people.  Your interests are compared to thousands of others who report being happy and successful in their careers.  The Strong Interest Inventory measures your interests—not your abilities—and is a great tool for generating ideas and clarifying career direction.

Myers-Briggs Type Indicator (MBTI)
The Myers-Briggs Type Indicator is a practical yet powerful tool for career direction, relationship insight and lifelong personal growth.  This tool has been around for a long time and is widely used in a variety of workplace and academic settings.  The MBTI is a highly-trusted assessment for understanding individual differences, personal preferences and uncovering ways personality affects career choices.

The Clifton StrengthsFinder
The StrengthsFinder helps identify your most dominant areas of strength which this assessment calls your “Signature Themes.” The Clifton StrengthsFinder can help in guiding your career by paying close attention to your “Signature Themes.”  You can discover your most dominant talents and learn how to best capitalize on them in whatever role or profession you select.  This is a wonderful tool for acquiring some powerful language to describe yourself in your job search and particularly in interviewing.  You also receive a book and access to online resources to continue learning about your strengths.
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Writing Reflectively
The ability to reflect, or stop and think about the meaning or importance of an experience, is helpful in using your unique bundle of experiences, preferences, learnings, principles and ideas to make the decisions—or at least educated guesses—that will create a great career for you.  Of course there are a number of different ways to reflect:  writing, discussing, thinking and reading are a few.  Right now, we’re going to tackle some writing.  The beauty of getting your thoughts down on paper (or saved into a Word document) is that it makes them a bit more real and concrete.  Also, you can go back later to see if your ideas have changed or add something new that you learned along the way.

Big Hairy Audacious Goals:  the BHAGs:
No need to define Big or Hairy, but Audacious requires a closer look.  Merriam-Webster defines it as intrepidly daring or adventurous and recklessly bold or rash.  I heard author Michael LaBrosse use the term BHAG in a presentation on the role of courage in job seeking.  A Big Hairy Audacious Goal, then, is one of those ideas or dreams for your life that have popped into your thoughts from time to time, but never really discussed, written, or pursued.  What is your career BHAG?  What are those daring and bold dreams you have yet to verbalize?  Write about it here—have some fun with this.









Values:  Key to Happiness at Work
What do you value most in life?  What are those things you won’t negotiate on that are central to your beliefs and that you absolutely must honor?  If you know what they are and how you can weave them into your life’s work, you will have created a powerful synergy between who you are and what you aspire to be through your work.  Values are often so fundamental and basic to who we are, that they can be difficult to get a handle on.  

Imagine that there is a target at the core of your being with four rings and a bulls-eye that represent your top five values.  What are they?  This target approach comes from Clifton and Anderson’s StrengthsQuest book (pp. 265).  Try one of the one of the links above (the Monster checklist is great: http://wlb.monster.com/articles/values/) to get you thinking and always feel free to add your own ideas to any existing list you encounter.  Take your time in coming to your conclusions here; this one might take a few days.  The purpose of this exercise is to identify and document your “target values” so that you can align your career choices with those things that are most important to you.  When your work aligns with your core values, you will most likely love it and be a really happy camper.

My Fifth Value (outside ring):

My Fourth Value:

My Third Value:

My Second Value:

My Bulls-eye Value:
The Essence or Mission Statement
Having a mission refers to the difference you want to make—the impact you want your life’s work to have.  Ideally, you’ll create a career that fits with your sense of mission.  These questions will help you get focused, think about the relationship between your mission and your career and craft your mission statement.

· Where would you like to make the greatest contribution?

· What people (age, socioeconomic, culture-ethnic group, pressing problems, and so on) are you most concerned about?  Family?  Community?

· If you had the power to make significant changes in the lives of people, what would you change?

· When you die and someone speaks about you, what do you hope you will be remembered for?  


Getting Started Template:
I want to make a difference in the lives of ___________ and to increase their ___________.  I want them to become more ___________ and to have opportunities to ___________.  My life will be fulfilled and meaningful if ___________.

Samples:
I want to make a difference in the lives of kids and to increase their interest in learning.  I want them to become more self-confident and to have opportunities to go to college.  My life will be fulfilled and meaningful if I can inspire children to love learning and believe in themselves.

OR

I know I have a gift for making connections, and I love helping people discover their creativity.  I thrive in environments which value freedom of expression.  The work I think I would love to do is helping people tap their creative potential. (Sipple, 2003; Markova, 2000)
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Part III:  Discoveries and Directions

Informational Interviews
An informational interview is a brief interview with somebody working in a field or at an organization that you find intriguing and want to learn more about.  The informational interview is not an actual job interview. In fact, the roles are reversed and you get to ask the interviewee questions and run the discussion.  By initiating informational interviews, you can accomplish a great deal:
· Explore careers and focus your thinking and decision-making
· Learn about different fields of work in an experiential way
· Practice having conversations with new people in a variety of environments and bolster your confidence
· Expand your knowledge base and learn the language used in various occupations
· Add to your list of networking contacts
· Happen upon not-yet-posted open positions

Here are the steps to arrange and conduct an effective informational interview:
1. Call the individual you want to speak with and let him/her know that you’d like to schedule an informational interview.  Right off the bat, stress that you are not asking for a job, but simply gathering information and trying to learn about a particular field or line of work.  Ask for 20 to 45 minutes.
2. Prepare.  Do not try to wing it! Spend some time thinking about what you’d like to learn about and what you want from the conversation.  Write down the questions you plan to ask and/or the topics you’d like to discuss.  Also, jot down a few notes for opening up the conversation.
3. Relax and enjoy the conversation.  Feel free to take notes.
4. Stick to the agenda and honor the timeframe.  There will be a strong temptation, especially if the conversation goes well, to ask about job openings.  Don’t do it! It torpedoes the entire meeting and makes you look desperate.  If they bring it up, fine.  Also, if you said a half hour, end on time.  You can always set up another meeting down the road.
5. Thank the person profusely for his/her time, energy and information:  first, when you schedule the meeting; second, during the conversation; third, after the meeting; and fourth; follow up by sending a thank-you note.  

Questions you might want to ask:

1.  What do you like most about your work?

2.  How did you become interested in this field?

3.  What are the most important duties of this position?  What is a typical workday or week like?

4.  What strengths and skills are needed for a person in this position?

5.  What is the typical career path for a person in your position?

6.  What are some other types of positions in this field/industry?

7.  How would you describe your company’s organizational culture?

8.  What are some of the major challenges and opportunities facing this organization?

9.  How could I learn more about this line of work?

10.  What advice would you offer someone who is interested in pursuing work in this field?

(What other questions do you want to ask?  Jot them down here.)

11.  

12.  

13.  

Associations and Professional Organizations
Joining a professional group can be a great way to expand your circle of contacts in a natural way.  Ask faculty and other students in your classes what groups they belong to for more ideas.  Always inquire about reduced student membership rates. Here’s a start:

Association Central  (http://associationcentral.com/)

Associations and Societies  (http://www.ntu.edu.sg/home/ctng/assoc.htm)

Gateway to Associations Online Search (http://www.asaecenter.org/Community/Directories/associationsearch.cfm)

Online Library of Associations  (http://www.ipl.org/ref/AON)


Descriptions and Links for Vital Career Resources Online

Learning about different Majors
MyMajors.com—great place to expand your thinking about what majors are out there and what kinds of work you might do with them.  Explore what a person will learn through various fields of study and expand your language for discussing and choosing a major.

http://www.metrostate.edu/msweb/explore/catalog/undergrad/index.cfm?lvl=U)—almost sounds too easy, but take some time to comb through our own academic catalog and see what draws you.

Minnesota-specific Career Information Resources
ISEEK (http://www.iseek.org)—excellent gateway to career, education, employment, and business information.

Creative Job Search (http://www.deed.state.mn.us/cjs/cjsbook)—practical job search manual for jobseekers.

Minnesota Job Bank (http://www.mnworks.org/)—Minnesota-specific, free job bank.

CareerBuilder (http://www.careerbuilder.com/)—popular site, currently reaching over 130 newspapers nationwide.  

StarTribune (http://www.startribune.com/jobs)—don’t forget the basics, largest newspaper in the Twin Cities.

James J. Hill Library (http://jjhill.org/)—best source for private company information. Very helpful staff.

National Career Information Resources
America’s Career InfoNet (http://www.careerinfonet.org/)—great resource for making informed career decisions.

America’s Job Bank (http://www.ajb.org/)—national, free job bank with over a million positions.

America’s Service Locator (http://www.servicelocator.org/)—clearinghouse of jobseeker resources.

Monster (http://www.monster.com/)—used by more employers than any other site, highly competitive given numbers of candidates.

Meta Search Engines
Indeed (http://www.indeed.com/) and Simply Hired (http://www.simplyhired.com/) are meta search engines for job seekers. Here you can run a single search and the meta search engine mines other search engines' databases on the web and then compiles the best results on a single page.


Research 
Bizjournals (http://www.bizjournals.com/twincities)—free searchable archive of nationwide collection of business magazines, make sure to see the local CityBusiness.

James J. Hill Library (http://jjhill.org/)—again, great source for private company information. Well worth a visit. 

Find Articles (http://www.findarticles.com/)—vast archive of published articles dating back to 1998 from more than 300 magazines and journals.  No charge and an easy way to educate yourself on a company before the interview.
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As mentioned earlier, the job search is more of a process than an event.  One of the keys in the process is to be clear about what you want and then dive into your search completely.  There are a number of tools most everyone will need in their kit as they begin building their career.  Much of the Toolkit material here is adapted from Career Partners International – Professional Edge and is used with their permission.  The first tool you already created in the previous section, now let’s tackle the rest.
The Toolkit
· Personal Mission Statement
· Career Profile
· Personal Commercial
· List of Target Companies
· Job Search Snapshot
· Network List
· Stress-free Networking Script Template
· Resumes, Cover Letters, and Reference Lists
· Business Cards

There are scads of variables when it comes to finding the work we love.  The clearer you can be about what you want, the easier it will be to describe to others and the more obvious it will be when you actually find it! Take a few minutes to complete this Career Profile and start fleshing out what your Ideal Job looks like.  What you are doing is a sort of creative visualization that can be a powerful step toward the real thing.  Use the Description column for taking any notes.  Check the Siren column if it’s one of your Top Three characteristics.

Career Profile Worksheet

	Characteristic of Ideal Job
	Description
	Siren

	Type of Organization:  corporate or nonprofit, well-established or new start up?
	
	

	Size of organization:  how big or small an employer do you want?  Fewer than 20 employees?  500 or more?
	
	

	Your role:  what kind of work do you see yourself doing there?  (for example, marketing/sales, customer service, project management.)
	
	

	Geographical location:  how far are you willing to commute?
	
	

	Salary:  how much do you want to make and how much do you need to make?
	
	

	Other benefits:  don’t forget about health care, vacation time, and other forms of compensation.
	
	

	Professional growth/advancement opportunities:  how do you want to grow in this position?
	
	

	Work environment:  fast-paced and competitive, relaxed and creative, and so on.
	
	

	Work/play balance:  what impact will work have on family and personal life?
	
	

	Organizational culture:  what is the management style, coworkers, reputation?
	
	


(Gambone, Whittlinger, & Magnuson, 2004, pp. 28-30)

A Word on Emotional Intelligence
I recently heard a panel of recruiters and search firm professionals talk about their work and they were in unanimous agreement that the number one quality they look for in a candidate was a high level of emotional intelligence.

Daniel Goleman describes emotional intelligence (or EQ) as the capacity for recognizing our own feelings and those of others, for motivating ourselves, and for managing emotions well in our selves and in our relationships (1997).  I participated in a workshop with local EQ expert Lisa Griebel, who says that emotional intelligence is about using the wisdom of emotions as a source of information, motivation and connection.  EQ defines how we manage ourselves and how we relate to others.  
To learn more about this topic, try this site: http:/www.6seconds.org/


* * * * *

An Active vs. Passive Search
An active search is one where you decide what kind of position you want and approach the company/organization whether or not there are current openings.  I strongly encourage you to use the active approach.  Key characteristics:
· Highly organized and planful.
· Heavy emphasis on networking.
· Puts the job seeker in the driver’s seat.
· Requires a leap of faith.

A passive search, on the other hand, is when you wait for the ideal position to appear or “come to you,” hoping you’ll know it when you see it.  Key characteristics:
· Random.
· Emphasis on the Sunday paper and Internet.
· Job seeker feels completely out of control.
· Approach is common, but unproductive.


Personal Commercial
A crisp sixty-second verbal summary of who you are, what you’ve accomplished and where you see yourself going is vital to your job search.  As you refine and practice it, your confidence will take another jump and people will have an easier time helping you since they have a handle on what you want.  Here’s a template for you to work with:

Background:  quick, high-level overview of settings you’ve worked in and your academic field.






Essence or Personal Mission Statement:  offer insight as to what makes you tick.






Skills, Talents and Strengths:  what key strength, skill or talent do you want to highlight?




Significant Accomplishment:  what is one thing you’ve done that you would like a prospective employer to know about?





Top Thirty Target List
Another tool you have to have in your kit is a list of companies and organizations that are the most attractive workplaces to you.  This is a key component of an active job search and is yet another way for you to stay “in the driver’s seat.”  Who is doing work that you admire?  What companies and organizations have a reputation for being great places to work and treat their employees well?  Where do you think you might like to work?  Start compiling a list and keep adding to it until you reach 30 different organizations.  When you get there, you might sit down with your list and look for themes—do you find that there tend to be certain fields heavily represented?  If so, you can organize your list by subcategories.  For example, you might find that your list contains primarily medical and health care organizations, followed by financial services and marketing companies.  You could have three different columns and an even clearer direction for your search to articulate in your personal commercial.

Your goal is to have at least one good contact at each of the organizations on your list.  If you’re just not having any luck with one of the organizations on your list, ditch it and add another.

This task will require some research.  To learn about all the organizations out there, do the following:
1. Visit the James J. Hill Business Research Library in downtown Saint Paul.  The librarians there are very helpful and have access to some powerful databases and information.
2. Stop in at the Career Services office and take a look at our Book of Lists published annually by the Twin Cities Business Journal.  It’s a great way to get a quick glimpse and profile of hundreds of Minnesota-based companies.
3. Try doing an informational interview or two.  Talking to people who are working in your field and tapping their ideas on places to look can be a productive way of discovering companies to add to your list.
4. Research companies online.  See the Online Resources (pages 12-13) for a couple of sites to try out— give yourself a limited time to keep your productivity level high. Set an egg timer to keep your screen time under an hour.


Go ahead and get started!  You can keep your list here:

List of Target Companies

1.	

2.	

3.	

4.	

5.	

6.	

7.	

8.	

9.	

10.	

11.	

12.	

13.	

14.	

15.	
(keep going until you have a list of 30!)


Job Search Snapshot
Once you’ve created your list, share it with your circle to see if they know anyone who works at those companies.  A really nice way to present your list is to weave it into what is called a “Job Search Snapshot.”  The snapshot is another marketing tool that you can create to help people help you with your search.  It contains elements of your resume (contact information and profile), a brief profile of your ideal workplace, and your target list.  Here’s an example you can use as a template.


Julia Chavez
1234 Portland Avenue South
Minneapolis, Minnesota 55444
(612) 872-2233
jchavez@yahoo.com

Profile
Versatile Manager with three years experience in the retail industry seeking an entry-level management position in a dynamic financial services company or department.  Background includes supervision, training, product inventory, pharmacy technical support and bookkeeping.  Quick-learner with excellent computer and interpersonal communication skills.  Degree in business administration.

Target Organization
My ideal workplace is:
· Dynamic and fast-paced
· Located in the Midwest
· A learning environment where both professional and personal growth are encouraged
· Highly ethical, mission-driven and customer-oriented.

List of Target Companies
	Financial Services
	Services and Marketing
	Retail

	Wells Fargo
	3M
	Target Corporation

	Thrivent
	Carlson Companies
	Gander Mountain

	US Bank
	Cargill
	Sports Authority

	Bremer Banks
	Ecolab
	Best Buy

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Networking Defined
We know that about 70 percent of people who land jobs do so through networking.  Wow.  What does “networking” mean anyway?  Here’s a definition adapted from the Wall Street Journal’s online Career Journal (http://www.careerjournal.com/) that you might find helpful:  networking is using systematic conversation to build informal, low-stakes relationships that heighten one’s market visibility, generate ideas, and identify more potential contacts.

systematic—create structure around your networking; decide in advance when you will make your calls and where.  Build a schedule and set some goals for yourself.  For example, I know I’m at my best in the morning, so I would block my schedule on certain days of the week from 9–10 a.m. for making calls.  My initial goal might be to make three calls per day.

conversation—nothing more, nothing less.  You’re not asking for a job; you are simply collecting information and having a conversation.

informal, low-stakes relationships—take the pressure off yourself and the person you’re calling.  Just like you might ask a neighbor if they know any good babysitters or to borrow a cup of sugar, you are simply asking for a little help.

market visibility—the job search is all about being visible, and networking is a superb way of raising your profile and making yourself known in the marketplace.

generate ideas—you might ask the person you’re calling for advice on your search, the hiring process at his/her company, or other places to look.  Be open to trying new approaches and job search techniques.

identify more potential contacts—keep adding to your circle of contacts and try to follow up on any new contacts within 48 hours to maintain your momentum.  Always ask for another contact:  “Who else would you recommend I talk with at your company?” or “Can you refer another contact who works in this field?”

Remember:  You create the activity!  If your phone isn’t ringing and your calendar is wide open, get busy and generate action—make some calls, schedule some meetings.

List of Networking Contacts
Although we recommend that you put a great deal of thought and structure into your networking efforts, there is a certain serendipity that comes in and catches you by surprise—you just never know who will provide you the golden lead that will help you land that position!  This is a list you can maintain over the course of your career—your network is one of your most valuable resources in the world of work.

Create a list of all your networking contacts to date.  This means everyone you know basically.  Rule of thumb:  when in doubt, include them.  You will be shocked at how quickly your list grows over the next few months as you enter a networking mindset.  Shoot for 100 contacts.  For a jumpstart, here are some ideas for where to look and who to consider:

· Family and friends of course
· Neighbors
· Current and former teachers and professors
· Fellow classmates
· Current and past coworkers
· Church
· Professional associations
· Doctor, dentist, mechanic and insurance agent!
The table below is just a suggestion for how to organize your networking efforts.  It’s important to keep in mind that networking is not just a one-time thing, but rather an activity that you will continue over the course of your career.  It’s a conscious decision to stay connected to people who are important to the health of your career.


	Name
	Phone Number
	E-mail Address
	Follow up
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Networking can be hard and it helps to think about what you’re going to say and just what you want to result from the conversation you’re about to start.  Before dialing the phone or meeting with that contact, take some time to think about how you want to approach them.  Fear of not knowing what you’re going to say is very common.  Just as important as your words are theirs—listen carefully and learn as much as you can.  On the phone, actually closing your eyes will enhance the quality of your listening.  This template will help you think through what you’d like to say and precisely how you think the contact can help you.

Stress-free Networking Script Template
Mention that you’re looking:






Why you think it would be good to talk with her/him:






Two or three sentences about your background and what you’re looking for:






Exactly what you need (be as specific as possible):






Business Cards
The little business card is so simple that it is often overlooked!  They’re easy for you to have on hand and easy for the recipient to pass on, put on her desk, or tuck into his wallet.  The business card is another effective marketing tool to put your name out there.  For just the cost of shipping, you can order a box or two of cards from Vista Print  (http://www.vistaprint.com/).  They put a bit of advertising on the back of the card, but for seven or eight bucks, who cares?  I’ve seen cards with just the person’s name, phone number and e-mail address.  Or, if you want to get creative, add your title, field or even part of your mission statement. Feel free to add other details, like college degrees and LinkedIn URLs. Note that you can shorten and simplify the link to your public LinkedIn profile.

Portfolios
Most artists assemble portfolios to give a visual aide in showing off some of their best work.  You can do the same thing to highlight your academic and professional career.  I learned a lot about how to use this job search tool from local portfolio expert, Carmen Croonquist.  She describes a portfolio as a collection of items that document your career path and show how you’ve grown in your field.  The act—alone—of creating the portfolio should give you a certain sense of confidence and preparedness.  By completing the exercises in this workbook, you’re already well on your way to assembling an electronic portfolio of sorts.  You can use elements of this book (like your resume and mission statement, for example) in developing a hard copy or copy and paste into an online portfolio.  

Used carefully, the portfolio can be an effective marketing tool during the interview process.  Some people even use them for performance reviews or to document their academic progress.  A great place to pursue an electronic portfolio is at Minnesota E-folio (http://www.efoliominnesota.com/) Once you’ve mastered the basics in this book, we encourage you to take a look.

WordPress.com (http://wordpress.com/) is another place to create a portfolio/blog.

For more on this topic, read through The Career Portfolio Workbook by Frank Satterthwaite and Gary D’Orsi available in Career Services library in 221 Founders Hall.




Resumes, Cover Letters and Reference Lists

What Will a Resume Do For You?
· Introduce you to the search committee and the hiring manager.
· Focus attention on your experiences and accomplishments.
· Give the hiring manager enough information to consider you for an interview.
· Link you and the job by highlighting your related skills and strengths.
· Demonstrate your writing skills and your attention to detail.

Your resume is your primary marketing tool.  Try to think of it as a living document, always open for revisions and improvements.  What most hiring managers and human resource professionals look for is a compelling and clear snapshot of who you are and what you’ve done to this point in your academic and work life.  Most employers spend an average of just 16 seconds on a resume, so it has to be easy to read and must present the most important information toward to top.  Feel free to use the templates that follow as starting points.  Simply copy and paste the text into a new Microsoft Word document and modify the text.  The first three are chronological, meaning that you list your work history in reverse chronological order.  Note:  This is the most common type of resume and the one that most hiring managers and human resource professionals prefer.  The fourth template is a functional resume which is often a good choice if you are making a major career change. (Managing Your Career Transition, 2002, Career Partners International – Professional Edge)

Some Suggestions for a Strong Resume

1.	Don’t worry about trying to fit the resume on just one page.  A two-page resume is now a common length.

2.	Strive for a highly polished, professional appearance.

3.	You need perfect spelling and grammar—take your time and proofread!  Then ask a meticulous friend to proof it slowly.  The resume has to be a flawless document.

4.	Your summary statement and job objective should be supported by the body of the resume.

5.	Use the best printer you can find and really nice resume paper:  20–24 pound, 100 percent cotton fiber, 8-1/2" x 11".  Use the same paper for your cover letter and references.

8.	Avoid underlining and italics—they don’t show up when resumes are scanned and tend to make for a busy look.

9. 	Instead of paragraphs, use bulleted accomplishment statements.  It’s easier for the reader; this way they won’t have to slog through dense reading.

10.	After you’ve worked so hard on these documents, do not fold the resume and cover letter.  Find a large envelope that will fit the paper. You can also send it priority mail for about $4 at the post office so it arrives in a sturdy envelope and commands attention.

12.	Remember to follow up the sending of an application with a phone call to guarantee that they received your materials.  


Writing Your Resume:
Step One—Header 
This first section of the resume is just your contact information:  name, address, phone numbers and
e-mail.  Don’t be lulled to sleep by the simplicity of this section as more than one resume has been submitted with the wrong phone number or misspelled name!


ANDREW McGRAW
2400 West 7th Street	Phone:  651-630-2222
Saint Paul, Minnesota 55105	E-mail:  andrew.mcgraw@hotmail.com

* * * * *

Step Two—Summary 
In some of the resume examples below, you will see they begin with brief paragraphs—these are summaries, also called a “professional summary” or “profile.”  A summary will capture the reader’s attention and give a quick snapshot of who you are and where you see yourself going professionally.  The task of the rest of the resume is to support the summary.  They take a bit of time and effort to craft, but a strong summary will serve as the cornerstone of your resume and show the potential employer that you are highly focused and entice them to continue reading!

Writing Your Summary Statement Exercise
First, write up the different components for what will be your summary statement.
· Generic Title:
What do you want to call yourself?  This can be tailored to the position for which you’re applying.

· Descriptive adjective:
Detail-oriented?  Creative?  Effective?  What word or two best describes your work?

· Specific time and industry information:
Do you happen to have some experience in your field?  If so, mention the number of years.  What fields have you worked in already?  If this section doesn’t apply to you, don’t worry, just leave it out.

· Job objective (optional):
A job objective can be woven into the Summary, from the example below:  “…seeking an entry-level management position with a dynamic financial services company.”

· Background information:
Here is where you get to talk about your skill set and the different areas and fields that make up your work.  An easy way to start this sentence is, “Background includes…”

· Industry/job strengths:
If you have expertise, training or course work that you want to mention, now’s the time!  You can combine this with your previous sentence on background.

· Personal strengths/qualitative descriptors:
This sentence might feature your “soft skills” (see section on Emotional Intelligence, pg. 15) or highlight your degree or special skills.

Here’s an example of what this section might look like when you’re finished:

PROFESSIONAL SUMMARY

Versatile manager with three years’ experience in the retail industry seeking an entry-level management position in a dynamic financial services company.  Background includes supervision, training, product inventory, pharmacy technical support and bookkeeping.  Quick learner with excellent computer and interpersonal communication skills.  Degree in business administration.  

* * * * *
Step Three—Experience
Also called Work Experience, Professional Experience or History, the experience section features your past work and especially your accomplishments.  Write down your past work experience in reverse chronological order starting with your most recent position.  Under each position, list all your accomplishments in bulleted format.  Bullets are easier to read than a paragraph.

Your accomplishment statements will have the greatest punch if you mention not only the action you took, but also the result.  If you can quantify the result, better yet.  Numbers give the reader a sense of scope and make your accomplishments concrete.  The reader will become more interested in what you have done and might be able to do for their organization.  With the exception of your current position (if you have one), always write in past tense.

Start your accomplishment statements with an action verb, follow with the specifics of the situation, and close with the end result.  For a well-organized list of verbs to whet your appetite for action, soar to Quintessential Careers (http://quintcareers.com/)
EXPERIENCE
RETAIL INC., Minneapolis, Minnesota	2004–present
Assistant Manager
· Prioritize work of three sales representatives to meet deadlines and increase sales by 
15 percent in three consecutive quarters.
· Coordinate over 12 shipping schedules with operations team to deliver product ahead of time by an average of three days.
· Train customer service group to respond in a pleasant and effective way to inquiries and complaints.  Resolve 90 percent of customer complaints within 48 hours.
· Oversee the staffing and opening of two new branches at out-of-state locations.

* * * * *

Step Four—Education 
This is the easiest section of your resume to write.  Of course you will want to include your formal education here at Metropolitan State (congratulations by the way; you earned this moment!) and at some point in your career, you might also have a section for Continuing Education and Training.  Note that including your year of graduation is optional—many leave it out since it can give away a person’s age and is irrelevant.  
EDUCATION
METROPOLITAN STATE UNIVERSITY, Saint Paul, Minnesota	2011
Bachelor of Arts, English

If you have not yet earned your degree, just note that it is “in progress” or your expected date of graduation, like this:

METROPOLITAN STATE UNIVERSITY, Saint Paul, Minnesota
Bachelor of Arts, English, in progress

* * * * *
Step Five—Other Headings

If it’s relevant to your job search objective, you could include one of the following Common Resume Headings:

1.  Honors and Achievements

2.  Computer / Technical Skills

3.  Community Service / Volunteer Experience

4.  Military Service 

5.  Second Languages

6.  Publications

7.  Professional Affiliations

8.  Licensures and Certifications

9.  Workshops and Conferences

* * * * *
Step Six—Proofing
Good job, you have a solid draft.  Now print it and go do something else to refresh yourself for awhile.  Sit down with it and a colored pen and give it a careful proofread.  Are there parts that need to be beefed up?  Trimmed down?  Note any errors and go back to edit and develop.  Ask a friend or mentor to proof it when you have your resume as perfect as you can make it.  Here’s an exercise to see if it works.  Give a copy of your resume to someone who does not know you; take it back after 15 seconds; ask them to tell you what kind of work you’re pursuing.  If they can, mission accomplished.


Resume Template #1 (Chronological:  Summary or Profile includes Job Objective)

ANDREW McGRAW
2400 West 7th Street	651-630-2222
Saint Paul, Minnesota 55105	andrew_mcgraw@yahoo.com

Profile

[Insert descriptive adjective] College Graduate seeking opportunity in the [insert your field].
Expertise includes:
· Write a few brief statements that capture your key strengths, skills and special areas of knowledge.  Prioritize them.
· This is your opportunity to showcase your key differentiators:  do you want to mention your superb interpersonal communication style, leadership ability or interest and willingness to learn new things?
· Also a great place to highlight any relevant course work, internship or community service experience you may have acquired.

Education

Metropolitan State University, Saint Paul, Minnesota
Bachelor of Science:  Biology, December 2010
Minor:  English

Experience

COMPANY NAME, City, State	20XX–Present
Job Title
· Write a small handful (2–6) of accomplishment statements about the work you did and the result. 
· These bulleted statements should support your profile or summary and job objective.
· Instead of listing responsibilities, describe what you accomplished or learned:  think action and result.
· If you have some data ready, try to quantify your accomplishments:  Did you help cut the organization’s costs?  How many customers did you serve daily?  How many people attended your programs?
· If you are currently working, this set of accomplishment statements should be present tense.

COMPANY NAME, City, State	20XX–20XX
Job Title
· Continue with your accomplishment statements.
· If you thoroughly described a similar accomplishment in another position on your resume, you would not have to repeat it elsewhere.
· Remember to prioritize your bulleted statements so the most important is at the top of the list.
· Since this job is behind you now, this and the following set of accomplishment statements should be past tense.

COMPANY NAME, City, State	20XX–20XX
Job Title
· Continue writing.  Start each statement with an action verb.  
· Keep the writing strong, clear and brief.
· You might also mention any special recognition, what you were known for, and any awards you received from previous employers.

Volunteer / Community Service

ORGANIZATION, Position or project, City, State	20XX–present

Resume Template #2 (Chronological:  Summary without Job Objective)

JULIA T.  CHAVEZ
1234 Portland Avenue South
Minneapolis, Minnesota 55444
(612) 872-2233
jchavez@yahoo.com

SUMMARY

Adjective Title with (mention specific time in field(s) / industry).  Background includes (list two or three key industry/job strengths).  Close with a sentence describing personal strengths and qualitative descriptors.  You might also tack on that you hold a degree or are working on one, for example:  degree in business administration.  

EDUCATION

Metropolitan State University, Saint Paul, Minnesota
Degree (for example, Bachelor of Science:  Biology)

WORK EXPERIENCE

Organization or Company Name, City, State	year–year
Title
· Accomplishment statement (see Template #1 for tips)
· Accomplishment statement
· Accomplishment statement

Organization or Company Name, City, State	year–year
Title
· Accomplishment statement
· Accomplishment statement
· Accomplishment statement

Organization or Company Name, City, State	year–year
Title
· Accomplishment statement
· Accomplishment statement

COMPUTER SKILLS

List any skills here including Microsoft Word, Excel, PowerPoint, and so on.

VOLUNTEER WORK / COMMUNITY SERVICE

List any volunteer activities here (for example, Habitat for Humanity, 2002-2010)

Resume Template #3 (Chronological:  Education after Work Experience)

JULIA T.  CHAVEZ
Street	Phone
City, Minnesota Zip	E-mail

SUMMARY

Adaptable computer support specialist with extensive experience in customer service, trouble shooting and database management.  Background includes inbound and outbound customer service Help Desk, Web development and hardware installation.  Resourceful problem solver with superb interpersonal communication skills and ability to handle multiple projects and requests.  Note how the title can serve as a job objective.

WORK EXPERIENCE

TEMPSTAFF, City, State	2009–Present
Temporary Office Positions
Worked as temporary employee at various Twin Cities companies such as General Mills, Honeywell and Target Corporation.  Note:  this is one way to handle multiple temporary positions.
· Accomplishment statement
· Accomplishment statement 

Organization or Company Name, City, State	year–year
Title
· Accomplishment statement
· Accomplishment statement

Organization or Company Name, City, State	year–year
Title
· Accomplishment statement
· Accomplishment statement

EDUCATION

Metropolitan State University, Saint Paul, Minnesota
Bachelor of Arts:  Computer Information Systems	December 2010

Minneapolis Community and Technical College, Minneapolis, Minnesota	2006–2008
Information Technology Courses

TECHNICAL SKILLS
Installing Novell NetWare, designing and setting up LAN Hubs, configuring Virtual LAN, installing Windows NT 4.0, SQL Server and other database management tools.  Proficient with HTML and Web design and development.  Interested in Internet security.  Familiar with Linux configurations.

Resume Template #4 (Functional)

ANDREW McGRAW
2400 West 7th Street	651-630-2222
Saint Paul, Minnesota 55105	andrew_mcgraw@yahoo.com

SUMMARY

 [Insert descriptive adjective] College graduate seeking opportunity in the [insert your field].
Expertise includes:
· Write a few brief statements that capture your key strengths, skills and special areas of knowledge.  Prioritize them.
· This is your opportunity to showcase your key differentiators:  do you want to mention your superb interpersonal communication style, leadership ability or interest and willingness to learn new things?
· Also a great place to highlight any relevant course work, internship or community service experience you may have acquired.

PROFESSIONAL ACCOMPLISHMENTS (or you might use CAREER ACHIEVEMENTS)

KEY AREA OF SKILL OR STRENGTH (Some examples might be leadership, project management, teaching and mentoring, strategic planning, customer service, marketing and communication.)
· Accomplishment statement
· Accomplishment statement
· Accomplishment statement

KEY AREA OF SKILL OR STRENGTH
· Accomplishment statement
· Accomplishment statement

KEY AREA OF SKILL OR STRENGTH
· Accomplishment statement
· Accomplishment statement

WORK HISTORY (Note:  just list the basics for a quick overview, no accomplishment statements!)
Organization or Company Name, City, State	year–year
Title
Organization or Company Name, City, State	year–year
Title
Organization or Company Name, City, State	year–year
Title

EDUCATION

Metropolitan State University, Saint Paul, Minnesota
Bachelor of Science:  Biology, December 2010
Minor:  English

The Cover Letter
A cover letter is a great opportunity to send a personal message to a potential employer.  It goes with the resume and/or employment application—whether mailed, e-mailed, faxed or dropped off in person.  Use the same header (name, contact information) for your resume, cover letter and list of references.  The first cover letter is the toughest to write; then you can modify and “save as” for applications in the future.  Often job applicants will put a great deal of emphasis on their resume with very little thought on their cover letters.  Spend some time crafting what you want to say and how you want to say it.

Ideas for writing a cover letter:
· Try to be brief and concise.
· Address to a specific contact or search committee chair in the organization who is part of the hiring process.
· Like the resume, perfect grammar and spelling!
· Highlight your strengths and accomplishments as they relate to the job.


Cover Letter Template #1

JULIA T.  CHAVEZ
1234 Portland Avenue South
Minneapolis, Minnesota 55444
(612) 872-2233
jchavez@yahoo.com


May 23, 2011

Name
Title
Company
Address
City, State, Zip

Dear insert name,

I am writing to apply for the insert position name that was posted on insert position description source.  Recently, I completed a degree in business administration and am seeking a challenging opportunity to use my skills and education.  With extensive experience in the retail industry and expertise in customer service, I believe I am an excellent fit for your needs.  

Some of my accomplishments and qualifications for the position include:
· Accomplishment
· Accomplishment
· Accomplishment

My resume is enclosed.  I would enjoy speaking to you further regarding my background and how I could contribute to the continued success of insert name of organization.  I look forward to hearing from you.  Thank you very much for your time and consideration.  

Sincerely,




Julia Chavez

Enclosure



Cover Letter Template #2

ANDREW McGRAW
2400 West 7th Street	651-630-2222
Saint Paul, Minnesota 55105	andrew_mcgraw@yahoo.com



May 15, 2011



Customer Service Specialist Search Committee
Business Development Center
Wells Fargo Home Mortgage Divison

RE:  300230—Customer Service Specialist




Dear Search Committee:

I am writing to apply for the customer service specialist position in the Business Development Center of Wells Fargo Home Mortgage Divison.  My professional history, academic background, and personal values make me an ideal candidate for the position.

In my work as a…describe some relevant work accomplishments and strengths in one or two short paragraphs.

With my expertise in working with align past work experiences with the one you’re pursuing with this application, I am a natural fit for this position and would be an asset to the Wells Fargo Home Mortgage Division.  I will call soon to introduce myself, and I look forward to discussing the opportunity with you.


Sincerely,




Andrew McGraw
work 651-630-5555



Sample Reference List Template


JULIA T.  CHAVEZ
1234 Portland Avenue South
Minneapolis, Minnesota 55444
(612) 872-2233
jchavez@yahoo.com

References

Maria Astudillo, customer service manager, ACME Corporation
(612) 872-7072  (office)
mastudillo@acme.com
Relationship to applicant:  current supervisor

Thomas Olson, president, ACME Corporation
(612) 872-7070  (office)
tolson@acme.com
Relationship to applicant:  current colleague

Sarah Sanders, operations director, Minnesota Manufacturing Company
(218) 420-6565  (office)
sarah.sanders@mm.com
Relationship to applicant:  former customer

Ger Vang, general manager, Best Brand Electronics
(651) 220-2211  (office)
ger.vang@bb.com
Relationship to applicant:  former manager




Interviewing
Interviewing can be a nerve-wracking experience.  You want the job, you want to perform well and get an offer.  The best way to cope with the pressure and set yourself up to be at your best is to study the interview process and really buckle down and prepare.  Even if you don’t have an interview scheduled, it is not too early to start thinking about responses to interview questions.  The more thorough your preparation and the more integral your responses, the more grounded and confident you’ll feel at the interview.

There are a number of different interview formats to be aware of:
Telephone—can be unscheduled and catch a person by surprise; refine phone skills by practice. 
Screening—rely heavily on experience and qualifications; these are often conducted on the phone also.
Group—these are rare; feature multiple interviewees in one room, test social skills.
Panel or Committee—a number of interviewers around the table; group input.
Hiring—typically one-on-one with the hiring authority; a second round interview as one of finalists.

These formats might use one or more of the following approaches to interviewing.  Knowing about them will help you prepare and feel more in control of the situation.

Unstructured
Without an interview plan or consistent set of questions, unstructured interviews are typically random and not predictive of performance.

Situational
Situational interviews are future focused and tap a person’s knowledge and ability to draw from experience to hypothetical situations.  A typical question might start with “What would you do if… .”  The thinking here is that knowledge and intentions predict behavior.

Behavioral 
Behavioral interviews are past focused and like situational interviews, are highly structured with a limited set of questions in certain areas.  The questions focus on specific events, not what you “typically do,” thinking that if they can get the full story of how you have behaved in the past, they can safely predict what you’d do in a potential employment situation.  This type of interview can be challenging and is becoming increasingly common in the workplace.  Here are some tips for handling behavioral interview questions.

Behavioral interview questions usually end with a period and ask that you discuss or describe a specific situation.  The key word here is specific—they want to hear a brief story, not generalities.  Examples of behavioral interview questions:

Describe a difficult coworker you’ve had to deal with.

Describe a big mistake you made in your last job and how you dealt with it.

Please give an example of how you organized and planned a major project.

Describe a time you felt that you made a poor decision.

One way to field these questions is to respond with S A R!

First, what was the situation?

Second, what action did you take?

Third, what was the result?

This is a great way to keep yourself organized as you respond to the question.  One tip with S A R is to try to quickly set up the situation and focus on the action and result.

A development need for me is XX.
So I decided to take a class, and as result have learned XX.

* * * *
Seven Interview Steps
A colleague introduced me to these seven steps common to most interviews.  Thinking through or visualizing how the interview will flow will pay off down the road.

1. Research:  once the interview is scheduled, get busy learning all you can about the organization’s demographics, culture, financials and so on.  Try to find out who will be on the interview committee.

2. Plan, Prepare and Practice:  plan the logistics so you know exactly where you’re going and where you’ll park; prepare what you’re going to say and what you want them to know about you; and practice, practice, practice!  Calm and confidence come with practice.

3. Establish rapport:  make eye contact, shake hands, make that human connection.
The research suggests that huge impressions are often made in first 90 seconds!  Much of what we communicate is through body language and tone of voice.

4.	Answer questions

5. Ask questions

6. Close:  you’re fatigued, but must summon energy for an enthusiastic, upbeat closing statement.  State your interest in the position, connect yourself to the job as the perfect match between their needs and your strengths, and confirm the next step in the process.

7. Follow-up:  guess how many candidates send a thank you note?  Only 5 percent! Before you rest on your laurels, show your appreciation with a quick thank you for their time and consideration. Be sure to get contact information from the human resources representative and interviewers; send your thank-you letter via priority mail for even more impact.

* * * * *

There are four key components to fielding questions:
1. Prepare in Advance
2. Deliver concise, specific answers in under 60 seconds
3. Demonstrate your ability to perform the job
4. Show your “ideal worker persona”: passionate about your work; lifelong learner; 	positive attitude; flexible and adaptable. (Robin, 2000, pp. 25).

Here are some of the most popular interview questions.  There is room for you to type your response.  Review your work and school history as part of your preparation.  What experiences do you want to emphasize that will showcase your skills and strengths?  Develop a basket of examples and stories that you can use to support your responses.
Your goal is introduce, tell, and summarize your response in about 60 seconds.  A minute is sure to keep their attention and they can always ask a follow up questions if they’re intrigued and want to hear more.

Commonly Asked Interview Questions

What do you know about our organization?

Tell me about yourself.

Where do you see yourself five years from now?

How do you plan to achieve your career goals?

What do you consider to be your strengths and weaknesses?

Why should we hire you?

How has your educational experience prepared you for this position?

What qualifications do you have that makes you think that you will be successful in this organization?

In what ways can you contribute to our organization?

Describe the supervisory style you prefer.
What two or three accomplishments have given you the most satisfaction?  Why?

Describe your most rewarding college experience.

What led you to choose your field of major study?

What college subjects did you like the best?  The least?  Why?

How do you deal with stress?

How do you deal with conflict with your coworkers?  Provide an example.

What two or three things are most important to you in your job?

Will you relocate?

How did you get along with your last boss/coworkers?

Describe your extracurricular activities.

What is your ultimate career goal?

What are your salary expectations?


Ideally, the interview will flow like a conversation with questions arising spontaneously from both sides.  Toward the end of the interview, there will most likely be an opportunity for you to ask any questions you have.  What questions should you ask?  Keep in mind your questions will provide insight into your business acumen, your thoroughness and savvy in preparing and your personal agenda.  Make sure to save at least one for this potentially powerful moment!  Feel free to jot them down in a notebook or type them to bring them to the interview.  Here is a sampling of interview questions you might want to ask the committee.

Who would I report to and how would you describe his/her management style?

What is the organizational structure of this position and this department?

What major challenges and opportunities are facing this institution/organization?

Are there any institutional/organizational changes or initiatives that may affect this position or this department?

What type of training programs do you offer to new employees?

What opportunities are there for professional development?

What is the typical career path for a person in this position?

Is there opportunity for advancement in this position?

How is the position evaluated?

What are the next steps in the decision-making process?

What are the most important duties of this position?


Rules of Thumb for the Interview
· Be yourself!
· Approach each question as an opportunity to sell yourself and your experience.
· Stay positive about previous employers; negativity will only torpedo your efforts to connect.
· Prepare a little small talk to get you going.
· If cornered on the salary question, just give a range and never bring it up until they do.
· Think up an affirmation to help dampen nervousness:  “I love interviewing—we’re going to have a great conversation!”
· Lighten up and have fun with it!



A Word on References
Despite the fact that you may not know just what you want to do or when you’ll receive a job offer, you will need three to five people to serve as references for you.  Instead of family members, pick those who know you fairly well from a work or school context.  It is always nice to have a current or former supervisor in the mix, and of course staff and faculty from Metropolitan State University.  Is there someone who knows you from your service as a volunteer or from your role in a special project?  The time to think about who those people might be is now.  You will find that most are delighted and willing to help.  It can take awhile to foster these relationships, so jot down the names of at least three key people you could ask to serve as references when the time comes.

Potential References

1.

2.

3.

If you are in active pursuit of a specific position and the interview committee or chair is asking for references, quickly get in touch with the people on your list and inform them who might be calling.  Time is of the essence, because you want to give them a “heads up” and not be caught by surprise.  Arm them with everything they need to speak intelligently and glowingly on your behalf:

1. A copy of your resume and cover letter.

2. The position title and description.

3. Any relevant context:  What do you know about the organization?  How did the interview go?  How interested are you in the job?

4. Name of a committee member who might be making the call.

5. Anything in particular you want them to highlight.

[bookmark: PartV]
TOC
Part V:  Resources and Support

Career Services at Metropolitan State University
We encourage you to continue to pursue your career exploration and decision-making by tapping all the resources that Metropolitan State University’s Counseling and Career Services department offers.  Our resource and information center is located in Founders Hall, Room 221.  Career Services offers career interest and occupational exploration testing, career counseling, resume and cover letter writing assistance, interview coaching, and a variety of exciting events throughout the year.  Our Web site features a job board with both part-time and full-time positions that are continually being updated by our diligent student staff.  

Why not participate in a workshop or job fair this year?  Events including resume review drop in sessions, resume writing workshops, job search strategy sessions, networking seminars and LinkedIn workshops are scheduled throughout the year, including summer. http://www.metrostate.edu/msweb/pathway/academic_success/counselcareer/career_services/events.html .  For more information or to register, call us at 651.793.1528 or e-mail career.services@metrostate.edu.

For updates and to learn more about Career Services at Metropolitan State, zip to
http://www.metrostate.edu/career.

Internships, volunteering and other ways to gain experience
There are a lot of great ways to acquire experience that can help you test out and decide on a career path.  One campus resource that we encourage you to contact is Metropolitan State University’s Center for Community-Based Learning (CCBL).  Internships, service-learning, course work and many other excellent learning opportunities are waiting for you at the CCBL.  This is a great way to get involved in a community organization, a business setting or right here on campus! http://www.metrostate.edu/ccbl/

Veterans Services
Metropolitan State’s Veterans Services office assists all who have or are currently serving in any branch of the United States Armed Forces. The office assists with academic program information, earning college credits for military training, financial assistance and VA certification of courses. Access http://www.metrostate.edu/msweb/pathway/academic_success/veterans/ 
 For information or e-mail veterans.services@metrostate.edu. 

Disability Services
Metropolitan State’s Disability Services department ensures equal education opportunities by accommodating students when possible. Call (651) 793-1549 or access
http://www.metrostate.edu/msweb/pathway/academic_success/disability/index.html for information.

Suggested Readings
While there is a lot of interesting and inspiring career-related reading out there, I want to draw your attention to a few of my favorite picks.

Career and Vocational Exploration:
Let Your Life Speak by Parker Palmer (1999).  
This little book is described by the publisher as a compassionate and compelling meditation on discovering your path in life.  By telling his own story, Palmer encourages us to listen attentively to our “inner teacher” and follow its callings toward a sense of meaning and purpose.  He shares insights gained from darkness and depression as well as fulfillment and joy, illuminating a pathway toward vocation for all who seek the true calling of their lives.  Available for checkout in the Metropolitan State Library.  

[image: Cover Image]

Working Identity:  Unconventional Strategies for Reinventing your Career by Herminia Ibarra (2004).  Ibarra offers an exciting alternative to the career decision-making model that we must first know what we want to do before taking action.  She argues that this is backward and that we make better decisions when we have experience from our actions on which to weigh our choices.  Reading this book helps a person feel normal when fatigued by a circuitous, often confusing, career search.  Available for checkout in the Metropolitan State Library.
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Self-Assessment and Personality Type
Do What You Are:  Discover the Perfect Career for You through the Secrets of Personality Type by Paul Tieger and Barbara Barron-Tieger (2001).  This book is an excellent way to follow up with the Myers-Briggs Type Indicator assessment.  It looks at personality type, helps you discover your own; and using workbook exercises and detailing specific job-search strategies, it lists occupations that are popular with your type.  Available for checkout in the Metropolitan State Library.

[image: Cover Image]

The Introvert Advantage:  How to Thrive in an Extrovert World by Marti Olsen Laney (2002).  Another great follow-up to the Myers-Briggs Type Indicator assessment, the Introvert Advantage helps readers understand the concept of introversion and assists them in determining where they are on the introvert/extrovert continuum.  Since the world of work and job searching commonly offer challenges to those with introversion tendencies, I suggest this book and its many tools and ideas to build on the introvert’s strengths to successfully cope in an extroverted world.  Available for checkout in the Metropolitan State Library.

[image: Cover Image]

StrengthsQuest:  Discover and Develop Your Strengths in Academics, Career, and Beyond by Donald O.  Clifton and Edward “Chip” Anderson (2004).  Instead of focusing on your shoring up your weaknesses and shortcomings, StrengthsQuest encourages readers to identify and hone their talents so they become strengths.  There are useful suggestions on how to use your “signature themes” in both academics and careers.  You get a code with the book that allows you to take the StrengthsFinder assessment online.

[image: Cover Image]

Now Discover Your Strengths by Marcus Buckingham and Donald O.  Clifton (2001).
Now Discover Your Strengths is the precursor to the StrengthsQuest book and assessment.  The theme is similar:  rather than spend a great deal of time and energy trying to grow through developing one’s weaknesses, the authors suggest that the highest priority for individuals must be to identify and then build on the unique, natural talents within each one of us.  This book’s focus is to help readers identify and tap their true potential rather than forcing a poor fit into a job or role.  Available for checkout in the Metropolitan State Library.

[image: Cover Image]

Emotional Intelligence by Daniel Goleman (1997).  It’s common knowledge that high IQ is no guarantee of success.  Goleman creates a broader definition of what it means to be smart by including soft skills (like self-awareness, self-discipline, empathy, nondefensive listening and managing feelings) vital to career success.  Employers look for people with these “EQ” skills to help create a healthy, positive workplace climate.  

[image: Cover Image]

Job Search
The Resume Handbook :  How to Write Outstanding Resumes and Cover Letters for Every Situation by Arthur Rosenberg, David Hizer (2003).  This is a helpful resource for those who are struggling with their first resume or stuck trying to revive an older one.  With thirty-two sample resumes and concrete advice, this book can get you started on your writing.  Available for checkout in the Metropolitan State Library.
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What Color Is Your Parachute? by Richard Nelson Bolles (2005).
Bolles’ classic has been helping career changers and job-hunters for over 30 years.  Whether you’re embarking on your job search, trying to pick a career path, or hoping to find more fulfilling work, this book is highly recommended as a career guide.  There are copies in both the Saint Paul and Minneapolis campus libraries.

[image: Cover Image]

Getting Things Done:  The Art of Stress-free Productivity by David Allen (2003).
Although not a typical job search or career book, I’m including Getting Things Done because so many people get stuck on the actual actions required to realize their dreams and plans.  The author’s key idea is quite simple:  our ability to be productive is directly proportional to our ability to relax.  It should prove useful in tackling academic course work also!

[image: Cover Image]

The Interview Rehearsal Book:  Seven Steps to Job-Winning Interviews Using Acting Skills You Never Knew You Had by Deb Gottesman and Buzz Mauro (1999).  An excellent resource for anyone preparing for an interview, especially those who suffer from nerves, fear and panic.  These actor authors use their theater background to help the reader overcome performance anxiety and give their best performance.  It contains simple exercises for effective verbal and physical communication.  Available for checkout in the Metropolitan State Library.

[image: Cover Image]



What to Do if Discouragement Sets In
Once you’ve decided on your career direction and start looking for a job, you might be shocked at how long the search takes.  By its very nature, the job search is stressful.  It's a process over which we have little control.  A few suggestions:  Instead of watching the calendar, focus on the execution of your plan.  Be patient, diligent and persevere.
Don’t be afraid to ask for help from Metropolitan staff, faculty and friends.  Join a job search support group for ongoing support.  And remember, you will land a great position— it’s just a question of where and when!






[image: ]
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Anyone with disabilities needing accommodations for a Metropolitan State event or who needs a publication in an alternative format, should call Disability Services at 651-793-1540 or 651-772-7687 (TTY).
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