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Dear Saint Vincent Students and Alumni,

The Career Guide is intended to serve as a resource throughoutygauregperehce, her
at Saint Vincent. Whether a senior or alumni, or just beginning your college career, the inft
guide is to be used as a reference when wringeegsnuover letters, Jloanletters, or even whe
attendig a job fair or networking event. You will also find tips on dressing for success, pre
interview or siisit and information on upcoming events and workshops tee&@ntedrinent

College Carésnter

In addition to using thuide, you should make an appointment wittCar@aiReefessional.
We offer services on all waleged topics, such as career exploration, finding an intermship c
employment, negotiating a salary, prepasegoad3@ommercial much more. We even ass
students preparing to go to graduate or professional school. The guide encourages yol
valuable experience inside the classroom, but also encourages skills that will allow you to
academic, p@&aocand professional career through internships, volunteering, serviebiteading

and other and civic and social engagements.

The Career Centerlocated on the first floor of the Robert S. Carey Student Center.

our newly expaddffice and meet our swif.then, have an exciting 20Q9academic year!

Sincerely,

Courtney Baum

Director, Career Center



Job Fairs, Events & Workshops

The Career Center offers many job fairs, events and workshops to Saint Vincent Co
gudents andalumni dedicated to securing fithe employment, internships and entry into
graduate and professional schda®e hope these events will help to create a smatettmship
and job searchprocess. Our events include job fairs, networkingtsveareerelated

presentations, and visits from employers and alums. We hope to see you there!
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RESUME&

COVER LETTERWRITING
WEDNESDAYSEPTEMBER16, 2009
PrReP203 12:30PM
FREE FOOD

Whether you have a resume or are unsure where tq b@ginvorkshop is foroyw. A career counselor will
provideideas on how you can better market your education, experience, leadership skills and more. Intern
fulltime employment, or summer positidnscruiting season is here. Come learn the basics of resume a
cover l&er writing.

INTERNSHIP & FULL-TIME JOB SEARCH
WEDNESDAYOCTOBER 14, 2008
PrepP203 12:30PM
FREE FOOD

Graduatingp ut you donét know where to turn? Looking
CareerCenter professional will digss internship and jetearching strategies. You will learn of resource
available through websites, alumni, and the Career Center. Get tips on the best ways to find the job or intel
youbve al ways wanted.

EXPLORING YOUR CAREER
WEDNESDAYNOVEMBER 11,2009
PrReEP203 12:30PM
FREE FOOD

Not sure what to major in? Not sure of job opportunities in your field? This workshop will discuss
importance of career exploration and strategies for making the best academic and career decision for you.

MOCK INTERVIEW PROGRAM

Mock interviews are practice interviews in a A0
conjunction with SCORE, will give you an opportunity to get feedback on what you are doingnaghow
you could improve younterviewing skills. You can ask professional recruiters and former executives what
look for in a candidateGet prepared for upcoming job fairs andaampus recruiting with a mock interview.
Stop by the Career Center to schedule your time.
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GRADUATE SCHOOL & PROFESSIONALSCHOOL PROGRAMMING
Learn graduate and professional school admissions atakitggtstrategies for tests including GMAT; GRE;
LSAT; MCAT. Meet alumni and professionals in your fieldetails can be found online at
www.collegecentral.com/stvincemt stop by the Career Center for more information.

SAINT VINCENT COLLEGE
0 J @BNTERNSHIP HUNTING IN TURBULENT T MES 6
TUESDAY, NovVEMBER 10, 2009
11:00am i" 2:30PMm

KEYNOTE SPEAKER:
DR. FRANK GAMRAT, PH.D.
ALLEGHENY INSTITUTE FOR PUBLIC POLICY
SPEAKING ON:

WHERE THE JOBSAREIN THE UNITED STATESAND PENNSYLVANIA

LUNCH WILL BEPROVIDED USING MEAL PLAN EXCHANGE

CONCURRENT SESSIONS

LEARN How TO NETWORK

LEARN ABOUT YOUR FIELD

PREPARE YOURSELFFOR.

INTERNSHIPS

FULL-TIME EMPLOYMENT

GRADUATE & PROFESSIONALSCHOOL

DETAILS FOR ON-CAMPUS EVENTS AND OF-CAMPUS FAIRSAVAILABLEAT:
WWW.COLLEGECENTRALCOM/STVINCENT


http://www.collegecentral.com/stvincent

Services & Resources

The Career Center has many resourcd®elp you with your job and internship search
and the graduate and professional school application proGasslibrary contains many
books and magazines on all careated topics. And just recently, we have updated ot
library with the Vault Guides ginlighting internships, job opportunities and employers o
various industries. In addition to our printed resources, we offer online tools such as
online Vault Guides and the College Central Network, where hundreds of internships :
full4ime jobs care found daily. All printed material can be signed out for your convenien

and online tools can be accessed from a home computer or right in the Career Center lib



Saint Mncent College

Career Center Services
www. Stvincent.eadu/careers

The following information highlights the services, programs, aadroes offered by Career Center for all Saint
Vincent College students and alumni. Please read the information carefully and familiarize yourself with
services so that you can take advantage of them throughout your college career.

Services, Prognas and Resources

o Career Exploration

o Interest and Personality Assessments

o Career Planning Assistance

o Resume, Employment Letter, and Job and Internship Searching Assistance
o Internship Prgrams

o Employment Materials & Career Library:

Resumes/Eployment Letters

Interviewing

How to Market Your Skills and Education
Job Trends and Job Searching Techniques
Negotiating a Job Offer

Internet Resources

Graduate School Application Process
Company Literature

Employment Directories

Occupational Informatiofsummaries

o Mock Interview Program
o Professional Developnte®eries with presentations on various caedgged opics
o Full-Time, Internship, Paifime, Volunteer, and Seasonal Job information posted to:

College Centralwww.collegecentral.com/steent

o On-Campus Recruiting Program
o CollegeCentral Resume Submission for those companies not recruittagngois
o On and offcampus job fairs and relatedwerkingevents
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Dear Saint Vincent College Students and Alumni,

We are delighted tanaounce that we haadedthe Vault Online Career Libraryo our vast

collection of resources at the Career Center at Saint Vincent College.

Vaulti s t he worl dés | eading source of <career
employergndustries, and career subjects infinitely easier and more efficient. This new online res

contains:

e Vault Career Guides and Employer Profiles in PDF

e 1,100+ Vault Career Advice Articles

e Industry and Occupational Profiles

e Access to the Vault MessagarBs for insider information

e Much more!

To receive a password to this exclusive resaagam) ko the Career Center web page:
http://www.stvincent.edu/careers

Click on the Vault Online Library icon, and the journey begins.

Enjoy, and come see usmsoo

Sincerely,

Saint Vincent Career Center
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Dear Saint Vincent Students and Alumni,

College Central is the primary site where students and alumni register with our office, post anc
update resumes, drop resumes to employers-t@nopus interviewingearch and apply for full
time, internship and patime positions, and receive announcements on upcoming events and

employer visits.

Whether you are an enteriggurfirstyeararising student or have already graduated, you are
encouraged to take advagé of the available services. The services provided and jobs posted a

subject to the policies of our office.

An exciting update with College Central is our new partnership with L. AIRb€ral Arts
Recruiting Consortium). Here we have collaboratd#dlecal liberal arts universities and colleges
to have complete access to recruiters and alumni of each of their campuses. For a list.of L.A.R

members, please stop by the Career Center.

Undergraduate Studentdnternships and fuime job openingsra posted to this database by

employers and staff of Saint Vincent College Career Center.

Alumni: Fulkime, entryevel and even experienced positions are posted to this database by
employers and staff of Saint Vincent College Career Center.

This is arfee service provided-24365 days a year to Saint Vincent College students and alumni

We are here to serve you and hope you will take full advantage of this service.

Sincerely,

Saint Vincent Career Center

12



Cover Letters

Who needs & Qver Lette® Everyone who sends out a resume! Even if the letter nev
6came upbd in conversation or wasn't ment
write one.@over Lette® also known a&Employment Letteésor d_etters of Applicatio
shouldbe tailored to thepecificompany and the specific job or internship for which you are
applying.

The Cover Letteis a 3 to 4 paragraph, opage letter, typed in a business format that
introduces you and your skills. TBever Lettethas the purposef making the employer
aware that you are available and interested in employment. The letter is crucial in that it n
stimulate the employer to become interested in you. Your Cover Letter is a reflection
yourself and iased aga tool to market yougxperience and abilitiet will offer youanother
chance to emphasize what you have to contribute to the company or orgagixatiplyou
an edge over other applicants. A Cover Letter will demonstrate, to an employer, your wri
communication sKs, your ability to apply your skills to a professional setting, and yoL

understanding of the company and position of interest.

Yes, writing a Cover Letter can take even more time when dointgg@ship orjob
search. But will be worth it in the ed. Don't give the person screening the resumes a secon
to entertain the thought'But how can this person help & The Cover letter will answer

that question in your own words.

13



COVER LETTER GUIDELINES

DESCRI PTI VE WORDS USED TO HS$IGHLUL &SHT YO
&
PERSONALITY TRAITS EMPLOYERS FIND ATTRACTIVE

active independent
adaptable loyal
assertive mature

alert methodical
ambitious motivated
analytical optimistic
approachable organized
attentive passionate
caring perceptive
carng personable
conscientious persuasive
consistent pleasant
constructive positive
creative motivated
dependable productive
determined proficient
detailed; detathriented realistic
disciplined reliable
efficient resourceful
empathet respectful
energetic selfreliant
excited sense of humor
enterprising sensitive
enthusiastic sincere
extroverted sophisticated
focused talented

14



COVER LETTER REMINDERS

= Every letter should bedividually tailored to each position.

= Usethe same paper for your Resume and Cover Letter (good quality 8 %2 x 11).

= The letter must conform to good business style and must be free of errors.

= The letter should be addressed to a specific person when possible.

= The letter should be no longer than gragge in length.

= The letter should indicate a special interest in the specific organization.

= The letter should demonstrate skills not necessarily listed on your resume.

= Theletter shoulduseseli e scr i pti ve words to highlight

= The leter should reflect the fact that you have researched the organization or company.

BEFORE WRITING YOUR COVER LETTER

= Review job descriptions
A Read the entire description thoroughly
A Pay attention to job responsibilities
A Highlight your skills that match thiescription of the job

— Research the Employer
A Visit company websites (corporate culture; trends in company and industry)
A Speak to employer insiders when possible
A Read company literatyréhe company annual report, or the company newsletter
A Visiti V a ud it d @aréeiCenterwebsite)

= Use appropriate adjectives related to the position of interest
A Sales/Marketing (assertive; persuasive)
A Counseling/Education (empathetic; sensitive; approachable)
A Accounting/Business (detailiented; organized)
A Computer Sciece/IT (analytical; problesplver)

— Determine what kind of candidate the employer is seeking
A Skill Setgfunctional, technical, adaptive, transferrable)
A Practical Experience
A Education/Training
A Personality Traits

15



COVER LETTER FORMAT

Your Address

Date

Contact Person, Title
Department, Company Name
Address

Dear Mr./Ms./Dr. (Contact Person):

Introduction 1 Paragraph | (24 sentences)
Establishes the purpose of your letter, attracts attention and arouses interest

A
A
A
A

State why you are writing by nagithe specific position or type of job.

Tell how you heard about the position/employer (CaBsarter, College Central Network, Job
Fair, newspaper advertisement, faculty/ employee referral).

Demonstrate why you are interested in the position.

Insert abrief sentence that provides degree, major, college affiliation, and graduation date.

BodyParagraph Il & Ill (34 sentences each)
Indicatdnow your skills, education and experience match the employer's needs

A

> > > > > >

Indicate how you can help the employer aehieganizational goals in your specialty.

Focus on what you can do for the employer rather than what the employer can do for you.
Highlight most significant accomplishments, abilities, and experiences specific to the position.

Sell your credentialyou mission is to prove you should be invited to an interview.

Highlight specific experiences and key assets related to the position of interest.

Use the 2 paragraph to discuss specific experiences that relate to the position and company.
Usethe3parmgr aph to di scuss more of the O0soft ski

Closing Paragraph IV (3} sentences)
State your commitment to action

A
A
A

A
A

Mention enclosed resumsgmple workor portfolioif applicable.

Take initiativetatna k e ¢l ear what happens qaupaj: (Al wi
State your availability. Let them kndtwinen you will be in the area, especially positions that

would require relocation

Restate contact information including phone and email so theogengian contact you.

Thank the employer.

Sincerely,

Your Signature

Your Name Typed
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COVER LETTER EXAMPLE ( SHADOWING)

Sarah Elizabeth Smith
Saint Vincent College Box 9999
300 Fraser Purchase Road
Latrobe, PA 15650
724.555.8888 ~ sesl@email.stvincedu

April 30, 2010

Family Eye Care

ATTN: Dr. Christopher Jenkins
511 Main Street

Anytown, PA 15650

Dear Dr. Jenkins:

| am a current college sophomore majoring in Biology and plan to apply to medical scHadil aheny

senior year. | am explmyg different areas of medicine and have become patrticularly interested in the
field of optometry. Would your practice be willing to bring in a student to shadow during the summer?
If so, | would welcome and appreciate the opportunity as | learn mongt aptometry, the daily
business of an eye care office and the various diagnoses that exist.

Some of the relevant classes | have completed with an A average include General Biology | and I,
Organic Chemistry | and their corresponding labs. | have allwega interested in eye care and am
looking forward to learning more about optometry.

My schedule is flexible and | would be willing to come into your eye care office multiple times
throughout the summer as your schedule permits.

| have attached a same which includes all of my coursework completed to date and showcases more
information about me. Thank you for your consideration.

Respectfully,

Sarah Elizabeth Smith

17



COVERLETTER EXAMPLE (FULL-TIME )

401 Riverview Lane
Latrobe, PA 15650

Odober 19, 2009

Dr. Michael Mauch

Assistant Director, Human Resources
ST&M Bank

221 Poplar Street

Missoula, MT 59801

Dear Dr. Mauch:

| am writing to apply for theFinancial Consultantposition at ST&M Bank. | learned of the
position through College Cental Network at Saint Vincent Collegés a senior at Saint Vincent
College, | will be graduating in May with a Bachelor of Science degree in Finance. | believe my
educational background along with my interests amdernship in finance and accounting at
Kennametalis what will allow me to cotribute to the success of ST&M Bank as a Financial
Consultant

As a student at Saint Vincent College,bklievepractical experienceis crucial to reachingmy
career god in the banking and finance industryMy internship at Kennametalas the Financial
Analyst Intern, allowed me to gain that experience in a professional business environment. At
Kennametal, | had the opportunity to analyze monthly financial statements and | even created and
implemented alatabaseallowing the organization to better organize company invoicesl ather
financial data. berved as an Assistant tite Small Business Developme@enter located on Saint
Vincent s ¢ As theeAssistant, 4 gapad knowledge and experience insasegh as
creating client business plans, analyzing financial statements and assisting clientesgidrching

low interest loan programs available through small businesses

During the last two years of my academic career at Saint Vincent College, b&lasted to serve

as aPrefect Here | led students and served as a role model by enforcing all college policies. |
collaborated daily with campus administrators, faculty and staff to promote social and educational
events, diversity, and wellnessroughout the campus community also worked to establish trust
among the residents creating an overall positive and healthy environment. Other leadership roles
have servedsuchas the CeCaptain of the Lacrosseeam and Treasurer of the Math Clubave

given me the perfect skills to serve as the Accounting Associate. Through these | have gained
excellent organizational, time management, interpersonal and teamwork skills.

| believe Ican make an immediate contributigiven that your bank is launching effts to convert

to SAP. | have attached my resume for your review. Thank you in advance for your time and
efforts in this process. | will be in touch soon to follays. Until then, if you have any questions
regarding my qualifications, please feel free tontact me at 7246551234 or via email at
leo.w.hanso@gmail.com.

Sincerely,

Leo W. Hanson

LeoW. Hanson
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COVER LETTER EXAMPLE ( INTERNSHIP)

Luke DiNardo
Saint Vincent College Box 7500
300 Fraser Purchase Road
Latrobe, PA 15650
724.555.2123
luke.dnardo@email.stvincent.edu

April 15, 2010

Augustus Manufacturing
ATTN: Michael Dell

12 Industry Way
Greensburg, PA 15601

Dear Mr. Dell:

| am attaching my resume to be considered for the Accounting Office Intern opening that was advertised
at Saint Vincent College through College Central. | am in the process of completing my sophomore
year as an accounting major. The job description is a great match for my interests and | am looking
forward to your consideration.

My cumulative GPA is a 3.786.00and| have completed coursework in Elementary Accounting | & I,
Intermediate Accounting | & Il, Principles of Microeconomics and Principles of Macroeconomics. The
job description online requires an accounting major who is proactive and willing to leatmtigo
principles and assist with general office duties. | would welcome the opportunity to supplement my
education and am eager to learn more about an accounting department within a small, manufacturing
environment. | am also qualified to help with geteffice procedures. During the semesters | am a
work study in the Career Center where | answer phones, take messages, file, complete documentatior
and perform data entry.

| hope to be considered and look forward to interviewing at your earliestci@mee. | can be reached
via email or my mobile phone, 724.555.2178ank youfor your time

Sincerely,

Luke DiNardo
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COVERLETTER EXAMPLE (FULL-TIME )

300 Fraser Purchase Road
Box # 135724
Latrobe, PA 15650

March 13, 2010

Human Resources
Cambria Hapital
1230HannaDrive
Johnstown, PA5904

To Whom It May Concern:

| am writing to apply for theCoordinator of Community Initiativeposition at Cambria Hospital. |
learned of the position after speaking with Mr. Armstrong at WW&eNT job fair on Wednsday,
February 26, 2010 am a senior at Saint Vincent College with a double major in communication and
marketingand plan to graduate in May 201My education, along with my practical experiences is
whatwill allow me to succeed dke Coordinator of @Gmmunity Initiatives.

As an intern at the American Red Cross this past summer, | had the chdocam tand maintain
relationships with community leaders as well as high school and college administrators. | was
responsible for creating the new marketpuplications to educate high school and college students of
the importance of participating in local blood drives. | created a power point presentation depicting
stories of individuals whose lives were saved by donors through the American Red Crossmaty p

focus was to help raise awareness and to increase participation among the teenage and young adul
population. As part of my project, | also created posters, flyers and brochures that are currently being
distributed to schools throughout Cambria awdrounding counties in Pennsylvania. Through this
experience, | had the opportunity to enhance both my oral presentation and written communication
skills. Externally, | collaborated with high school and college officials, healthcare organizations, and
American Red Cross organizations, nationwide. My gwanted drive is evident by my initiative to

take on challenging, fagiaced, professional projects. | was even asked to supervise three young
volunteers at the organization, while enforcing Red Cro8si@s and procedures.

| would like the opportunity to prove my skills and knowledge to Cambria Hospital as the Coordinator
of Community Initiatives. The mission and culture of the hospital as well as the level of support the
organization provides to itfommunity, is what motivates me to become a part of your team. As | think
about my career goals as a young professional, being able to contribute to an organization as well as the
surrounding community is extremely important to me.

My resume is attaclgefor your review. | would like to meet with you in person to discuss my
gualifications futher. If you have any questions, please feel free to reach me by phone at 724.555.2525
or by email atjaniejenkins@saintvincent.edu. Thagku for your time and consideration. | look
forward to speaking with you soon.

Sincerely,
Janie Jenkins

Janie Jenkins

20


mailto:janiejenkins@saintvincent.edu.%20Thank

COVER LETTER EXAMPLE (FULL -TIME)

1801 Depot Street
Latrobe, PA 15650

January 23, 2010

Dr. David Stephenson
Director of Remediation
LR Kimball Engineering
1324 Grant Street
Pittsburgh, PA 15222

Dear Dr. Stephenson:

| recently read a description of the environmental scientist's position with your companyolisted
imaginemynewjob.com. | waxeited to see that | have experience garnered from my internship in the
skill sets that you are seeking. Attached you will find my resume chronicling my experience and
education.

As a result of relevant coursework in environmental science and ansimfemith the Monastery Run
Improvement Project, | have 2 years of knowledge concerning the physical, chemical, and biological
analysis of water using instruments such as a pH meter, Secchi Disk, lon Chromatograph, and HACH
Testing Kits. Also while analyag the wetlands within the project, | learned several important wetland
plants such as reeds, sedges, cattails, and horse nettle. As a wetland guide, my duties includec
interacting with visitors of all ages. During the summer of 2009, | researchedrguepnd presented a
document concerning storm water management systems and legislation, specifically NPDES permitting
and Phase | and Il regulations.

| believe | will excel in an environmental scientist's position because | enjoy field analysis antedoc
preparation. The position utilizes the best of my experiences in college and allows me to apply the skills
| possess. | find that both working in the field and seeing a project completed to be a rewarding
experience. As a student approaching gatida for a Bachelor of Science in Environmental Science
from Saint Vincent College in Latrobe, Pennsylvania, | have found that receiving a Benedictine liberal
arts education has taught me the value of hard work, strong ethics, and working in projetitdae#nss

job entalils.

Would it be possible to schedule an interview? | am available amaiyally agreed time and can be
reached at 72855-0002.
Thank you for your consideration.

Sincerely,

AlexandenVatson
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COVER LETTER EXAMPLE (INTER NSHIP)

Saint Vincent College

300 Fraser Purchase Road
Box 700987

Latrobe, PA 15650

December 20, 2009

Mr. James Olewine

Human Resource Manager

Teends I nstitute and Clinic of Philadel phi a
15 Woodrow Avenue

Philadelphia, PA 19019

Dear Mr. Olewia:

| would like to express my interest in the newly posted Addictions Specialist internship position at Lif
Way Behavioral Clinic. | learned of the position through the Career Center at Saint Vincent Colleg
The Internship Coordinator suggested tacinyou directly to discuss my interests in the internship.
As a junior Psychology student at Saint Vincent, | believe my education and knowledge gained throu
my previous experience at Western Psychiatric Institute and Clinic has provided mekilgh the s
necessary for the Addictions Specialist internship position.

This past semester, | served as the intern at Western Psychiatric in Pittsburgh, PA. Western Psychig
i s ocommi tted t o providing c ompr e h e negentiorg ad
education, and research programs that are jaterted, researdfased, and recovdryo c us e d . 6
an intern, | had the opportunity to assist counselors and social workers in group therapy sessions w
addicts and their families. Seeing mark through personal issues while gaining a new sense of
confidence and control, was an amazing opportunity. This experience gave me a greater passion for
field and allowed me to use my degree and experience to positively impact the lives wboidny.

love the opportunity to do this at Life Way Behavioral Clinic.

In addition to my education and practical experience, | am also very an active member of my colle
community serving in two leadership roles on campus. My role as-fPresitanof the Psychology

Club and President of SADD have both given me the patience and passion to work with others in .
challenging, faplaced environment.

| am extremely motivated in all that | do, both in and outside of the professional environmedt. | woul
like the chance to prove my skills and knowledge as the Addictions Specialist Intern. My resume
attached for your review. | welcome all questions and can be reached via emalil
MarleighMondie@saintvincent.edu or by phone ab52®W12. Thank you foyour time and
consideration. | look forward to speaking with you soon.

Sincerely,

Marleigh Mondie

Marleigh Mondie
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COVER LETTER EXAMPLE ( INTERNSHIP)

JamesaNilkes

Saint Vincent College Box 8975
300 Fraser Purchase Road
Latrobe, PA 15650

Carnegie Museum of Art

Attenti on: Mr s . Genevieve OO6Har a
4400 Forbes Avenue

Pittsburgh, PA 15213

March1, 2010
Dear Mr s . O6Har a:

| am submitting this letter of application and resume for the position of Summer Intern. | learned of the
openingafterd i t i ng your websitebs empl oyment page.

| am a Saint Vincent College junior majoring in Art History seeking a summer opportunity where | can
not only learn more about your wofntdnowned collections, but also the daily activities necessary to
preserve andhowcase these extensive exhibitions.

Some of my coursework includes Art History | and Il, American Art and Architecture and Renaissance
Art and Architecture. | believe my studies in these classes have further encouraged my interest in art
and a futureareer in a museum. | hope to further my education in Art History and pursue a career as an
exhibit designer, educator or curator. | have excellent communication skills which | further developed
working part time at a mall retail store where | dealthvatistomers on a daily basis. Additionally, |
volunteer at the local library reading to children and participate in various clubs on campus.

Attached is my resume and | look forward to being considered and can interview at your convenience. |
can be reehed at 415558888 or via email gamie.wilkes@email.stvincent.edu

Sincerely,

Jamie Wilkes
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COVER LETTEREXAMPLE (FULLTIME)

300 Fraser Purchase Road
P.0. Box 127
Latrobe, PA 15650

March 1, 2009

Andrea Fulbright, Esq.

Director of Polluton Abatement Initiatives
Sierra Club of Western PA

17 Smithfield Street

Pittsburgh, PA 15222

Dear Ms. Fulbright:

Working for an environmental advocacy group has been a career goal of mine since my first year of college. A
speech on campus by Dr. Waynentema, who was director of the Delaware Valley Clean Air Society, and who
subsequently hired me for an internship on environmental advocacy changed my life.

I am a senior public policy at Saint Vincent College and | eventually plan to apply to a jaieé gregggram in
environment al | aw and masterds degree in environme
opening for an Assistant Director of Air and Quality Awareness. | am aware of the fact that the position is grant
funded for only one yar, but that is an ideal situation for me as | prepare for law school.

My internship for the Delaware Valley Clean Air Society entailed efforts to seek more stringent tests in
southeastern Pennsylvania for automotive pollution control and the use afukfd gas in the summer months

to abate hydrocarbon pollutioAlso, | was involved in a project doing research on a litigation case against oil
refiners despoiling Delaware Bay with their toxic effluehtvas fortunate to take a host of courses dgalith

the environment as electives including: environmental administration and environmental law. | took ecology and
environmental disturbances as electives and | am currently taking general chemistry. As cited above my career
plans include an eventual;d er 6 s degree in environment al science
will afford me the environmental expertise as a litigator in environmental advocacy court cases.

| think that | could make an immediate contribution to the Sierra Club e$t8vh Pennsylvania. | have a
command of the entire core competencies cited in the job description. Furthermore, | am inclined to believe that
my technical courses related to environmental issues also will be a plus.

My interest in this position is alsodled by the efforts you are taking to clean up the Clairton Coke works.
Allegheny County has the highest rate of particulate pollution in the country and something has to be done. |
would certainly appreciate in helping you on this public health crusatimak forward to hearing from you.

Sincerely,

Rachel Carson, Il
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COVER LETTER EXAMPLE (INTERNSHIP)

300 Fraser Purchase Road
P.O. Box 13574
Latrobe, PA 15650

February 1, 2010

Dr. Vincent Colosimo

Director of Research for Unmanned Sp&/ehicles
NASA-Cleveland Branch

300 Vairo Blvd

Cleveland, OH, 23564

Dear Dr. Colosimo:

| am interested in applying for the GS 3, scientific research summer internship position that was listed
on the USA Jobs website.

| have had a great deal of plaéa@um experience interning for the Buhl Planetarium in Pittsburgh during
the summer of 2008. | did extensive mapping for Dr. Roger Paget in his research on identifying the
cause of black holes. This entailed using theoretical constructs learned in raylbigh math courses

at Saint Vincent College in addition to my courses in astronomy and minor in physics.

Last summer, | interned at Wallops Island Virginia for the Department of Defense calculating
trajectories for experimental interceptor missilaspart of the defense initiative. | was also able to
assist researchers working on lasers and superconductivity in this internship. During this internship |
also acquired government security clearances.

| am seeking to complement this defense departraadt planetarium experience with a research
internship at NASA in aler to acquire the backgroufat a future career with Goddard Space Center as
an aeronautical engineer. | am in th2 8ngineering program at Saint Vincent College and | have been
acceped into the aeronautical engineering program at Penn State next fall. This internship would
provide me with the ideal opportunity to assist your organization and to expand my research skills.

| will be in the Cleveland area during spring break in two weakd | hope to schedule an interview at
a mutually convenient time. | will be in touch soon to folap. Thank you for your consideration.

Sincerely,

Werner Von Braun
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Emailing versus Mailing a Cover Letter

Computers have quickly become ptimary neans of communicating and with that, comes electronic mail.

Although the opportunity still exists for job seekers to mail their cover letters and resumes via regular mail, now
often referred to as fAsnail ma i through emails With enfine postyngsr s a
being so prevalent, emailing your application materials is practically expected.

When applying via email, you attach your resume to the email but that leaves one uestion] t ype my
inthe body of#aana i I or do | attach a separate Word document

Typically, it would be best to type the cover letter in the body of the email to save the reader the extra step of
opening an attachment. The employer can quickly and easily readwayuetter upon opening his or her email
and then open the attached resume.

When typing your emailed cover letter please remember the following tips:

V This is a formal, business style letter. Often, email is considered a casual method of compantdcating
grammar, spelling and punctuation rules go out the window. Remember you are a job seeker and MUST
follow the proper letter writing format.

V Keep the cover letter concise so the reader does not have to scroll too far, but be sure to include the
neessary information to grab the readerodés attent
why you are a good match for the position).

EXAMPLE

April 10, 2010

A & M Financial

2000 Sugardale Boulevard, Suite 100
New York, NY 10011

Dear Ms.Johnson:

Your recent online posting for Financial Planner matches not only my qualifications but also my career interests. |
have attached my resume for your consideration.

| will graduate in May with my Bachelor of Science in Business with a fooamaeF My business classes were

cutting edge and | feel wedlrsed in a variety of financial planning options including mutual funds, stocks as well as
other savings tools. | am trained in the mosbujate financial software thanks to my summernstép with

Jones Group Financial Services, Inc. There | also learned how to interact with customers seeking financial advice
and how to implement the most useful financial models to best plan for their futures.

| look forward to the opportunity to inteiew and hope to hear from you soon.

Sincerely,

Michael K. Jenkins
(724) 558.000
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Resumes

Definition: A resumergsumeor résume) or curriculum vitae (CV) is derived from the
French meaning, Abrief history. oyoAistinge s u
of relevant job experiences and education, usually for the purpose of securing a new j
Often the resume is one of the first items a potential employer encounters regarding ti
job seeker. A resume will not land you the job right awawilbserve as a tool to get you

the interview.

The resume wil |l be an employerds first
the content, but also the punctuation, grammar, format and other details that may no
seem relevant to you. This is whg important to have an acceptable, one page resume.
However, there may be special circumstances for Alumni or experienced profession
when a one page resume is not sufficient. That is why it is crucial to least ahe
professional review yowtesume. We recommend coming to (hareer Centeto have
your resume reviewed by an expg@ther professionals could include Faculty or Advisors
familiar with the resume writing process. Once you have revised the document, you &

now ready to take thedt step in your job search.
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Resume Guidelines

A KEEPYOURRESUME TO ONE PAGE.

A List items in each section in reverse chronological order (most recent to least recent).

A Resume font size and style should be consistent1(Si2¢ (StyleArial/ Times Nev Roman /
Garamond)

A No personal pronouns (I, me, my, mine).

A Use bolding and italicizing sparinB® NOT use underline.

A Use black square or circle bullets instead of dashes, asterisks, graphicé ar atlsenbols.0

A Remove automatic underlining ofwsite and email entries.

A Use most recent address; email and mobile phone.

A Use permanent address when you will be moving home for the summer or after graduation.

A DO NOT use borders, graphics or shaded boxes and use only black ink.

A Use offwhite or white 2l resume paper when attending job fairs, networking functions and
interviews.

A Creative majors such as Graphic Design, Art, Art Education may deviate from these guidelin
These should be approved by a Career Center professional to be sure thegaratappr the
employer of interest.

Resume Categories

Objectives

A Obijectives should only be used when you are applying for a position that may not be obvious
employer based on your education, skills, experience or activities.

A An objective is approjate for most of the humanities majors, but not typically required of a
business major.

A There might be a time when it is appropriate for a business major to use an objective
(i.e. A student has been an accounting major for 3 years but has reseonigred he is
interested in the field of environmental science. This student will want to have an objective s
he will be applying to internships that may be in the field of environmental science which is n
directly related to a typical accougtjob.).

Student Contact Information

A Student information appears first on the resume and should include name, address, phone
and one email address.

A No more than three names should be I|isted

Education

A Listname of most recent school, Saint Vincent College listed first with city and state.
A List degree exactly as it will appear on student diploma.

A GPA listed if 3.0 or above
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Research

A This section may list your senior thesis. Listing title of senisdthés. e. Seni or T
Acid and Serum Cholesterol: A comprehensive review of the affects of mega doses of Vitami
HDL and LDL cholesterol, 06 is most appropr
This section can also include additionalstlaem projects as well as research done independent
outside of the classroom

>\

Coursework

This section is especially for those seeking an internship or those who may have little
experience at graduation.

Remember to list courses related to the postfanterestThe relevant courses could vary based
upon the position of interest.

Do not list more than B classes.

If necessary create salbegories to separate the different types of courses (you may have 2 or
subcategories thatemonstratgour areas of expertise or education).

> >

>

Experience

A Relevant work experience should be the section after education.

A All work experience (with no gaps) should be listed in reverse chronological order.
A List organization or job title first, depending on mtnkgappeal.

Skills
A Skills should be included on every resume. This includes: technical skills; laboratéoyesgills;
language; certifications and anything relevant to position of interest.

Military Service

A Include military service from beginnilegend datelf applicable site honorary discharge.

A This section should be organized similarly to relevant experience section.

A Discuss military experience in 6layman te

Additional Categories

Additional categories may be used individually or combined into two sections. It is appropriate tc
combine if you do not have at least 2 examples in each category. Additional categgriesiude
but are not limited to

A Leadership

Honorsor Awards

Activities

Volunteer

Publications

Project Experience

Service Learning

> > > > >
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RESUME DOs

A

A

Present yourself accurately and positively.

Include only enough information to
encourage an employer to find out
more.

List your most recent{byears)
positions or eeas of expertise first and
work backwards. Start with strengths.

Include brief descriptions of the
companies where you workee.
size, sales, volunpeoducts, etck-or
special purposes, do timsthe actual
bullet section instead of creajia
company description section.

Stress accomplishments and outcome
of projects and experiences. Include
Percentagand dollar amountt
substantiatelaims(quantify).

Leave out data that might result in
discriminaton (i.e. age, race, marital
statuspolitical affiliation,religion, ¢c.).
Omit yourphotograph.

Always quantify when possible (i.e.
Supervised 12 children aged @).

Use specific populations (i.e. trained 4
teenagers).

Use percentages or nhars (quantify) to
convey accomplishment.(increased
sales by 24%, increased user time by 10%)

START bullet phrases with strong
actionor buzavords (see action verb list)
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RESUME DONOTS

A Don6t crowd margins
font.

Donot overdo use of
underline.

D o n 0 tdesmn y@ur resume.
Dondt dosnatted tempplate resume.

Dondét print on two s

Keep resume to one page.
Dondét | i e or exagger

Keep bullets brief and cosel No stories.

Dondét use cutesy bul
circle black bullets)
Dondét include inform

difficult to justify or explain during an
interview (for example list only activities with
active participation).

Dondét wedsdussingsal asmects of the
company and the comp
Dondét include refere

should be made when there is actual hiring
interest.

Dondét use pronouns,
conjunctions, jargon or buzzwords unless
terms aravidely known.

Dondét use employers
character
Donot have someone e

(You can ask for advice, but you know yours
best and will have to defend the content).



ACTION VERBS

Accompanied
Accelerated
Achieved
Acquired
Administered
Analyzed
Approved
Aspired
Arranged
Assembled
Assisted
Awarded
Budgeted
Built
Clarified
Collaborated
Completed
Composed
Conceived
Conducted
Constructed
Controlled
Converted
Cooperated
Coordinated
Created
Delegated

Demonstragd

Designed
Developed
Devised
Discovered
Displayed
Directed
Educated
Eliminated
Encouraged
Engineered
Enhanced
Established
Evaluated
Exceeded
Executed
Exhibited
Expanded
Expedited
Facilitated
Formed
Finalized
Formalized
Formulated
Founded
Generated
Governed
Handled

Implemented
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Improved
Improvised
Increased
Induced
Influenced
Initiated
Innovated
Inspired
Instructed
Integrated
Interpreted
Invented
Launched
Led
Licensed
Located
Maintained

Managed

Manufactured

Markeed
Mastered
Mediated
Monitored
Motivated
Negotiated
Nominated
Obtained
Officiated



Operated
Ordered
Organized
Oriented
Originate
Participated
Perceived
Perfected
Performed
Piloted
Pioneered
Placed
Planned
Prepared
Presided
Produced

Promoted

Prompted
Proposed
Proved
Provided
Recognized
Recommended
Reconciled
Reduced
Regulated
Reinforced
Reorganized
Researched
Revamped
Reviewed
Revised
Satisfied
Scheduled
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Secured
Served
Simplified
Solved
Stimulated
Streamlined
Structured
Succeeded
Supervised
Supported
Taught
Trained
Transferred
Transformed
Used
Utilized
Verified
Wrote



TECHNICAL LANGUAGE FOR RESUMES

LANGUAGES
ADO .NET
ASP

BASH

JSP

C

C++

C#

CaGl

COBOL

CSH

DCC (Secify)
HTML 4
DHTML

Java

Java Bean
Javascript
Java Servlet
Lisp

Perl

PHP

PL/SQL
Powershell
Python

SQL

Visual Basic
Visual Basic .NET
Visual C++
Visual C++ .NET
Visual C# .NET
XHTML

XML

XSLT

OPERATING SYSTEMS
Linux

MacOS

Solaris

SunOS

Unix

VAX/VMS
WindowsXP/Vista/Server

SOFTWARE

Apache

Jigsaw

Macromedia Dreamweaver
Microsoft ExcelYea)
Microsoft Front Page
Microsoft lIS(Versior)
Microsoft Office Yea)
Microsoft PowerPoir(Yea)
Microsoft SQL ServeY éa)
Microsoft Visual Studio .NETY€a)
Microsoft Word(Yea}
Minitab

SAS

Strata

UML (Rational Rose)

Visio

PACKAGES
SAP
PeopleSoft

Oracle(Specific Product and Oracle Number)

DATABASES
DeveloperYea)
Microsoft Acces¥ éa)

NETWORKS

Cisco I0S Versiorn)

Cisco NXOS {ersion
COBRA

DCOM

Novell Netware

RMI

TCP/IP

Microsoft Directory Services
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TECHNICAL LANGUAGE FOR RESUME

BIOLOGY LABORATORY
Gram Staining

Cell Cycle Analysis

SDS Electrophoresis
Spectrophotometer
Dissecting scope

Light Microscope

Auto Clave

BASICSKILLS

Making accurate drawings of organisms
Preparation of simplsolutions
Sampling/preparation of samples
Plant/animal dissection

MISCELLANEOUS

Microtome

Cell andtissue culture

Patient sample/handling techniques
White blood cell count

Antibody testing methods (i.e. ELISA)
Micropipetter

Southern and related blotting techniques

Molecular cloning
Restriction enzymes

Polymerase Chain Reaction machines (PCR)

Replica pating
Growth of competent cells
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CHEMISTRY LABORATORY
SDS Electrophoresis
Spectrophotometer

IR Spectroscopy

Liquid/Gas Chromatography
UV VIS Spectrometer

NHR Spectrometer

Gas Chromatography

RESEARCHLABORATORIES

Agarose gel Electrophoresis

Use of pH meter

Distillation process

Colony counting on agar plates

Cell counting on slides containing grids
Making a blood smear



SCANNABLE RESUMEFACT SHEET
(USE ONLY IF COMPANY REQUIRES SCANNABLE RESUMES)
WHO SCANSRESUMES

A Hightech companies are most likely to scan resumes.

How DOES ASCANNER SEARCH?

A Scanners match applicantshagpenings by keyword searches.

WHAT IS THE BESTFORMAT?

A Heading®ne column with traditional headings (i.e. Education, Skills, Coursework)
A FontSans Serif (i.e. Courier, Arial, Times New Roman)

A Maximum Number of Characters PeBkife: dependng on font size)

A GraphicsNO!!

A Characterévoid bold, italics, underline and characters such as %, &, #

A Bullets:Avoid bullets and use dashes

A AlignmentLeft align

A PaperSame as resume

WHAT SHOULD BE INCLUDED IN THE CONTENT?

A Awaysmaxmi ze use sof 6buzz6o word

A Always use action verbs

A Carefully review job descriptions to ide
SCANNABLE RESUMETIPS

A Search each company welge for scannable resume guidelines.

A Call company/orgamation for more information.
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Brenda Louise Gigliotti

Permanent: 21 Gregg Street - Ligonier, PA 15627

School: 300 Fraser Purchase Road - Box # 304985 - Latrobe, PA 15650
Phone: (724) 555-1564

Email: firstlast@gmail.edu

Education: Saint Vincent College, Latrobe, PA

Bachelor of Science, December, 2010
Major: Computer & Information Science
Minor: Business Management

Overall GPA: 3.10/4.0

Skills: Computer Programming: C, C++, Visual Basic, Java, Standard ML, Ruby LISP, HTML
Operating Systems: IBM PC/Windows, UNIX/Linux
Application Software: MS-DOS, Microsoft Office Suite, Microsoft Front Page, COREL,
Pro-Tools, Cakewalk, Visio

Relevant Computing Sales/Technical Support, August, 2008-Present
Experience:  Comp USA, Greensburg, PA
A Assist Comp USA customers on a daily basis, solving computer-related issues with
various types of systems
A Demonstrate and train on the significance of various computing issues to over 10
Comp USA technical support employees
A Assist customers on merchandise selection and use of technical manuals
A Promoted from computing sales to technical support within 5 months

Computer Services , January, 2007-Present
Self Employed, Westmoreland County, PA & Cambria County, PA
A Perform on-site PC repair/troubleshooting
A Install and upgrade hardware and software
A Market and promote business through networks and local publications

Client Advocate, September, 20077 December, 2007
Hearing & Deaf Services, Philadelphia School for the Blind, Philadelphia PA
A Scheduled client meetings and coordinated client communication

ARepresented clientds interest and point
A Developed a new 6l nterpreter Scheduling
system

Leadership: Martial Arts 101 , Irwin, PA
Assistant Martial Arts Instructor , July, 2006-Present
A Instruct students aged 3-58 on beginner and moderate level karate techniques
A Teach the importance of confidence, self-esteem and overall health and wellness
of the mind, body and spirit
A Organize bi-annual karate invitational and annual tri-state tournament with other
Martial Arts organizations

Honors: Awarded Saint Vincent College Academic Scholarship
Named to Saint Vincent CollegeDeands Li st
NamedtoWho6s Who Among ABtedentscan Col |l eg
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Levi Monroe
Email: m yresume@andrew.cmu.edu Phone: (555)-222-6945
Permanent Address: 123356 City Front Avenue, Chicago, IL 14789

Education
Saint Vincent College , Latrobe, PA
Bachelor of Arts, 08/2010
Major: Communication Track: Media  Studies
Major GPA: 3.30

Allegheny College , Meadville, PA
Bachelor of Arts, 08/2006 -05/2008
Overall GPA: 3.55

Related Coursework
Introduction to Information Arts, Introduction to Public Relations & Advertising, Introduction to
Media Production, Interp ersonal & Organizational Communication, Documentary Video,
Introduction to Web Design, Studies, Writing for Media, Television Field Production, Public
Relations, Advanced Multimedia Production, Criticism: The Media & Society, Film, Public
Speaking

Related Experience

WTRF, Chicago, IL

News Intern, 05/2009-08/2009

e Shadowed professional news reporters on story leads and assisted in interviewing individuals
associated with the stories
Assisted reporters and anchors in the studio and news room
Applied journ alism and writing skills to strict deadlines in a fast -paced environment
Researched story leads and reported to producers and reporters
Prepared a video resume highlighting experience on -air communication skills

Sports Advertising and Publications (PSP ), Chicago, IL

National Sales Associate , 06/2008 6 08/2008

e Established professional relationships with  Presidents and Vice-Presidents of sales and
Marketing Managers

e Sold ad space as an official publisher for the NHL, NBA and NFL

e Maximize d personal performance eliminating inefficiencies by focusing on weekly and
guarterly sales goals

Century Centre Cinemas , Chicago, IL

Ticket Attendant 03/2005-08/2006

e Collected ticket stubs from patrons

e Assisted in directing patrons to the appropriate movie location

¢ Maintained environment by cleaning theatres, snack area and restrooms

Honors/Activities
Al l egheny Coll ege Deands List
Saint Vincent College Global Experience Club, Trip to Ireland
Donovan, IL Tornado Re covery Team Member
Toastmasters Public Speaking Group
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Thadius Truman
300 Fraser Purchase Road Latrobe, PA 15650 (7#28yb5&mail@tvincent.edu

Objective:

Education:

Related
Experience

Additional
Experience

Leadership:

Certifications:

To obtain a juvenile probation officer position in a state or local governmenatoganiz

Saint Vincent College Latrobe, PA
Bachelor of Science, May, 2011
Major: Sociology Minor: Criminal Justice

Latrobe Police DepartmenfLatrobe, PA

Intern, January, 20@ril, 20

A Assisted DetecévTom E. Robertson in general police duties

Patrolled with officers during daily shifts and recorded witness and suspect incidents
Witnessed interrogations supervised by various Latrobe Police Officers

Gained handen experience with police computer system

Maintained accountability and professional attitude in the department and community
Assisted with Attorney General ds Drug -
photographing and preparation of legal documents

> > > >

Adelphoi, U.S.A, Latrobe, PA

Intern, November, 200¥lay, 2008

A Addressed drug, family and educational issues with young aiBilyedr® of age

Restrained male and female students to avoid injury to self and others

Assisted youth/families with rehabilitation to enhance positive comtributio

Used conflictesolution with teens for communication between staff/teachers and studer
Focused on positive reinforcement and behavioral management for each individual stut
Instructed youth encouraging geetting, plan of action, and achieverokgbals

Tracked action of each student and updated progress reports as needed

> > > >

Glengary Golf Cluh Latrobe PA

Golf Caddie, April, 20@BPresentSeasonal

A Assist successful businessmen and women in corporate events on theegolf cours
A Earnmoney to defray the cost of college education

D e N u n zChapliogse Latrobe PA

Server, December, 2@Becember, 2008

A Assisted owners allowing the business to operate more efficiently
A Collaborate with various types of customers toeesatisfaction

Benbilt Building Systems New Stanton, PA

Assembly Wtrker, April, 2003August, 2007

A Stained Therm@ru door systems and stocked supplies

A Taught new employees the skills of staining and assemHlinggd®or systems

Saint Vincent Varsity BaseballMember, September, 2eResent
A Served as member of first team in college history to win AMC Division

Saint Vincent College Friendship DayVolunteer, Marct2008
A Assisted mentally challenged individuals of all agestvities

First Aid; CPR; Act 33/34 Clearances
38



Kylie Robbins
400 Career Drivieittsburgh, PA 15112 jobseeker@email.stvincent.ede5554PA 2

OBJECTIVE To obtain fultime employment in the pharmaceutical sales industry datmangtioven
abilities to exceed quotas, market products, and advance company sales goals

EDUCATION Saint Vincent CollegeLatrobe, PA
Bachelor of Science, 05/2010
Major: Marketing
Minor: Management GPA:3.40/4.0

London School of EEonomics, London, UK
Study Abroad, 01/20686/2009
E-commerce Leadership Program

RELATED GlobalMarketing, Principles of Marketing, Corporate Communications, Internet Marketing
COURSEWORK Advertising and Promotion, Ethical Issues in Psychologguation to Public Relations and
Advertising, Public Presentation

RELEVANT Marketing Manager,042008-01/2010
EXPERIENCE PineappleCafé Latrobe PA

e Designed menus incorporating kgod graphics
e Developedhewmarketing strategié® restaurant
e Interviewed, hired, and trained 14 new employees

e Provided elite service to the public collaborating with diverse groups of individuals
includingrestaurant axinistrators, servers, custosnand other local organizations

Sales Representative Interr§/2008-8/2008
Westmoreland Advertising Greensburg, PA

e Sdd businesbusiness advertising by assisting organizatigasing exposuead
promoting restaurast

e Organized table top advertising for various types of restaurants and lounges

Insurance Agent Assistant8/2006:4/2007
American Financial ConceptsLatrobe, PA

e Sold life /health/acciderdlinsurance policies, annuities, and other investment vehicls
e Scheduled appointmeifitsm a colecaltlead list and referrals

e Exceeded all sales expectations producingte$1680 per week in commission

e Obtained Series 6, 7 and 63 license

HONORS Saint Vincent College Alpha Lambda DeltaMember
Saint Vincent College Advertising ClubMember
Greater Latrobe Junior Olympis, Volunteer Junior Wrestling Coach
2005Wrestling NCAA Division lll , Pr esi dent 6 s At hl etic Conf

SKILLS Technical: MSWord, Excel, PowerPoint, PhStats

Foreign Language: FrenchProficient; Spanigdoderate Level
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Jaden Alexander
12789 Apartment A~ Knobb Road ~ Finleyville, PA 15223-55B81003 ~ Email@gmail.com

CAREER OBJECTIVE

Seeking an entAevel positon as a museum curator that will capitalize on my career related experience and education

EDUCATION

Saint Vincent Collegd.atrobe, PA
Bachelor of ArtsMay, 2010
Major: History
Minor: Political Science
Overall GPA: 35

RELATED COURSEWORK

Introduction to Public History, Practicum in Public History, Museum Studies, Introduction to Entrepreneurship, Americ
Colonial History, Revolutionary America, Ameriga2 YSyY Q& | AaG2NESX 520dzyYSy il NBE +A
Policy Analysis, Labor Law, Business Law | & Il

RELATED EXPERIENCE

Intern, May, 2008August,2007

Finleyville Historical Sociefyrinleyville, PA
A Researched andnalyzed old artifactsral assisted in writing historical government documents
A Assisted visitors with archives including searchingmimting documents
A Gained direct experience with museum software used to locate and extract objects

Intern, May, 2008August,2008
Administrative Law Judge for Coal Mining Industieckley, WV
A Met with various professionals such as United Mine Workers Officials, Department of Labor officials, and
coalcompany executives
A Reviewed OSHA violations in underground mine operations in various leatidnding PA,WV and VA
A Researched domestic blatikng cases and lawsuits attributed to various coal companies

LEADERSHIP

Prefect,August,2007-Present
Saint Vincent Collegd,atrobe, PA

A Designed andnplementedresidence halprogramsusing resourcesampuswide
A Maintained floors of bothifst years and upper classmen,-80 students per floor
A Trainedin diversity issues, academic development, conflict resolution

Championship Intramural Soccer Team Captain/Memp8eptembey 2006May, 2008
Saint Vincat CollegeLatrobe, PA
A Organized practices and communicated with college officials regarding practice locations and times
A Motivated approximately 18 male and female members building and encouraging relationships both on and of
of the field

ADDITIONAL PERIENCE

Red LobsterMay, 2004-Present/Seasonal

Hostess/ GreeterApollo, PA
e Maintainexcellent communication with patrons of all ages
e Performcash transaction®rganized seating arrangementnd escorted customers to dining area
e Assistwaitressesn serving drinks and appetizers
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Edmin Drake
300 Fraser Purchase Road, Box Latrobe, PA 15650 (724) 5551234 firstnicklast@collegename.edu

OBJECTIVE To obtain a position with the Federal Reserve in econometrics that would utilize my
guantitative ad economics background

EDUCATION Saint Vincent College Latrobe, PA

Bachelor of Science, May, 2012

Major: MathematicandEconomics
Minor: Spanish

Overall GPA: 3.22  Major GPA: 3.61

Cozumel University, Cozumel Mexico
Study AbroadProgram, February, 2011uly, 2010

RELEVANT Spanish for Business, Differential Equations, Calculllk Btatistics/
COURSEWORK Econometrics, Abstract Algebra I, Freshman Seminar
RELATED Small Business Development Centetatrobe, PA

EXPERIENCE Research IntefrOctober, 200%ebruary, 2010

A Co-wrote and edited business plans for development center
A Attended international trade seminars on various topics
A Worked on an industry report for two local counties

First National Finance Corporation, Ligonier, PA

Bank Teller June, 200%August, 2009

A Processed financial transactions for over 40 customers daily
Handled large sums of money in a customer service environment
Served in two banking locations as well as the duipevindows
Served ashe liaison between banking customers and First National
administration

> > > >

LEADERSHIP Saint Vincent College Opportunity/101 Latrobe, PA
Tutor, November, 200&lay, 2009
A Tutored firstyear through senidevel students in algebra, calculus, and upper
level math courses
A Tutored individuals and small groups in Microeconomics and Macroeconomics

Saint Vincent College Latrobe PA
Wo me n 6 s | RodtballeCoach, September, 20M8vember, 2009
A Organized weekly practices and games for team of 14mnia athletes
A Led team to undefeated season against 7 other intramural football teams

ACTIVITIES Saint Vincent College Economics Club; Intramural Basketball Participant and
Referee; Habitat for Humanity; Blood Donor; Campus Ministry Member; Malden
School of Business Lecture Series Volunteer

HONORS Saint Vincent CollegeSai nt Vi ncent Coll ege Deanods
Students; Alpha Phi Omega; Omicron Epsilon Delta
LANGUAGE S Spanish Proficiency; French Proficiency
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ChantelDeveraux

FirstnameLastname@email.svc.e8li#-555-6754
300 Fraser Purchase Road Box Latrobe, PA 15650

OBJECTIVE:

EDUCATION:

TEACHING

EXPERIENCE:

RELATED

EXPEREINCE:

ACTIVITIES :

PORTFOLIO:

To obtain a teaching position in an elementary school serving as a role model while using
my educational background and practical exqrerés to enhance student learning

Saint Vincent College Latrobe, PA

Bachelor of Arts, December, 2010

Major: Psychology Education Certification: Elementary Education
Overall GPA: 3.01/4.00

Baggaley Elementary SchoglLatrobe, PA

Fifth Grade Student Teacher,August, 20180ctober, 2010
A Created and taught units and lessons in reading, writing, math and health
A Served as a role model for over 20 children during in andfciassroom activities
A Tutored up t® fifth grade children in the after school learning center

Baggaley Elementary SchoglLatrobe, PA
First Grade Student Teacher October, 200®December, 2009
A Planned and taught lessons in all content areas
A Assisted teacher with PTA meetings, PaiBe@cher Conferences and Open House
A Organized 6Kids Konnectiono, an after
classroom

New Derry Elementary, New Derry, PA
First Grade Pre-Student Teacher January2008May, 2008
A Observed and taught lessoin first grade
A Monitored students during recess and other daily activities

YMCA Day Care Center, Ligonier PA
Child Caretaker, June, 2006August, 2006; May2007-Present
A Monitor up to 12 children aged@daily
A Create games and mm@ams to entertain children
A Consultwith parents discussing child behavior and daily events

Independent Caretaker,Westmoreland County, June, 26REesent

N

A Assist where needed as caretaker for 3 families including transporting children to athlet

_ everts, cooking for families and performing light cleaning duties
A Supervise completion of all homework assignments
A Practice formal activities such as piano, dance and baseball with children-a8ed 3
A Attend vacation with families to ensure safety of children
Saint Vincent College, Psi Chi, Psychology National Honor Society, Treasurer
Saint Vincent College Education Club, Member
Sacred Heart Junior Achievement Volunteer

Faith in Action, Volunteer

Available Upon Request
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Gianna M. Vahn
15789 B JasminéAve.Evanstown, 1L12454
Mobile number: 555.5124.6785 Email: name@email.stvincent.edu

EDUCATION:

Saint Vincent College, Latrobe, PA
Bachelor of Science, Decembe009
Major: Accounting Overall GPA: 3.26
Minor: Finance

RELEVANT COURSEWORK:

Financial Institutions, Investments |: Securities, Investments Il: Derivatives, Corporate Finance, Calculus I,
Elementary Accounting #l1, Statistics HI, Introduction to Management Accounting Information Systems,
Analysis of Financial Statements, Taxes |, Taxes Il, Business Policy & Strategy, Cost Accounting |

RELATED EXPERIENCE:

TaxIntern, February 2009 z May 2009

Accounting Associates, Washington, PA
A Audited local client unde supervision of CPA
A Assisted in preparation of clients Income Tax returns and Payroll Tax returns
A Assist in the pocessng of payroll taxes

Tutor, October2006-December 2008

Opportunity/ Act 101, Saint Vincent College, Latrobe, PA
A Teach concept®f Corporate Finance andnvestments & |l to college juniors and seniors
A Assist students in preparation of homework assignments and exams
A Communicate with finance faculty to understand the appropriate techniques to be used

Volunteer Income Tax Assistantjanuay 2008 z April 2008

Westmoreland Human Opportunity , Greensburg, PA
A Volunteered to help prepare Income Tax returns for low income and elderly clients
A Worked on a team to gain a better understanding of accounting and tax practices

LEADERSHIP/ADDITIONAL EXPERIENCE:

Member, September, 2007z Present
Minority Student Coalition, Saint Vincent College, Latrobe, PA
A Assisted with events sponsored by MSC fostering healthy muttultural relationships that
promote academic and lifelong success
A Encourage diversity among students and the Saint Vincent College campus community

Restaurant AssistantMay2007z March 2009
Texas Roadhouse, Pittsburgh, PA
A Arrangethe food layout for preparation
A Assisted servers and other personnel in tasks such as seatinigstomers, delivering food and
maintaining a safe and clean environment
A Collaborate with children and adult patrons ensuring a positive, welcoming atmosphere

SKILLS:

Proficient: Microsoft Word, Power PointExcel
Familiar: PHStat2, Microsoft Excel, MySQL, and SAP
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Samuell. Watts

Firsthamelastname@email.stvincent.€é24) 5551211
300 Fraser Purchase Ro8bx Latrobe, PAL5650

OBJECTIVE

EDUCATION

SENIOR THESIS

RELATED
COURSES

LEADERSHIP

SKILLS

HONORS/
ACTIVITIES

SHADOWING
EXPERIENCE

To obtain an internship in the medical industry using my skills and edu@ation
biology, chemistry and my excellent oral and written communication skills

Saint Vincent College Latrobe,PA
Bachelor of Science, May 20

Major: Biology Major GPA: 3.78
Minor: Chemistry  Overall GPA: 3.67

Iron Deposition Remediation: A study of aquatic plants and biological agents to
reduceferric oxide in streams

Biology: General Biology | & II, Biology Laboratory | & Il, Cell Biology
Chemistry: General Chemistry | & II, Chemistry Laboratory | & II

Saint Vincent College Orientation,Latrobe, PA
Committee Member, May 2008resent
A Plan events for the incoming firgear studerstincluding Karaoke Nighand
Chateau Vincent
A Serve as a leader and guide students in the Residence Hallmmoeess
A Answer general questions regarding Saint Vincent College and thallover
transition from high school to college

Kennywood Park, Pittsburgh, PA
Ride Attendant, June 2005ugust 2008 Seasonal
A Performed ridénspections to ensure safety of operation for ride
A Served as the attendant for various rides throughout tke pa
A Corresponded with customers on a daily basis to maintain overall satisfaction
A Secured children and adults of all ages into each ride

Laboratory: Quantitative Analysis, Instrumentation
Computer:MS Office, Windows
Foreign Language Advanced Level Japanese

Saint Vincent CollegeAlphalamlil a Del t a HonotLkistSoci ety,
Center Valley High SchoolNational Honor Society, S.A.D.PChemistry Club
Other: Methodist Church of Center Maly, Youth Group, Sunda$choolTeacher

Dr. Rebecca Marlin, PhD

Director of Research

R andR Pharmaceuticals, Wexford, PA
June 2007August 2007

Dr. Joseph Smiles, DC
Westmoreland Chiropractic Associates, Irwin, PA
August 2006Septenber 2006
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Jacob Bantley
firstlast@email.stvincent.edu 75552345
Saint Vincent College 300 Fraser Purchase Road
Box LatrobePA 15650

EDUCATION

ACADEMIC
PROJECT

RELATED
EXPERIENCE

HONORS

TECHNICAL
SKILLS

Saint Vincent College (SVC) Latrobe, PA
Bachelor of Science, May 2011

Major: Business Manageme

Overall GPA: 3.22 4.00

Organizational ManagementSeptember 20XDecember 2010

Faith in Action (FIA), Latrobe, PA

A Researched and develogd@athncial plicy for nonprofit organization with a
team of 4 students

A Performed reseah for development of volunteer program

A Recorded accounts payable in Excel

A Planned and organized various program events for FIA

Office Assistant/Student WorkeSeptember 2000 Present

SVC Mailing & Duplicating Office , Latrdbe, PA

A Collect and distribute mail for SVfaculty and staff

A Manage daily mailings and handle confidential information for Office of
Admission and Saint Vincent Monastery

Unloader/Sorter February 2008 August 2009

United Parcel Service (UPS)New Stanton, PA

A Unloaded and éndled inbound packages

A Directed inbound packagés outbound docks within Hub

A Named UPS C.E.R.C. (Chaitf&Employee Retention Committee)
A Educatechew employees to New Stanton Hub

Telephone MarketerJune 2006 August 2007
Reese Brothers Incorporated Greensburg, PA
A Generated coldall list for 3 members of telephone marketing team
A Contacted existing clients of various organizations to promote and sell
additional services
SVC Leadership and Academic Scholarshipigent
SVC Deands List, Recipient (4 semester :
SVC Ultimate Fribee Club, Founder & President

Knights of Columbus, Member

Microsoft Office Suite: Word, Power Point, Outlodkxcel, Access
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Adele Stevenson

10260 JeffersoAvenue ~ Johnstown, PA 1590%kdelestevenson@myservice.rdi814) 5552222

Objective
Driven Business Management major seeking atfiole position as a Human Resources professional where
coursework irbusiness and work experience in an office environment including hiring and insurance
responsibilities would be assets.

Education
Saint Vincent College Latrobe, PA Graduation: May 2010
Alex G. McKenna School of Business, Economics and Government
Major: Business Management

GPA: 3.7
Point Park University, Pittsburgh, PA Graduation: May 1993
Associ ateds Degree in Business Management
GPA: 3.0

Relevant Coursework
Human Resource Management, Elementary Accounting I&Il, Organizational Behavibal Blasiness
Management, International Business, Organizational Theory, Operations Management, Supply Chain
Management, Principles of Marketing, Business Ethics

Employment History
Part-Time Office Manager June 199%resent
LCN Family Eye Care, Wirlger, PA
o Create schedule for a staff of five including two receptions and three optometric assistants

e Interview and hire staff as needed

¢ Handle all insurance related documentation including filing claims and interacting with representative
regardingpatens 6 eye care benefits

e Complete bookkeeping including all billing and payroll

Clerical Support June 1993Viay 1995
A&M Steel, Johnstown, PA
e Answered phones, completed and submitted orders and provided general office duties for the Vice
President of Rrduction
¢ Maintained an excellent rapport with vendors and other manufacturing facility personnel

e Took detailed minutes during major meetings and conferences

Greenhouse Assistant May 1993May 1995 (Seasonal)
Hannigands Nursery, Johnstown, PA
e Provided customer service and handled monetary transactions

e Educated shoppers on the various shrubbery and trees

Skills and Abilities
e Proficient in Microsoft Office Products including Word, Excel and PowerPoint

e Display superb organizational skills and accurati accounting and bookkeeping procedures
e Demonstrate excellent intrapersonal skills
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References

An important component of your job hunt ®ing able to provide understanding
refereices. While that may seem obvious, some students neglect to hell®tefs
necessary to obta@ppropriate reference¥Vhen asked for references, they may reel off the
names of professors or former employers without considering the importance of what t
are being asked to provide. Oftenes you may be one of twotlree top candidatesAn

employer may use a reference as the last step before the final hiring decision is n
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GUIDELINES FOR OBTAINING REFERENCES

OBTAIN PERMISSION
Never give the name of someone whose permission you do not have.

KNOW WHAT THE REFERENCE WILL SAY ABOUT YOU

It is perfectly acceptable to ask a potential reference if he/she can give you a strong recommen
Identify people who are enthusiastic and easy to talk to since most reference checking is d«
phone.

PROVIDE YOUR REFERENES WITH ADEQUATE INFORMATION

Whenever possible, give your references a description of the job for which you are applying
complete job description is not available, tell your references the kind of positions for which yo
applying. If asking fa written reference, give the person adequate time to prepare a letter. You
even provide them with an example of your resume or transcripts.

REMIND YOUR REFERENCES OCCASIONALLY

Someone may give you permission to use his name and not intasdaitprpetual equest.
Periodically, remind your references that someone may be calling. This is especially true whel
former professors or those that you will have minimal contact with after graduation. Rememb
write a thankyou to your references a courtesy.

TAILOR YOUR REFERENCES TO THE POSITION

Develop separate lists of references for each type of position you are seeking. A psychology p
may be best in one instance and accounting professor in another. Your reference liststdheuld
static.

MAKE SURE TO USE PROFESSIONAL REFERENCES

References should be supervisors or faculty members who know you in a professional context.
companies, especially government organizations, will ask you for personal references, in addi
your professional ones

REFERENCE CONTACT INFORMATION

When listing a reference, be sure you obtain the mdstdgtie contact information. For example be
sure to ask your references which telephone number and email they will be using during the ti
your job searchSome may even be willing to provide a home phone number in addition ta
business email or phonglany contactsnay not use the same contact information throughout the
year. Be sure to keep thistajlate as you continue to apply foreimtships and futime jobs.
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REFERENCE$OR ANNA JOHNSON

Dr. Marilyn Book

Associate Professor of Marketing
Saint Vincent College

300 Fraser Purchase Road
Latrobe, PA 15650

724.5551212
MarilynBook@stvincent.edu

Ms. Anita Harington

Advisor of Cormunication Club
Seton Hill University

500 Station Road

Greensburg, PA 15601
724.55%2070
communicationclub@setonhill.edu

Mr. Joseph Thomas
Director of Public Relations
Tribune Review

100 Tribune Avenue
Latrobe, PA 15650
724.5551222
joetom@TR.org

Mr. Roberta Dennison

President, CEO

Pennsylvania Financial Concepts
Route 30 East

Latrobe, PA 15650

7245551234
robertad@PAfinancialconcepts.com
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Reference w/Applicant Relationship Information

JOHN W. WRIGHT
REFERENCES

Dr. Marilyn Book
Associate Profesor ofMarketing
Saint Vincent College
300 Fraser Purchase Road
Latrobe, PA 15650
724.5551212
MarilynBook@stvincent.edu

Dr. Bookhas served as my Academic Advisor for three years at Saint Vincent College. He has also served as
throughout myibiness and advertising experiencBsoldras served as a faculty member of Saint Vincent College fo
over 20 years.

Ms. Anita Harington
Advisor of Communication Club
Seton Hill University
500 Station Road
Greensburg, PA 15601
724.5552070
communicanclub@setonhill.edu

Using her knowledge from her position at SetbfsHHirington isn the process of
establishingnd implementing the Communication Gamavincent. As the President of the club | have had the char
to work with Ms. Harirign.

Mr. Joseph Thomas
Director of Public Relations
Tribune Review
100 Tribune Avenue
Latrobe, PA 15650
724.5551222
joetom@TR.org

Mr. Thomaserved as my direct supervisor during my internship with the Ligonier Bulletin as the Coordinator of |
Reldions. He served as the Coordinator at the LBrfbd gears. Recently, Mr. Thémsdeen appointed Director of
Public Relations at the Tribune Review in Latrobe, PA.

Mr. Roberta Dennison
President, CEO
PA Financial Concepts
Route 30 East
Latrobe,PA 15650
7245551234
robertad@ PAfinancialconcepts.com

At PA Financial Concepts | had the opportunity to shaddenison-He helped me to understand every aspect of

advertising and how it relates to the world of technology. He remains an exaatiemiegtd in the industry and is
directly responsible for encouraging me to continue in the field of advertising and public relations.
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Cold Calling & Phone Etiquette
Rules for Making Job Related Phone Calls

A Have a clear understanding of your aall lae able to articulate your motivations politely and concisely. Are you
calling for a job, internship, informational interview etc.?

A Do your research. Know as much as possible about the organization before you call. Do online research, ask fri
family, faculty or Career Center staff for information.

Alf possible, have a contact name within the organi
the individual answering the phone the purpose of your call and ask who wihiddbest person to whom you should
speak.

Be courteous, enthusiastic and appreciative. Keep your responses short and to the point. Be friendly, yet profes
Be kind and upbeat not only with t hies/rgceptionisisistaffhesed r e
individuals maintain control of access to managenteahe of these individualeecomeyour ally, you have a better
chance of speaking to a manager or hiring personnel.

>\

Be prepared! Practice your introduction and lgaestions prepared.

>~

Avoid background noise and disruptions. Plan your call ahead and be sure you are in a quiet room. If you get ar
call, do not answer it. Give the person you just called your total attention.

Take notes. Be sure to get theperospelling of their name and their contact information (i.e. phone number, email
address, mailing address).

A Follow up. Send materials they may have asked for (i.e. resume). SEND A THANK YOU NOTE and let them kn
you appreciate the time they toolettuicate you on their organization or job/internship opportunities.

A If you called and the person was unavailable, leave a message briefly stating who you are and your purpose for c
Be sure you have a PROFESSIONAL sounding voicemail message thargiveere enthusiastically and politely as
any incoming call could be the one for which you are waiting.

A lf they donot call back, call once more asking the
individual and try again. Or,lkag he/she could schedule you a phone appointment. KNOW YOUR LIMITS. If you
are trying to reach a contact and they are repeatedly NOT returning your call, please stop calling and begin resec
other organizations that may be of interest to yothapeircall upon the company again in the future if they are a top
choice or try another method such as email or sending a letter.

A Please remember that cold calling can go either way. You may reach someone willing to take the time to help yo
discusspssi bl e opportunities or you may experience sor
polite no matter what type of call you experience.

Sample Phone Introduction:

Receptionisti Hel | o, ABC Engineernirrgt! yoarpaecrdtl €d. How may
Student:i Good morni ng. My name is DavidCdlolnege andl & @ ml ic
manager if possible about summer internship availability. Could | be connected to the appropriats perzm
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Interviews

An interview is used to assess your suitability for the position of interest. There are s
types of interviews and each company may elect to use more than one style of intervi
Interviewing styles vary from emplageemployer and interviewer to interviewer. To bettel
prepare for an interview, students are encouraged to become familiar with the different
of interviews that may be encountered. Just like a resume is used to get you an intervie
INTERVIEW iswhat will get you the job! Be sure to follow the proper interviewing guidelir

by speaking with your Career Center aamutling the perfect job will be that much easier
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INTERVIEWING TIPS

How do | prepare for my interview?

V SelfassessTake time to dtically think about your education, experiences and skills and how
relates to the career you are seeking.

V Do your research.Know where the company is, what the company does, its culture and de
about the job description. Thoroughly read thenpoba ny 6 s website anc
published.

V Arrive early, dress to impress and have your matewalsorganized and error freeArriving
approximately 15 minutes early is the standard. Be sure ORBESED PROFESSIONALLY
(no exceptions!)You should be prepared with multiple copies of your resume, reference p:
transcripts, work samples and any other materials you believe will help showcase your abilitie

What else should | be aware of during my interview?

V Be enthusiastic and smile.eRember your manners and always greet and leave with a f
handshake. A positive, upbeat attitude makeskahld

V Remember t o provi de exampl es when answe |
interviewer for clarification or to repeat a qumstif you are unsure. Be prepared with your
OWN questions to ask.

V Be aware of neverbal cue®Remember to use the SBR_approach

S- Facelnterviewer Squarely
O-- Maintain Openstance

L-- Leanforward slightly

E- Maintain goodEyecontact
R- Relax

What are the next steps after my interview?

V Write a thank you note to the employer and send within 24 hours.

V Critically think about how you did, what you could have done differently and what you may v
to ask in a 2 interview or upon a formaffer.

V Havenot h Waitrl-d webka bdfofe calling to follap. When you do, réntroduce

yourself and the date you interviewed, reiterate your interest in the position and ask the sta
the opening.
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TYPES OF INTERVIEWING
TRADITIONAL INTERVIEW

Traditional interviews still take place, although they are much less common. This type of inte
has been around for many years and the examples of the most common interview questions fol
this guide.You should always be prepared to anseme traditional interview questions. Many
times employers will combine another type of interview with typical traditional interview question

BEHAVIORAL INTERVIEW

Behavioral interviewing asserts that "the most accurate predictor of future perfasmaaste
performance in a similar situation." In a behavioral interview you will have to demonstrate
knowledge, skills, and abilities, collectively known as competencies, by giving specific example
your past experiencelslany examples are acedghe and could include previous internships or other
relevant work experiences, course projects, accomplishments, difficult situatiteejeship roles
held in onor offcampus organizations. Answering behavioral questions requiyeultave relewa
examplesté pr ove o you have Thels.d.A.R.dekhnique is anrexcallént veay tg
answer such questions. Wihgroviding anexample from a past experience, include the followin
and your answer will be both complete and concise:

Stuation- what was the situation?

Task what task were you doing?

Action- what action did you take?

Result what was the result (choose qugitive experiences)

While many candidates are intimidated by this method, a behavioral interview giveg you
opportunity todemonstrate to a prospective employer why you arsuitesdl for the job. Sample
behavioral questions canfoeind in this guide.

CASEINTERVIEW

This interview is most commonly used among consulting firms. During a case interui@éanta st
will be given a scenario, asked to identify the problem, and then solve the problem identified.
type of interview is not as common, but can be very difficult. Often the employer will be lookin
0t he prHOWeyss Wwent @adout solving thgroblem, not necessarily tlamswerto the
problem. The focus is primarily on analytical skills, but other skills are reviewed such as attent
detail, how you handle pressure, and time management skills.

TELEPHONEINTERVIEW

Typically telephonmterviews are used to assess whether or not the student should be considere
an onsite interview. Many times employers will use the telephone interview as the first intervie:
is especially common for those employers who are not located atdharka. Be sure you are
prepared for the phone call. Have your resume and transcript readily available. You will also w
prepare talking points, but DO NOT read the answers to the employers.
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GROUP INTERVIEW

Group interviews may take placerder to determine how a student interacts with various groups
individuals. It could involve several people taking turns asking questions or presenting scenatri
the students to solve. During group interviews there may be more than one iaterviethis
happens be sure you respond to ALL interviewers even if only one is asking the questions. Me
eye contact with ALL interviewers.

Group interviews could also include several candidates at once. Be sure to be honest and trutl
youranswers and try to focus on your experience, not worrying about how other candidates ans
the questions. The interviewer/s will be focusing on one answer at a time so be sure to remair
and demonstrate all that you can about why YOU are the malfiequperson for the position.

STRESSNTERVIEW

Stress interviews are very uncommon. They are sometimes used by financial service em
advertising agencies and government agencies that perform clandestine operations. The pur]
these intenaws is to see how you react to a stressful situation. You may be asked difficult que
in a pressuring manner or be given a complicated project to work through in a tense atmosy:
One example that has been usdiVlkat is charisma and do you have 0

ILLEGAL INTERVIEW QUESTIONS

You may find that an employer asks a question you do not feel comfortable answering. Ma
these questions might be illegal. lllegal questions may include but are not limited to topics regal

Age

Gender
Personblinformation
Disabilities
Marital/Family Status
National Origin

> > > D D D

If you are asked an illegal question, you have one of three options:

=

You can answer the question.

2.You can ask the i nt e nthisradvantttdites posiicizd)lthen amswe( i
the question in the best way possible.

3. You carrefuse to answer the question, however, keep in minthteahay harm your chances of

getting the job.

If you believe you have been asked an impapéegalquestion, DO NOT ecuse the interviewer
to his/her facebut instead bring your concern to tBaint Vincent Career CenteiWe will be sure
to address the issue without doing harm to your job or internship search.
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THE 30-S=COND COMMERCIAL (ELEVATOR PITCH)

The 30second commercial is one of the most important aspects of the job / intesesingh.
Al ways tailor each O6pitcholtcarobetisbde uni gue ne

1. During job fairs and networking events when introducing yourself to dayamp
2. During an intervievo answer the question ATell me
3. During other social, academic, or professional gatherings

Structure:

A brief commercial describing the benefits of buying a particular product oris&®ide

Purpose:
Enableghe listener to quickly learn your specific, unique, and impressive attributes

Benefit:
You will come across more poised, confident, and career focused by opening with your commer

Use:
A In a cover letteir to highlight your background and keylities
A During an interview in answering the questioni T e | | me about yourse
A During professional, social, and organizational meétwhen you must introduce yourself
(i.e., job fairs, networking events, informational interviews, presentations

Contains Personal Attributes:

A Details the job title or the type of position you are seeking

A Sells your professional abilities and experiences

A Emphasizes your individual strengths and links them to the perceived needs of the employer
A Uses descriptive stanents of your acquired skills and abilities

Samples of Sentences:

A | am an experienced vatttensivénowledge of

A My technical skills includeé.
A My strongest skills areé.

A lhave _ years of experience in

General Structure:

A Opening Statemetit Your name, what you are CURRENTLY doing (describe job or educatiol
andwhat you know about the company / how you fit in

A Next StatemeritDiscuss 3 skill sets that you have amalv they relate to the position/employer

A Closing Statment-Remember to:

1. Ask the next step in the interviewing process.
2. Offer a firm handshake.
3. Obtain business card/s from the professional.
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30-FECcoND COMMERCIAL -EXAMPLE 1

My name is Janine James. | am a current senior at Saint Vincent Qoile&syolagogy. | will be
graduating in May 2008. As you can see on my resume | have had much experience working
teemged popul ations. | would I|Iike to work f
have gainedring my internship and classroom experiences.

| am here today to discuss the fuie Counsel or | position at CI
you specialize in emotional and behavioral issues. | have been interestexkrsihee typeinfernshir
last summer at Pressley Ridge. At Pressley Ridge, | had the opportunity to work with childrer
model, assisting with behavioral modification. | also served as the facilitator for both gro
intervendns. | am hoping this experience along with my Psychology background will allow me
ABCin theCounselompbsition

Could you tell me a little more about the Counselor | position and what you are looking for in an
candidate?

308 COND COMMERCIAL -EXAMPLE 2

My name is Richard Riches. | am currently wotkneygratthave 2 years experience as a Marl
Assistant with 123 Company, a small organization specializing in advertising and PR. | am al
Saint Vinceénvorking on a Bachelor of Science degree in Marketing, and will be graduating in De

| have developed my communication and business skills through direct interaction with clients, t
and large local businesses. | have also s®rkeal projects for 123 that have allowed me to gain
analytical, research, communication and or ¢
a high level of client interaction with a nationally known maketingdiciohnson Marketing. | notic
on your website that your organization is hiring a Marketing Associate in various locations thrc
Because of my experience and educati onradlam b .
also open to relocation if necessary.

My 30 Second Commercial

Try writing your own commercial, tailoring the content to the audience you will be addressing.
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Mo s t Common O6Traditional 6 I ntervi

1. Tell me about yourself.

2. What are your strengths®/eakness@s

3. Why are you interested in working for us?

4. Why should we hire you?

5. Where do you wanbtbe 5 years from now?

6. Why did you choose your major? Saint Vincent College?

7. What courses did you enjoy the most? The least?

8. Are you willing to relocate? Are you willing to travel?

9. What are the advantages and disadvantages of working alone? In groups?

10.Do you possess good communication skills?

11.Which is more important to you, money or the type of job and why?

12.How do you feel about working with people from diverse backgrounds?

13.How do you feel about being an eiryel employee?

14.What criteria are you using évaluate the company for which you hope to work?

15.What do you do in your free time?

16. Do you think your grades are a good reflection of the type of work you can do for us?
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MostCommon &6éBehavioral déd I nterview C(
1. Tell me about your work experience
2. Tell me how a friend would describe you? A professor? A family member?
3. What motivates you to put your best foot forward?
4. Tell me about a mistake that you have made recently and what you have leart2d from
5. How have you demonstrated your ability to Gbuate to a team effort?
6. Give me an example of how you have performed successfully under stress?
7. Tell me about a difficult eworker and how did you handle her/him?
8. How do you prove your credibility to a team member or employer?
9. How do you handle disappdment and criticism?
10.Tell me about a time you set a goal and failed to reach it.
11.Describe your most rewarding academic experience.
12.In what ways do you feel that you will be able to contribute to this company?
13.Why are you considering leaving your currds®? jonay or may not apply)
14 What did you enjoy most about Saint Vincent? What would you change about your experien
15.Have you managed people in any of your previous positions?
16.1f you were the boss, how would you motivate your employees?
17.When working in agam, how do you get others to follow your ideas?
18.1f you could change one thing about your previous job, what would it be?
19.Tell me about the most difficult decision you have ever made.
20.Tell me about your greatest achievement.
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Informational Interviews

When researching a career or preparing for a job search, an informational interview a
a student to gain information from an authority with experience in the field of study. .
informational interview allows you to gain insight into the field,fgladreer goals, learn
more about skills and qualifications needed, and practice intervieAskgforadvice, DO
NOT ask for a job.

When requesting an informational interview it is important to indicate the reason for t
interview and the topics thably hope to discuss. If you are able to obtain an information:
interview, you should remain professional at all times prior to, during and after the interv
Whether or not you are familiar with the person you are speaking to, you will want to
apprqriate dress, appropriate language and conversation, and treat the professional
respect at all times. Remember to folipwby writing a thaniou letter to show your
appreciation to each person ybave met Both handwritten lettersand emails are

appropriate.
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Requesting an Informational Interview through a Network or Saint Vincent College Alumni

1099 Seventh Avenue
Latrobe, PA 15650

December 10, 2007

Mr. Dylan L. Steiner
Director, Graphic Design
J & M Interactive

203 Maywood Drive
GreensburgPA 15601

Dear Mr. Steiner:

Dennis Gilbert, Associate Director of the Career Center at Saint Vincent College suggested contacting
regard to my interest in the graphic design field. He mentioned your recent graduation from Saint Vir
College ad your collegialityin assisting current students with internship andtifué graphic design
positions. He indicated that you would be an excellent source of information for career advice, as | inte
begin searching for a position within the newt fieonths.

| am interested in a graphic design position with a firm specializing in higher educatimofihand travel
and tourism. As a current graphic design major at Saint Vincent College, | have had many relevant cou
the field.

| have reently learned that J & M Interactive is one of the leading experts in this growing field. | was ho
since you were in the area, we could discuss any opportunities with J & M for the summer or you could

me in learning more about the graphic desigdustry. | may be contacted at (724) &G0 or at
TimothyJohnson@SVC.net. | am looking forward to hearing from you soon.

Sincerely yours,

Timothy Johnson
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Requesting an Informational Interview by Company Interest

136 West Davis Street
Washington D.C. 20030

October 2, 2007

Ms. Becky A. Laine

Vice President of Sales, Barkley Enterprises
555 W. Sheraton Drive

Washington, D.C. 20011

Dear Ms. Laine:

Barkley Enterprises is recognized for its proficiency in developing a knowledgeablmohigtied, and
enthusiastic sales force, marketing information processing equipment, with sales representatives acq
focused expertise. With this marked reputation, | am seeking your advice on how to prepare for a
within the field of sake

My background encompasses a combination of sales and clerical work, primarily acquired while w
throughout my college career. However, within the coming months, | hope to enhance my sales expe
through interning with a firm such as Barkigyerprises. My familiarity with word processing equipment, m:
previous sales experience, and my education in the field of communication have well prepared me f
informationprocessing field. | want to begin my career in sales and eventually maveantgement level
position.

As | begin my search, | am attempting to gather information and advice before applying for internsh
would like to meet with you to discuss my potential plans and perhaps gain suggestions on how
appropriately markemy skills. | may be contacted at 5551234 or at jsutters@yahoo.com. | appreciate
your consideration and am excited by the possibility of meeting you in person.

Sincerely yours,

James R. Sutters
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Most Common Informational Interview Questions

1. Howimportant is my primary major when being considered for a job in the industry?

2. What are some namajor courses that you would suggest that would be appropriate for this positi

3. How important is GPA when being considered for a job at your cgmpa

4. What are the most important characteristics you look for in hiring a candidate?

5. How can | show confidence and enthusiasm to recruiters during phone interviews?

6. How do employers screen students based upon only their resume?

7. What is the worghistake that students make during interviews?

8. What do the recruiters look for when evaluating a candidate based on a case interview?

9. Do you have any tips for behavioral interviews?

10.What can | be doing if | have no professional experience? Angereege related to my field?
o}

11.What are some tips for networking if a company is not hiring at the time?

12.How do | present a major that is not commonly known to potential employers?

13.What do you look for in a person before forwarding their resumsgedific department?

14.What is the best way to get to know recruiters and therefore set myself apart from other candida

15.What is a typical day like in your field?
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Thank You Letters

Following a job interview, job fair meeting or an informatiam&rview, a thank you
letter should be sent to the employer. It is necessary to remind them of your interest ii
position as well as simply thanking them for taking the time to discuss the company
position. The letter will also remind them oliyaneetingplace and datand possibly put
your resume at the O0top of the pile. 6 |

you a few Obonus points. 0

Regardless of the outcome, follgwletters are important. They will set you aparnf
other job seekers and leave a great, lasting impression for consideration for future pos

within the company.
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