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Dear Saint Vincent Students and Alumni,  

The Career Guide is intended to serve as a resource throughout your entire four-year experience, here 

at Saint Vincent. Whether a senior or alumni, or just beginning your college career, the information in this 

guide is to be used as a reference when writing resumes, creating cover letters, thank-you letters, or even when 

attending a job fair or networking event.  You will also find tips on dressing for success, preparing for a job 

interview or site-visit and information on upcoming events and workshops sponsored by the Saint Vincent 

College Career Center.  

 In addition to using the guide, you should make an appointment with a Career Center Professional.  

We offer services on all career-related topics, such as career exploration, finding an internship or full-time 

employment, negotiating a salary, preparing a 30-second commercial and much more. We even assist 

students preparing to go to graduate or professional school. The guide encourages you to not only gain 

valuable experience inside the classroom, but also encourages skills that will allow you to have a successful 

academic, personal and professional career through internships, volunteering, service learning, study-abroad 

and other and civic and social engagements. 

 The Career Center is located on the first floor of the Robert S. Carey Student Center.  Please visit 

our newly expanded office and meet our staff. Until then, have an exciting 2009-2010 academic year! 

 

Sincerely, 

 

Courtney Baum 

Director, Career Center 
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Job Fairs, Events & Workshops 

 The Career Center offers many job fairs, events and workshops to Saint Vincent College 

students and alumni dedicated to securing full-time employment, internships and entry into 

graduate and professional school.  We hope these events will help to create a smooth internship 

and job search process.  Our events include job fairs, networking events, career-related 

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

 
 
 
 

 
 
 
 

 
PROFESSIONAL  
DEVELOPMENT  

SERIES 
 
 

FALL 2009 
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COME MEET OUR STAFF AT THE  

 

CAREER CARNIVAL 

WEDNESDAY SEPTEMBER 9, 2009 

12:00 ï 2:00 PM 

CAREER CENTER 

 

PLAY GAMES, WIN PRIZES.  

 FREE FOOD FROM CHICK-FIL-A 

& 

 SNOW CONES  

 

EVERYONEôS INVITED 

 

 

 

 
COURTNEY BAUM 

DIRECTOR 
 

DENNIS GILBERT 
ASSOCIATE DIRECTOR 

 
CHRISTINE SUNDRY-GREGORINI 
INTERNSHIP COORDINATOR  

 
DOLLY CAIN 

OFFICE COORDINATOR  
 
 
 

 
Visit our website at: 

www.stvincent.edu/careers 
 

724-805-2070  
Carey Center Ground Floor 
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RESUME &   
COVER LETTER WRITING  

WEDNESDAY SEPTEMBER 16, 2009 
PREP 203    12:30 PM 

FREE FOOD 
 
Whether you have a resume or are unsure where to begin, this workshop is for you.  A career counselor will 
provide ideas on how you can better market your education, experience, leadership skills and more.  Internships, 
full-time employment, or summer positionsðrecruiting season is here.  Come learn the basics of resume and 
cover letter writing.  
 
 

 
 

 
 

INTERNSHIP &  FULL-TIME JOB SEARCH 
WEDNESDAY OCTOBER 14, 2009 

PREP 203   12:30 PM 
FREE FOOD 

 
Graduating--but you donôt know where to turn?  Looking for an internship, but donôt know where to begin? A 
Career Center professional will discuss internship and job-searching strategies.  You will learn of resources 
available through websites, alumni, and the Career Center. Get tips on the best ways to find the job or internship 
youôve always wanted.   
 

EXPLORING YOUR CAREER 
WEDNESDAY NOVEMBER 11, 2009 

PREP 203  12:30 PM 
FREE FOOD 

 
Not sure what to major in? Not sure of job opportunities in your field?  This workshop will discuss the 
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 ñrealò interview environment. The mock interview program, in 
conjunction with SCORE, will give you an opportunity to get feedback on what you are doing right - and how 
you could improve your interviewing skills. You can ask professional recruiters and former executives what they 
look for in a candidate. Get prepared for upcoming job fairs and on-campus recruiting with a mock interview.  
Stop by the Career Center to schedule your time.   
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GRADUATE SCHOOL &  PROFESSIONAL SCHOOL PROGRAMMING 
Learn graduate and professional school admissions and test-taking strategies for tests including GMAT; GRE; 
LSAT; MCAT.  Meet alumni and professionals in your field.  Details can be found online at 
www.collegecentral.com/stvincent  or stop by the Career Center for more information. 

 

 

SAINT VINCENT COLLEGE 

 óJOB &  INTERNSHIP HUNTING  IN  TURBULENT  TIMESô 

TUESDAY, NOVEMBER 10, 2009 

11:00 AM ï 2:30 PM  

KEYNOTE SPEAKER: 
DR. FRANK GAMRAT, PH.D. 

ALLEGHENY INSTITUTE FOR PUBLIC POLICY 
SPEAKING ON: 

 WHERE THE JOBS ARE IN  THE UNITED  STATES AND  PENNSYLVANIA 

 

LUNCH  WILL  BE PROVIDED USING MEAL PLAN EXCHANGE 

 

CONCURRENT SESSIONS: 

LEARN HOW TO NETWORK 

LEARN ABOUT YOUR FIELD  

PREPARE YOURSELF FOR: 

 

INTERNSHIPS 

 

FULL-TIME EMPLOYMENT 

 

GRADUATE &  PROFESSIONAL SCHOOL 

 
 

 

DETAILS FOR ON-CAMPUS EVENTS AND OFF-CAMPUS FAIRS AVAILAB LE AT: 
WWW .COLLEGECENTRAL.COM/STVINCENT 

 

 

http://www.collegecentral.com/stvincent
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Services & Resources 

 The Career Center has many resources to help you with your job and internship search 

and the graduate and professional school application process.  Our library contains many 

books and magazines on all career-related topics. And just recently, we have updated our 

library with the Vault Guides highlighting internships, job opportunities and employers of 

various industries. In addition to our printed resources, we offer online tools such as the 

online Vault Guides and the College Central Network, where hundreds of internships and 

full-time jobs can be found daily. All printed material can be signed out for your convenience 

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

 

 

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

 

Services, Programs and Resources 
  Career Exploration 

  Interest and Personality Assessments 

  Career Planning Assistance  

  Resume, Employment Letter, and Job and Internship Searching Assistance 

  Internship Programs 

  Employment Materials & Career Library: 

 Resumes/Employment 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 Information/Summaries 

 
  Mock Interview Program 

 Professional Development Series with presentations on various career-related topics 

  Full-Time, Internship, Part-Time, Volunteer, and Seasonal Job information posted to: 

   College Central  www.collegecentral.com/stvincent  

  On-Campus Recruiting Program  

 College Central Resume Submission for those companies not recruiting on-campus 

 On and off-campus job fairs and related networking events 

 
Saint Vincent College  
Career Center Services 
www.stvincent.edu/careers 
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Dear Saint Vincent College Students and Alumni, 

 

We are delighted to announce that we have added the Vault Online Career Library to our vast 

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

 

Vault is the worldôs leading source of career information.  It will make your efforts at researching 

employers, industries, and career subjects infinitely easier and more efficient. This new online resource 

contains: 

 

 Vault Career Guides and Employer Profiles in PDF 

 1,100+ Vault Career Advice Articles 

 Industry and Occupational Profiles 

 Access to the Vault Message Boards for insider information 

 Much more! 

 

To receive a password to this exclusive resource, log on to 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 us soon! 

 

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 and 

update resumes, drop resumes to employers for on-campus interviewing, search and apply for full-

time, internship and part-time positions, and receive announcements on upcoming events and 

employer visits. 

 

Whether you are an entering your first-year, a rising student or have already graduated, you are 

encouraged to take advantage of the available services. The services provided and jobs posted are 

subject to the policies of our office.  

 

An exciting update with College Central is our new partnership with L.A.R.C. (Liberal Arts 

Recruiting Consortium). Here we have collaborated with local 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.C. 

members, please stop by the Career Center. 

 

Undergraduate Students: Internships and full-time job openings are posted to this database by 

employers and staff of Saint Vincent College Career Center.  

 

Alumni : Full-time, entry-level and even experienced positions are posted to this database by 

employers and staff of Saint Vincent College Career Center. 

This is a free service provided 24-7, 365 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 
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Cover Letters 
 

 Who needs a óCover Letterô? Everyone who sends out a resume! Even if the letter never 

ócame upô in conversation or wasn't mentioned in an advertisement, it is expected that you will 

write one. óCover Lettersô, also known as óEmployment Lettersô or óLetters of Applicationô, 

should be tailored to the specific company and the specific job or internship for which you are 

applying.  

 The Cover Letter is a 3 to 4 paragraph, one-page letter, typed in a business format that 

introduces you and your skills. The Cover Letter has the purpose of making the employer 

aware that you are available and interested in employment.  The letter is crucial in that it must 

stimulate the employer to become interested in you.  Your Cover Letter is a reflection of 

yourself and is used as a tool to market your experience and abilities.  It will offer you another 

chance to emphasize what you have to contribute to the company or organization, giving you 

an edge over other applicants.  A Cover Letter will demonstrate, to an employer, your written 

communication skills, your ability to apply your skills to a professional setting, and your 

understanding of the company and position of interest. 

 Yes, writing a Cover Letter can take even more time when doing an internship or job 

search. But it will be worth it in the end. Don't give the person screening the resumes a second 

to entertain the thought: "But how can this person help us?"   The Cover Letter will answer 

that question in your own words.  
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COVER LETTER GUIDELINES 
 

DESCRIPTIVE WORDS USED TO HIGHLIGHT YOUR óSOFT SKILLSô 
&  

PERSONALITY TRAITS EMPLOYERS FIND ATTRACTIVE 
 
 
active  independent  

adaptable  loyal  

assertive  mature  

alert  methodical  

ambitious  motivated 

analytical  optimistic  

approachable organized 

attentive passionate 

caring perceptive  

caring personable  

conscientious  persuasive 

consistent  pleasant  

constructive  positive  

creative  motivated 

dependable  productive  

determined  proficient  

detailed; detail-oriented realistic  

disciplined  reliable  

efficient resourceful  

empathetic respectful  

energetic  self-reliant  

excited sense of humor  

enterprising  sensitive 

enthusiastic  sincere  

extroverted  sophisticated  

focused talented  
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COVER LETTER REMINDERS 
 

 Every letter should be individually tailored to each position. 

 Use the same paper for your Resume and Cover Letter (good quality 8 ½ 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 one page in length. 

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

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

 The letter should use self-descriptive words to highlight your ósoft skills.ô  

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

  
BEFORE WRITING YOUR COVER LETTER 

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

 
 Research the Employer  
Á Visit company websites (corporate culture; trends in company and industry) 
Á Speak to employer insiders when possible 
Á Read company literature, the company annual report, or the company newsletter 
Á Visit ñVault Guidesò (Career Center website) 

 
 Use appropriate adjectives related to the position of interest 
Á Sales/Marketing (assertive; persuasive) 
Á Counseling/Education (empathetic; sensitive; approachable) 
Á Accounting/Business (detail-oriented; organized) 
Á Computer Science/IT (analytical; problem-solver) 

 
   Determine what kind of candidate the employer is seeking:  
Á Skill Sets (functional, technical, adaptive, transferrable) 
Á Practical Experience 
Á Education/Training  
Á Personality Traits 
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COVER LETTER FORMAT 

 Your Address 

 Date 
 
Contact Person, Title  
Department, Company Name 
Address 
 
Dear Mr./Ms./Dr. (Contact Person): 
 
Introduction ïParagraph I (2 - 4 sentences)  
Establishes the purpose of your letter, attracts attention and arouses interest 

Á State why you are writing by naming the specific position or type of job.  
Á Tell how you heard about the position/employer (Career Center, College Central Network, Job 

Fair, newspaper advertisement, faculty/ employee referral). 
Á Demonstrate why you are interested in the position. 
Á Insert a brief sentence that provides degree, major, college affiliation, and graduation date.  

 Body-Paragraph II & III (3-4 sentences each) 
Indicate how your skills, education and experience match the employer's needs 

Á Indicate how you can help the employer achieve organizational goals in your specialty.  
Á Focus on what you can do for the employer rather than what the employer can do for you.  
Á Highlight most significant accomplishments, abilities, and experiences specific to the position. 
Á Sell your credentials - your mission is to prove you should be invited to an interview.  
Á Highlight specific experiences and key assets related to the position of interest. 
Á Use the 2nd paragraph to discuss specific experiences that relate to the position and company. 
Á Use the 3rd paragraph to discuss more of the ósoft skillsô that cannot be seen on the resume.                       

Closing- Paragraph IV (3-4 sentences)  
State your commitment to action 

Á Mention enclosed resume, sample work, or portfolio if applicable.  
Á Take initiative to make clear what happens next:  (ñI will be in touch to follow-upò) 
Á State your availability. Let them know if/when you will be in the area, especially positions that 

would require relocation 
Á Restate contact information including phone and email so the employer can contact you.  
Á 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 ~ ses1@email.stvincent.edu 

 

 

 

April 30, 2010 

 

Family Eye Care 

ATTN:  Dr. Christopher Jenkins 

511 Main Street 

Anytown, PA  15650 

 

Dear Dr. Jenkins: 

 

I am a current college sophomore majoring in Biology and plan to apply to medical school the fall of my 

senior year.  I am exploring different areas of medicine and have become particularly interested in the 

field of optometry.  Would your practice be willing to bring in a student to shadow during the summer?  

If so, I would welcome and appreciate the opportunity as I learn more about optometry, the daily 

business of an eye care office and the various diagnoses that exist. 

 

Some of the relevant classes I have completed with an A average include General Biology I and II, 

Organic Chemistry I and their corresponding labs.  I have always been interested in eye care and am 

looking forward to learning more about optometry.   

 

My schedule is flexible and I would be willing to come into your eye care office multiple times 

throughout the summer as your schedule permits.   

 

I have attached a resume which includes all of my coursework completed to date and showcases more 

information about me.  Thank you for your consideration. 

 

Respectfully, 

 

Sarah Elizabeth Smith 
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     COVER LETTER EXAMPLE (FULL -TIME ) 

401 Riverview Lane 
Latrobe, PA 15650 
 
October 19, 2009 
 
Dr. Michael Mauch 
Assistant Director, Human Resources 
ST&M Bank 
221 Poplar Street 
Missoula, MT 59801 
 
Dear Dr. Mauch: 
 
I am writing to apply for the Financial Consultant position at ST&M Bank. I learned of the 
position through College Central Network at Saint Vincent College. As a senior at Saint Vincent 
College, I will be graduating in May with a Bachelor of Science degree in Finance.  I believe my 
educational background along with my interests and internship in finance and accounting at 
Kennametal is what will allow me to contribute to the success of ST&M Bank as a Financial 
Consultant. 
 
As a student at Saint Vincent College, I believe practical experience is crucial to reaching my 
career goals in the banking and finance industry.  My internship at Kennametal, as the Financial 
Analyst Intern, allowed me to gain that experience in a professional business environment.  At 
Kennametal, I had the opportunity to analyze monthly financial statements and I even created and 
implemented a database, allowing the organization to better organize company invoices and other 
financial data.  I served as an Assistant at the Small Business Development Center located on Saint 
Vincentõs college campus.  As the Assistant, I gained knowledge and experience in areas such as 
creating client business plans, analyzing financial statements and assisting clients with researching 
low interest loan programs available through small businesses.  
 
During the last two years of my academic career at Saint Vincent College, I was selected to serve 
as a Prefect. Here I led students and served as a role model by enforcing all college policies.  I 
collaborated daily with campus administrators, faculty and staff to promote social and educational 
events, diversity, and wellness throughout the campus community. I also worked to establish trust 
among the residents creating an overall positive and healthy environment.  Other leadership roles I 
have served, such as the Co-Captain of the Lacrosse Team and Treasurer of the Math Club, have 
given me the perfect skills to serve as the Accounting Associate. Through these I have gained 
excellent organizational, time management, interpersonal and teamwork skills.   
 
I believe I can make an immediate contribution given that your bank is launching efforts to convert 
to SAP.  I have attached my resume for your review. Thank you in advance for your time and 
efforts in this process. I will be in touch soon to follow-up. Until then, if you have any questions 
regarding my qualifications, please feel free to contact me at 724-555-1234 or via email at 
leo.w.hanson@gmail.com. 
 
Sincerely, 
 
Leo W. Hanson  

Leo W. 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.dinardo@email.stvincent.edu 

 

April 15, 2010 

 

Augustus Manufacturing 

ATTN:  Michael Dell 

12 Industry Way 

Greensburg, PA  15601 

 

Dear Mr. Dell: 

 

I am attaching my resume to be considered for the Accounting Office Intern opening that was advertised 

at Saint Vincent College through College Central.  I am in the process of completing my sophomore 

year as an accounting major.  The job description is a great match for my interests and I am looking 

forward to your consideration. 

 

My cumulative GPA is a 3.75/4.00 and I have completed coursework in Elementary Accounting I & II, 

Intermediate Accounting I & II, Principles of Microeconomics and Principles of Macroeconomics.  The 

job description online requires an accounting major who is proactive and willing to learn accounting 

principles and assist with general office duties.  I would welcome the opportunity to supplement my 

education and am eager to learn more about an accounting department within a small, manufacturing 

environment.  I am also qualified to help with general office procedures.  During the semesters I am a 

work study in the Career Center where I answer phones, take messages, file, complete documentation 

and perform data entry.   

 

I hope to be considered and look forward to interviewing at your earliest convenience.  I can be reached 

via email or my mobile phone, 724.555.2123. Thank you for your time. 

 

Sincerely, 

 

Luke DiNardo 
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COVER LETTER EXAMPLE (FULL -TIME ) 

300 Fraser Purchase Road 

Box # 135724 

Latrobe, PA 15650 

 

March 13, 2010 

 

Human Resources 

Cambria Hospital 

1230 Hanna Drive 

Johnstown, PA 15904 

 

To Whom It May Concern: 

 

I am writing to apply for the Coordinator of Community Initiatives position at Cambria Hospital. I 

learned of the position after speaking with Mr. Armstrong at the WANT job fair on Wednesday, 

February 26, 2010. I am a senior at Saint Vincent College with a double major in communication and 

marketing and plan to graduate in May 2010.  My education, along with my practical experiences is 

what will allow me to succeed as the Coordinator of Community Initiatives. 
 

As an intern at the American Red Cross this past summer, I had the chance to form and maintain 

relationships with community leaders as well as high school and college administrators.  I was 

responsible for creating the new marketing publications to educate high school and college students of 

the importance of participating in local blood drives.  I created a power point presentation depicting 

stories of individuals whose lives were saved by donors through the American Red Cross.  My primary 

focus was to help raise awareness and to increase participation among the teenage and young adult 

population. As part of my project, I also created posters, flyers and brochures that are currently being 

distributed to schools throughout Cambria and surrounding counties in Pennsylvania. Through this 

experience, I had the opportunity to enhance both my oral presentation and written communication 

skills. Externally, I collaborated with high school and college officials, healthcare organizations, and 

American Red Cross organizations, nationwide.  My goal-oriented drive is evident by my initiative to 

take on challenging, fast-paced, professional projects.  I was even asked to supervise three young 

volunteers at the organization, while enforcing Red Cross policies and procedures. 
 

I 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 its community, is what motivates me to become a part of your team.  As I 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 attached for your review.  I would like to meet with you in person to discuss my 

qualifications further.  If you have any questions, please feel free to reach me by phone at 724.555.2525 

or by email at janiejenkins@saintvincent.edu. Thank you for your time and consideration.  I look 

forward to speaking with you soon. 

 

Sincerely, 
 

Janie Jenkins 
 

Janie Jenkins 

 

mailto:janiejenkins@saintvincent.edu.%20Thank
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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:  

  

I recently read a description of the environmental scientist's position with your company listed on 

imaginemynewjob.com. I was excited to see that I 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 an internship with the Monastery Run 

Improvement Project, I have 2 years of knowledge concerning the physical, chemical, and biological 

analysis of water using instruments such as a pH meter, Secchi Disk, Ion Chromatograph, and HACH 

Testing Kits.  Also while analyzing the wetlands within the project, I learned several important wetland 

plants such as reeds, sedges, cattails, and horse nettle.  As a wetland guide, my duties included 

interacting with visitors of all ages.  During the summer of 2009, I researched, prepared, and presented a 

document concerning storm water management systems and legislation, specifically NPDES permitting 

and Phase I and II regulations. 

  

I believe I will excel in an environmental scientist's position because I enjoy field analysis and document 

preparation.  The position utilizes the best of my experiences in college and allows me to apply the skills 

I possess.  I find that both working in the field and seeing a project completed to be a rewarding 

experience.  As a student approaching graduation for a Bachelor of Science in Environmental Science 

from Saint Vincent College in Latrobe, Pennsylvania, I have found that receiving a Benedictine liberal 

arts education has taught me the value of hard work, strong ethics, and working in project teams that this 

job entails. 

  

Would it be possible to schedule an interview?  I am available at any mutually agreed time and can be 

reached at 724-555-0002.   

 

Thank you for your consideration. 

 

 

Sincerely, 

 

 

Alexander Watson  
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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 
Teenõs Institute and Clinic of Philadelphia 
15 Woodrow Avenue 
Philadelphia, PA 19019 
  
Dear Mr. Olewine: 
 
I would like to express my interest in the newly posted Addictions Specialist internship position at Life 
Way Behavioral Clinic.   I learned of the position through the Career Center at Saint Vincent College.  
The Internship Coordinator suggested I contact you directly to discuss my interests in the internship.  
As a junior Psychology student at Saint Vincent, I believe my education and knowledge gained through 
my previous experience at Western Psychiatric Institute and Clinic has provided me with the skills 
necessary for the Addictions Specialist internship position. 
 
This past semester, I served as the intern at Western Psychiatric in Pittsburgh, PA. Western Psychiatric 
is òcommitted to providing comprehensive addiction and dual diagnosis treatment, prevention, 
education, and research programs that are patient-oriented, research-based, and recovery-focused.ó  As 
an intern, I had the opportunity to assist counselors and social workers in group therapy sessions with 
addicts and their families. Seeing many work through personal issues while gaining a new sense of 
confidence and control, was an amazing opportunity.  This experience gave me a greater passion for the 
field and allowed me to use my degree and experience to positively impact the lives of many.  I would 
love the opportunity to do this at Life Way Behavioral Clinic.  
 
In addition to my education and practical experience, I am also very an active member of my college 
community serving in two leadership roles on campus. My role as the Vice-President of the Psychology 
Club and President of SADD have both given me the patience and passion to work with others in a 
challenging, fast-paced environment.  
 
I am extremely motivated in all that I do, both in and outside of the professional environment.  I would 
like the chance to prove my skills and knowledge as the Addictions Specialist Intern.  My resume is 
attached for your review. I welcome all questions and can be reached via email 
MarleighMondie@saintvincent.edu or by phone at 724-555-1212. Thank you for your time and 
consideration.  I look forward to speaking with you soon. 
 
Sincerely, 
 

      Marleigh Mondie 
 
Marleigh Mondie 
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COVER LETTER EXAMPLE ( INTERNSHIP ) 

 

 

 

 

 

James Wilkes 

Saint Vincent College Box 8975 

300 Fraser Purchase Road 

Latrobe, PA  15650 

 

Carnegie Museum of Art 

Attention:  Mrs. Genevieve OôHara 

4400 Forbes Avenue 

Pittsburgh, PA  15213 

 

March 1, 2010 

 

Dear Mrs. OôHara: 

 

I am submitting this letter of application and resume for the position of Summer Intern.  I learned of the 

opening after visiting your websiteôs employment page. 

 

I am a Saint Vincent College junior majoring in Art History seeking a summer opportunity where I can 

not only learn more about your world-renowned collections, but also the daily activities necessary to 

preserve and showcase these extensive exhibitions.   

 

Some of my coursework includes Art History I and II, American Art and Architecture and Renaissance 

Art and Architecture.  I believe my studies in these classes have further encouraged my interest in art 

and a future career in a museum.  I hope to further my education in Art History and pursue a career as an 

exhibit designer, educator or curator.  I have excellent communication skills which I further developed 

working part time at a mall retail store where I dealt with customers on a daily basis.  Additionally, I 

volunteer at the local library reading to children and participate in various clubs on campus. 

 

Attached is my resume and I look forward to being considered and can interview at your convenience.  I 

can be reached at 412-555-8888 or via email at jamie.wilkes@email.stvincent.edu. 

 

Sincerely, 

 

Jamie Wilkes 
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COVER LETTER EXAMPLE (FULL-TIME) 
 
 
 
 
 
 
300 Fraser Purchase Road 

P.0. Box 127 

Latrobe, PA 15650  

 

March 1, 2009 

 

Andrea Fulbright, Esq. 

Director of Pollution 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. Wayne Fontana, 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 I eventually plan to apply to a joint degree program in 

environmental law and masterôs degree in environmental science. Dr. Cynthia Walter informed me of your 

opening for an Assistant Director of Air and Quality Awareness.   I am aware of the fact that the position is grant 

funded for only one year, but that is an ideal situation for me as I 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 of reformulated gas in the summer months 

to abate hydrocarbon pollution. Also, I was involved in a project doing research on a litigation case against oil 

refiners despoiling Delaware Bay with their toxic effluent.  I was fortunate to take a host of courses dealing with 

the environment as electives including: environmental administration and environmental law. I took ecology and 

environmental disturbances as electives and I am currently taking general chemistry. As cited above my career 

plans include an eventual masterôs degree in environmental science in addition to a JD degree. This background 

will afford me the environmental expertise as a litigator in environmental advocacy court cases. 

 

I think that I could make an immediate contribution to the Sierra Club of Western Pennsylvania. I have a 

command of the entire core competencies cited in the job description. Furthermore, I am inclined to believe that 

my technical courses related to environmental issues also will be a plus. 

My interest in this position is also fueled 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.  I 

would certainly appreciate in helping you on this public health crusade and look forward to hearing from you. 

 

 

Sincerely, 

 

Rachel Carson, III         
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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 Space Vehicles   

NASA-Cleveland Branch 

300 Vairo Blvd 

Cleveland, OH, 23564  

Dear  Dr. Colosimo: 

I am interested in applying for the GS 3, scientific research summer internship position that was listed 

on the USA Jobs website.  

I have had a great deal of planetarium experience interning for the Buhl Planetarium in Pittsburgh during 

the summer of 2008. I did extensive mapping for Dr. Roger Paget in his research on identifying the 

cause of black holes. This entailed using theoretical constructs learned in my higher level math courses 

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

Last summer, I interned at Wallops Island Virginia for the Department of Defense calculating 

trajectories for experimental interceptor missiles as part of the defense initiative.  I was also able to 

assist researchers working on lasers and superconductivity in this internship. During this internship I 

also acquired government security clearances. 

 I am seeking to complement this defense department and planetarium experience with a research 

internship at NASA in order to acquire the background for a future career with Goddard Space Center as 

an aeronautical engineer.  I am in the 3-2 engineering program at Saint Vincent College and I have been 

accepted 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. 

 I will be in the Cleveland area during spring break in two weeks, and I hope to schedule an interview at 

a mutually convenient time. I will be in touch soon to follow-up. Thank you for your consideration.  

Sincerely,  

Werner Von Braun 
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Emailing versus Mailing a Cover Letter 
 
Computers have quickly become our primary means 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 ñsnail mailò, most employers are receiving correspondence through email.  With online postings 
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 question, ñDo I type my cover letter 
in the body of the email or do I attach a separate Word document with my cover letter?ò   
 
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 read your cover letter 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 communicating, and 

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 

necessary information to grab the readerôs attention (position to which you are applying, your education, 
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.  I 
have attached my resume for your consideration. 
 
I will graduate in May with my Bachelor of Science in Business with a focus in Finance.  My business classes were 
cutting edge and I feel well-versed in a variety of financial planning options including mutual funds, stocks as well as 
other savings tools.  I am trained in the most up-to-date financial software thanks to my summer internship with 
Jones Group Financial Services, Inc.  There I 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. 
 
I look forward to the opportunity to interview and hope to hear from you soon. 
 
Sincerely, 
 
Michael K. Jenkins 
(724) 555-1000 
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Resumes 

 

 Definition: A resume (resume or résumé) or curriculum vitae (CV) is derived from the 

French meaning, ñbrief history.ò A resume is a document containing a summary or listing 

of relevant job experiences and education, usually for the purpose of securing a new job. 

Often the resume is one of the first items a potential employer encounters regarding the 

job seeker.  A resume will not land you the job right away, but will serve as a tool to get you 

the interview. 

 The resume will be an employerôs first impression.  The employer will look at not only 

the content, but also the punctuation, grammar, format and other details that may not 

seem relevant to you.  This is why it is important to have an acceptable, one page resume.  

However, there may be special circumstances for Alumni or experienced professionals 

when a one page resume is not sufficient.  That is why it is crucial to have at least one 

professional review your resume. We recommend coming to the Career Center to have 

your resume reviewed by an expert. Other professionals could include Faculty or Advisors 

familiar with the resume writing process. Once you have revised the document, you are 

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

 
Á KEEP YOUR RESUME TO ONE PAGE. 
Á List items in each section in reverse chronological order (most recent to least recent). 
Á Resume font size and style should be consistent. (Size -11-12) (Style -Arial/ Times New Roman / 
 Garamond) 
Á No personal pronouns (I, me, my, mine). 
Á Use bolding and italicizing sparingly-DO NOT use underline. 
Á Use black square or circle bullets instead of dashes, asterisks, graphics or other ócutesyô symbols. 
Á Remove automatic underlining of web site and email entries. 
Á Use most recent address; email and mobile phone. 
Á Use permanent address when you will be moving home for the summer or after graduation. 
Á DO NOT use borders, graphics or shaded boxes and use only black ink. 
Á Use off-white or white 25lb resume paper when attending job fairs, networking functions and 
 interviews. 
Á Creative majors such as Graphic Design, Art, Art Education may deviate from these guidelines. 
 These should be approved by a Career Center professional to be sure they are appropriate for the 
 employer of interest. 

 
Resume Categories 

Objectives 
Á Objectives should only be used when you are applying for a position that may not be obvious to 
 employer based on your education, skills, experience or activities. 
Á An objective is appropriate for most of the humanities majors, but not typically required of a 
 business major.   
Á 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 recently discovered he is 
 interested in the field of environmental science.  This student will want to have an objective since 
 he will be applying to internships that may be in the field of environmental science which is not 
 directly related to a typical accounting job.). 
 
Student Contact Information 
Á Student information appears first on the resume and should include name, address, phone 
 and one email address. 
Á No more than three names should be listed (first, middle, last or first ónicknameô last). 
 
Education  
Á List name of most recent school, Saint Vincent College listed first with city and state. 
Á List degree exactly as it will appear on student diploma. 
Á GPA listed if 3.0 or above 
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Research  
Á This section may list your senior thesis.  Listing title of senior thesisð(i.e. Senior Thesis: ñAscorbic 
 Acid and Serum Cholesterol: A comprehensive review of the affects of mega doses of Vitamin C on 
 HDL and LDL cholesterol,ò is most appropriate when describing this experience. 
Á This section can also include additional classroom projects as well as research done independently, 
 outside of the classroom  

 
Coursework 
Á This section is especially for those seeking an internship or those who may have little 
 experience at graduation. 
Á Remember to list courses related to the position of interest. The relevant courses could vary based  
     upon the position of interest. 
Á Do not list more than 7-9 classes. 
Á If necessary create sub-categories to separate the different types of courses (you may have 2 or 3 
 sub-categories that demonstrate your areas of expertise or education). 
 
Experience 
Á Relevant work experience should be the section after education. 
Á All work experience (with no gaps) should be listed in reverse chronological order. 
Á List organization or job title first, depending on marketing appeal. 

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

 
Military Service 
Á Include military service from beginning to end date. If applicable site honorary discharge. 
Á This section should be organized similarly to relevant experience section. 
Á Discuss military experience in ólayman termsô, translating military jargon into civilian lingo. 
 
Additional Categories  
Additional categories may be used individually or combined into two sections. It is appropriate to 
combine if you do not have at least 2 examples in each category.  Additional categories may include, 
but are not limited to:
Á Leadership 
Á Honors or Awards 
Á Activities 
Á Volunteer 
Á Publications 
Á Project Experience 
Á Service Learning 
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RESUME DOs 
 
Á Present yourself accurately and positively. 
 
Á Include only enough information to 
 encourage an employer to find out 
 more. 
 
Á List your most recent (5-7 years) 
 positions or areas of expertise first and 
 work backwards.  Start with strengths. 
 
Á Include brief descriptions of the 
 companies where you worked:  (i.e. 
 size, sales, volume, products, etc). For 
 special purposes, do this in the actual 
 bullet section instead of creating a 
 company description section. 

 
Á Stress accomplishments and outcome 
 of projects and experiences. Include             
     Percentage and dollar amounts to      

           substantiate claims (quantify). 
 
Á Leave out data that might result in 
 discrimination (i.e. age, race, marital  
      status, political affiliation, religion, etc.). 

Omit your photograph. 
 
Á Always quantify when possible (i.e. 
 Supervised 12 children aged 4-16). 
 
Á Use specific populations (i.e. trained 4 
 teenagers). 

 
Á Use percentages or numbers (quantify) to 
 convey accomplishments (i.e. increased 
 sales by 24%, increased user time by 10%) 
 
Á START bullet phrases with strong     
     action or buzz words (see action verb list)  

 
 
 

 

 
RESUME DONôTs 
  
Á Donôt crowd margins or use excessively small 

font. 
 
Á Donôt overdo use of capitals, bold type or 

underline. 
 
Á Donôt over-design your resume. 
 
Á Donôt use a pre-formatted template resume. 
 
Á Donôt print on two sides of a paper. 
 
Á Keep resume to one page. 
 
Á Donôt lie or exaggerate. 
 
Á Keep bullets brief and concise.  No stories. 
 
Á Donôt use cutesy bullets (use only square or 

circle black bullets) 
 
Á Donôt include information that will be 

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

 
Á Donôt waste space discussing all aspects of the 
company and the companyôs clients.   

 
Á Donôt include references.  Reference requests 

should be made when there is actual hiring 
interest.  

 
Á Donôt use pronouns, abbreviations, 

conjunctions, jargon or buzzwords unless 
terms are widely known.  

 
Á Donôt use employers with questionable 

character 
 

Á Donôt have someone else write your resume. 
(You can ask for advice, but you know yourself 
best and will have to defend the content). 
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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 

     Demonstrated  

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  

Improved  

Improvised  

Increased  

Induced  

Influenced  

Initiated  

Innovated 

Inspired   

Instructed 

Integrated  

Interpreted  

Invented  

Launched  

Led  

Licensed 

Located  

Maintained  

Managed  

Manufactured 

Marketed  

Mastered  

Mediated  

Monitored  

Motivated 

Negotiated 

Nominated 

Obtained  

Officiated  
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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  

 

 

 

 

 

 

 

 

 

 

 

 

 

Secured  

Served  

Simplified  

Solved  

Stimulated 

Streamlined 

Structured 

Succeeded  

Supervised  

Supported 

Taught  

Trained  

Transferred  

Transformed  

Used  

Utilized  

Verified  

Wrote
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TECHNICAL LANGUAGE FOR RESUMES 
 
 

LANGUAGES 
ADO .NET 
ASP 
BASH 
JSP 
C 
C++ 
C# 
CGI 
COBOL 
CSH 
DCC (Specify) 
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 
Windows XP/Vista/Server 
 

 
 

 
 
 
SOFTWARE 
Apache 
Jigsaw 
Macromedia Dreamweaver 
Microsoft Excel (Year) 
Microsoft Front Page 
Microsoft IIS (Version) 
Microsoft Office (Year) 
Microsoft PowerPoint (Year) 
Microsoft SQL Server (Year) 
Microsoft Visual Studio .NET (Year) 
Microsoft Word (Year) 
Minitab 
SAS 
Strata 
UML (Rational Rose) 
Visio 
 
PACKAGES 
SAP 
PeopleSoft 
Oracle (Specific Product and Oracle Number) 
 
DATABASES 
Developer (Year) 
Microsoft Access (Year) 
 
NETWORKS 
Cisco IOS (Version) 
Cisco NX-OS (Version) 
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 
 

 
 
 
 
CHEMISTRY LABORATORY 
SDS Electrophoresis 
Spectrophotometer 
IR Spectroscopy 
Liquid/Gas Chromatography 
UV-VIS Spectrometer 
NHR Spectrometer 
Gas Chromatography 

        

 
BASIC SKILLS      RESEARCH LABORATORIES 
Making accurate drawings of organisms   Agarose gel Electrophoresis 

Preparation of simple solutions    Use of pH meter 

Sampling/preparation of samples    Distillation process 

Plant/animal dissection     Colony counting on agar plates 

        Cell counting on slides containing grids 

        Making a blood smear 

 
MISCELLANEOUS 
Microtome 

Cell and tissue 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 plating 

Growth of competent cells 
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SCANNABLE RESUME FACT SHEET 
 

(USE ONLY IF COMPANY REQUIRES SCANNABLE RESUMES) 
 

WHO SCANS RESUMES? 
 
Á High-tech companies are most likely to scan resumes. 
 

 
HOW DOES A SCANNER SEARCH? 
 
Á Scanners match applicants with openings by keyword searches. 

 
WHAT IS THE BEST FORMAT? 
 
Á Headings: One column with traditional headings (i.e. Education, Skills, Coursework) 
 
Á Font: Sans Serif (i.e. Courier, Arial, Times New Roman) 

 
Á Maximum Number of Characters Per Line:  65 (+/- depending on font size) 
 
Á Graphics:  NO!! 
 
Á Characters: Avoid bold, italics, underline and characters such as %, &, # 
 
Á Bullets:  Avoid bullets and use dashes  

 
Á Alignment:  Left align 
 
Á Paper:  Same as resume 
 
 
WHAT SHOULD BE INCLUDED IN THE CONTENT? 
 
Á      Always maximize use of óbuzzô words 

 
Á      Always use action verbs 

 
Á      Carefully review job descriptions to identify ókeywordsô to cite on your resume. 

 
SCANNABLE RESUME TIPS 
 
Á     Search each company web-page for scannable resume guidelines. 
 
Á     Call company/organization 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  

Á Assist Comp USA customers on a daily basis, solving computer-related issues with 
various types of systems 

Á Demonstrate and train on the significance of various computing issues to over 10 
Comp USA technical support employees 

Á Assist customers on merchandise selection and use of technical manuals 
Á Promoted from computing sales to technical support within 5 months 

 
   Computer Services , January, 2007-Present 
   Self Employed, Westmoreland County, PA & Cambria County, PA 

Á Perform on-site PC repair/troubleshooting  
Á Install and upgrade hardware and software  
Á Market and promote business through networks and local publications 

 
   Client Advocate, September, 2007ï December, 2007 
   Hearing & Deaf Services, Philadelphia School for the Blind, Philadelphia PA 

Á Scheduled client meetings and coordinated client communication 
Á Represented clientôs interest and point of view in the clientôs absence 
Á Developed a new óInterpreter Scheduling Systemô to replace clientôs outdated 

system  
 
Leadership:  Martial Arts 101 , Irwin, PA 
   Assistant Martial Arts Instructor , July, 2006-Present 

Á Instruct students aged 3-58 on beginner and moderate level karate techniques 
Á Teach the importance of confidence, self-esteem and overall health and wellness 

of the mind, body and spirit 
Á 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 College Deanôs List       

    Named to Whoôs Who Among American College Students 
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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 

 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 ð 08/2008 

 Established professional relationships with Presidents and Vice-Presidents of sales and      

      Marketing Managers  

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

 Maximize d personal performance eliminating inefficiencies by focusing on weekly and    

                  quarterly sales goals  

 

           Century Centre Cinemas , Chicago, IL  

           Ticket Attendant,  03/2005-08/2006 

 Collected ticket stubs from patrons  

 Assisted in  directing patrons to the appropriate movie location  

 Maintained environment by cleaning theatres, snack area and restrooms  
 

Honors/Activities  

Allegheny College Deanõs 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   (724) 555-9876  email@stvincent.edu 
 

Objective:   To obtain a juvenile probation officer position in a state or local government organization 
 
Education:  Saint Vincent College, Latrobe, PA 
   Bachelor of Science, May, 2011 
   Major: Sociology   Minor: Criminal Justice  
 
Related   Latrobe Police Department, Latrobe, PA         
Experience Intern, January, 2009-April, 2009  

Á Assisted Detective Tom E. Robertson in general police duties 

Á Patrolled with officers during daily shifts and recorded witness and suspect incidents 

Á Witnessed interrogations supervised by various Latrobe Police Officers 

Á Gained hands-on experience with police computer systems  

Á Maintained accountability and professional attitude in the department and community 

Á Assisted with Attorney Generalõs Drug Task Force Raid including fingerprinting, 
photographing and preparation of legal documents 

 
Adelphoi, U.S.A., Latrobe, PA 

   Intern, November, 2007-May, 2008 

Á Addressed drug, family and educational issues with young adults 12-18 years of age 

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

Á Assisted youth/families with rehabilitation to enhance positive contribution  

Á Used conflict-resolution with teens for communication between staff/teachers and students 

Á Focused on positive reinforcement and behavioral management for each individual student 

Á Instructed youth encouraging goal-setting, plan of action, and achievement of goals 

Á Tracked action of each student and updated progress reports as needed 
 
Additional  Glengary Golf Club, Latrobe, PA 
Experience Golf Caddie, April, 2006 ð Present/Seasonal 

Á Assist successful businessmen and women in corporate events on the golf course   

Á Earn money to defray the cost of college education 
 
   DeNunzioõs Chophouse, Latrobe, PA 
   Server, December, 2006 ð December, 2008   

Á Assisted owners allowing the business to operate more efficiently  

Á Collaborate with various types of customers to ensure satisfaction  
 
   Benbilt Building Systems, New Stanton, PA 
   Assembly Worker, April, 2005ðAugust, 2007 

Á Stained Therma-Tru door systems and stocked supplies 

Á Taught new employees the skills of staining and assembling pre-hung door systems  
 
 Leadership: Saint Vincent Varsity Baseball, Member, September, 2007-Present 

Á Served as member of first team in college history to win AMC Division  
 

Saint Vincent College Friendship Day, Volunteer, March, 2008 

Á Assisted mentally challenged individuals of all ages with activities 
 
Certifications: First Aid; CPR; Act 33/34 Clearances 
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Kylie Robbins 

400 Career Drive Pittsburgh, PA 15112   jobseeker@email.stvincent.edu     412-555-1212 

 
 

OBJECTIVE To obtain full-time employment in the pharmaceutical sales industry demonstrating proven  
   abilities to exceed quotas, market products, and advance company sales goals 
 
EDUCATION  Saint Vincent College, Latrobe, PA 
   Bachelor of Science, 05/2010 
   Major:  Marketing  
   Minor:  Management   GPA: 3.40 / 4.0 
 
   London School of Economics, London, UK 
   Study Abroad, 01/2009-05/2009 
   E-commerce Leadership Program 
 
RELATED  Global Marketing, Principles of Marketing, Corporate Communications, Internet Marketing 
COURSEWORK Advertising and Promotion, Ethical Issues in Psychology, Introduction to Public Relations and  
   Advertising, Public Presentation 
 
RELEVANT  Marketing Manager, 04/2008-01/2010 
EXPERIENCE  Pineapple Café, Latrobe, PA     

 Designed menus incorporating logos and graphics 

 Developed new marketing strategies for restaurant  

 Interviewed, hired, and trained 14 new employees  

 Provided elite service to the public collaborating with diverse groups of individuals 
 including restaurant administrators, servers, customers and other local organizations 

 
   Sales Representative Intern, 6/2008-8/2008 
   Westmoreland Advertising, Greensburg, PA 

 Sold business-business advertising by assisting organizations in gaining exposure and 
promoting restaurants  

 Organized table top advertising for various types of restaurants and lounges 
 
                                 Insurance Agent Assistant, 8/2006-4/2007 
                                 American Financial Concepts, Latrobe, PA    

 Sold life / health/ accidental insurance policies, annuities, and other investment vehicles 

 Scheduled appointments from a cold-call-lead list and referrals 

 Exceeded all sales expectations producing at least $1000 per week in commission 

 Obtained Series 6, 7 and 63 license 
  
HONORS             Saint Vincent College Alpha Lambda Delta, Member  
                               Saint Vincent College Advertising Club, Member 
                               Greater Latrobe Junior Olympics, Volunteer Junior Wrestling Coach 
   2005 Wrestling NCAA Division III , Presidentõs Athletic Conference Team Champions  
 
SKILLS  Technical:  MS Word, Excel, PowerPoint, PhStats  

   Foreign Language:  French-Proficient; Spanish-Moderate Level 
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Jaden Alexander 
12789 Apartment A~ Knobb Road ~ Finleyville, PA 15223 ~ 724-555-9003 ~ Email@gmail.com 

 
CAREER OBJECTIVE        

Seeking an entry-level position as a museum curator that will capitalize on my career related experience and education.         
 

EDUCATION                 
Saint Vincent College, Latrobe, PA 
               Bachelor of Arts, May, 2010 
               Major: History 
               Minor: Political Science 
               Overall GPA: 3.52        
 

RELATED  COURSEWORK        

Introduction to Public History, Practicum in Public History, Museum Studies, Introduction to Entrepreneurship, American 
Colonial History, Revolutionary America, American ²ƻƳŜƴΩǎ IƛǎǘƻǊȅΣ 5ƻŎǳƳŜƴǘŀǊȅ ±ƛŘŜƻΣ !ƳŜǊƛŎŀƴ DƻǾŜǊƴƳŜƴǘΣ tǳōƭƛŎ 
Policy Analysis, Labor Law, Business Law I & II 
 

RELATED EXPERIENCE      

Intern, May, 2008-August, 2007 
Finleyville Historical Society, Finleyville, PA 
Á Researched and analyzed old artifacts and assisted in writing historical government documents  
Á Assisted visitors with archives including searching and printing documents 
Á Gained direct experience with museum software used to locate and extract objects 

 

Intern, May, 2008-August, 2008 
Administrative Law Judge for Coal Mining Industry, Beckley, WV 
Á Met with various professionals such as United Mine Workers Officials, Department of Labor officials, and 

 coal company executives 
Á Reviewed OSHA violations in underground mine operations in various locations including PA,WV and VA 
Á Researched domestic black-lung cases and lawsuits attributed to various coal companies  

 

LEADERSHIP 
Prefect, August, 2007-Present 
Saint Vincent College, Latrobe, PA 
Á Designed and implemented residence hall programs using resources campus-wide 
Á Maintained floors of both first years and upper classmen, 30-40 students per floor 
Á Trained in diversity issues, academic development, conflict resolution  

 

Championship Intramural Soccer Team Captain/Member, September, 2006-May, 2008 
Saint Vincent College, Latrobe, PA 
Á Organized practices and communicated with college officials regarding practice locations and times 
Á Motivated approximately 18 male and female members building and encouraging relationships both on and off 

of the field 
 

ADDITIONAL EXPERIENCE 

Red Lobster, May, 2004-Present/Seasonal  
Hostess/ Greeter, Apollo, PA   

 Maintain excellent communication with patrons of all ages  

 Perform cash transactions, organized seating arrangements, and escorted customers to dining area 

 Assist waitresses in serving drinks and appetizers 
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Edmin Drake 
300 Fraser Purchase Road, Box Latrobe, PA 15650  (724) 555-1234  firstnicklast@collegename.edu 

     

OBJECTIVE  To obtain a position with the Federal Reserve in econometrics that would utilize my 

quantitative and economics background 

 

EDUCATION    Saint Vincent College, Latrobe, PA 

 

    Bachelor of Science, May, 2012 

    Major: Mathematics and Economics 

    Minor: Spanish 

    Overall GPA: 3.22   Major GPA:  3.61 

 

    Cozumel University, Cozumel Mexico 

    Study Abroad Program, February, 2010-July, 2010 

    

RELEVANT   Spanish for Business, Differential Equations, Calculus I-III, Statistics/  

COURSEWORK  Econometrics, Abstract Algebra I, Freshman Seminar 

 

RELATED   Small Business Development Center, Latrobe, PA 

EXPERIENCE  Research Intern, October, 2009-February, 2010 

Á Co-wrote and edited business plans for development center 

Á Attended international trade seminars on various topics  

Á Worked on an industry report for two local counties 

 

    First National Finance Corporation, Ligonier, PA 

    Bank Teller, June, 2009-August, 2009 

Á Processed financial transactions for over 40 customers daily 

Á Handled large sums of money in a customer service environment 

Á Served in two banking locations as well as the drive-up windows 

Á Served as the liaison between banking customers and First National 

administration 

 

LEADERSHIP   Saint Vincent College Opportunity/101, Latrobe, PA 

    Tutor, November, 2008-May, 2009 

Á Tutored first-year through senior-level students in algebra, calculus, and upper 

level math courses 

Á Tutored individuals and small groups in Microeconomics and Macroeconomics 

 

    Saint Vincent College, Latrobe PA 

    Womenôs Intramural Football Coach, September, 2009-November, 2009 

Á Organized weekly practices and games for team of 14 intramural athletes 

Á 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; McKenna  

    School of Business Lecture Series Volunteer 

HONORS   Saint Vincent College: Saint Vincent College Deanôs List; Whoôs Who Among College  

    Students; Alpha Phi Omega; Omicron Epsilon Delta 

LANGUAGE S  Spanish Proficiency; French Proficiency 
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Chantel Deveraux 

FirstnameLastname@email.svc.edu 814-555-6754 

300 Fraser Purchase Road Box  Latrobe, PA 15650 

 

OBJECTIVE:   To obtain a teaching position in an elementary school serving as a role model while using  

   my educational background and practical experiences to enhance student learning  

 

EDUCATION:   Saint Vincent College, Latrobe, PA 

    Bachelor of Arts, December, 2010 

    Major: Psychology Education    Certification: Elementary Education 

    Overall GPA:  3.01/4.00 

 

TEACHING   Baggaley Elementary School, Latrobe, PA 

EXPERIENCE:  Fifth Grade Student Teacher, August, 2010-October, 2010 

Á Created and taught units and lessons in reading, writing, math and health 

Á Served as a role model for over 20 children during in and out-of-classroom activities 

Á Tutored up to 9 fifth grade children in the after school learning center 

 

    Baggaley Elementary School, Latrobe, PA 

    First Grade Student Teacher, October, 2009-December, 2009 

Á Planned and taught lessons in all content areas 

Á Assisted teacher with PTA meetings, Parent-Teacher Conferences and Open House 

Á Organized óKids Konnectionô, an after school program integrating technology in the 
classroom 

 

    New Derry Elementary, New Derry, PA 

    First Grade Pre-Student Teacher, January, 2008-May, 2008 

Á Observed and taught lessons in first grade 

Á Monitored students during recess and other daily activities 

 

RELATED   YMCA Day Care Center, Ligonier PA 

EXPEREINCE:  Child Caretaker, June, 2006-August, 2006; May, 2007-Present 

Á Monitor up to 12 children aged 2-6 daily 

Á Create games and programs to entertain children 

Á Consult with parents discussing child behavior and daily events 

 

    Independent Caretaker, Westmoreland County, June, 2005-Present 

Á Assist where needed as caretaker for 3 families including transporting children to athletic 

events, cooking for families and performing light cleaning duties 

Á Supervise completion of all homework assignments  

Á Practice formal activities such as piano, dance and baseball with children aged 3-13 

Á Attend vacation with families to ensure safety of children  

 

ACTIVITIES :  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 

 

PORTFOLIO :  Available Upon Request 
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Gianna M. Vahn 
15789 B Jasmine Ave. Evanstown, IL 12454 

Mobile number: 555.5124.6785, Email: name@email.stvincent.edu 

 
EDUCATION:    

Saint Vincent College, Latrobe, PA 
  Bachelor of Science, December, 2009 
  Major: Accounting   Overall GPA: 3.26 

 Minor: Finance 
 
RELEVANT COURSEWORK:  

Financial Institutions, Investments I: Securities, Investments II: Derivatives, Corporate Finance, Calculus I, 
Elementary Accounting I-II, Statistics I-II, Introduction to Management Accounting Information Systems, 
Analysis of Financial Statements, Taxes I, Taxes II, Business Policy & Strategy, Cost Accounting I 
 
RELATED EXPERIENCE: 

Tax Intern, February 2009 ɀ May 2009  
Accounting Associates, Washington, PA 

Á Audited local client under supervision of CPA 
Á Assisted in preparation of clients Income Tax returns and Payroll Tax returns 
Á Assist in the processing of payroll taxes 

 

Tutor, October 2006-December 2008 
Opportunity/ Act 101, Saint Vincent College,  Latrobe, PA 

Á Teach concepts of Corporate Finance and Investments I & II to college juniors and seniors 
Á Assist students in preparation of homework assignments and exams 
Á Communicate with finance faculty to understand the appropriate techniques to be used  

 

Volunteer Income Tax Assistant, January 2008 ɀ April 2008 
Westmoreland Human Opportunity , Greensburg, PA 

Á Volunteered to help prepare Income Tax returns for low income and elderly clients 
Á Worked on a team to gain a better understanding of accounting and tax practices 

  
LEADERSHIP/ADDITIONAL EXPERIENCE: 

Member, September, 2007 ɀ Present 
Minority Student Coalition, Saint Vincent College,  Latrobe, PA 

Á Assisted with events sponsored by MSC fostering healthy multi-cultural relationships that     
         promote academic and lifelong success 
Á Encourage  diversity among students and the Saint Vincent College campus  community 

 

Restaurant Assistant, May2007ɀ March 2009 
Texas Roadhouse, Pittsburgh, PA  

Á Arrange the food layout for preparation 
Á Assisted servers and other personnel in tasks such as seating customers, delivering food and 

                            maintaining a safe and clean environment 
Á Collaborate with children and adult patrons ensuring a positive, welcoming atmosphere  

 
SKILLS:  

                    Proficient: Microsoft Word, Power Point, Excel 
                    Familiar: PHStat2, Microsoft Excel, MySQL, and SAP    

mailto:name@email.stvincent.edu
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Samuel J. Watts 
Firstnamelastname@email.stvincent.edu (724) 555-1211 

300 Fraser Purchase Road  Box   Latrobe, PA 15650 

_____________________________________________________________________________________________ 

 

OBJECTIVE   To obtain an internship in the medical industry using my skills and education in  

    biology, chemistry and my excellent oral and written communication skills 
 
EDUCATION   Saint Vincent College, Latrobe, PA 

    Bachelor of Science, May 2010 

    Major: Biology          Major GPA: 3.78 

    Minor: Chemistry  Overall GPA: 3.67 

 

SENIOR THESIS Iron Deposition Remediation: A study of aquatic plants and biological agents to  

    reduce ferric oxide in streams 

RELA TED  Biology: General Biology I & II, Biology Laboratory I & II, Cell Biology          

COURSES  Chemistry: General Chemistry I & II, Chemistry Laboratory I & II 

 

LEADERSHIP    Saint Vincent College Orientation, Latrobe, PA 

     Committee Member, May 2008-Present 

Á Plan events for the incoming first-year students including Karaoke Night and  

           Chateau Vincent 

Á Serve as a leader and guide students in the Residence Hall move-in process 

Á Answer general questions regarding Saint Vincent College and the overall 

transition from high school to college 

 

    Kennywood Park, Pittsburgh, PA 

    Ride Attendant, June 2005-August 2008, Seasonal 

Á Performed ride-inspections to ensure safety of operation for ride 

Á Served as the attendant for various rides throughout the park 

Á Corresponded with customers on a daily basis to maintain overall satisfaction 

Á Secured children and adults of all ages into each ride 

 

SKILLS    Laboratory: Quantitative Analysis, Instrumentation  

    Computer: MS Office, Windows  

    Foreign Language: Advanced Level Japanese 

 

HONORS/  Saint Vincent College: Alpha Lambda Delta Honor Society, Deanôs List  

ACTIVITIES   Center Valley High School: National Honor Society, S.A.D.D., Chemistry Club 

    Other: Methodist Church of Center Valley, Youth Group, Sunday School Teacher 

  

 

SHADOWING   Dr. Rebecca Marlin, PhD 

EXPERIENCE   Director of Research 

    R and R Pharmaceuticals, Wexford, PA 

    June 2007-August 2007 

 

    Dr.  Joseph Smiles, DC 

    Westmoreland Chiropractic Associates, Irwin, PA 

    August 2006-September 2006 
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Jacob Bantley  
firstlast@email.stvincent.edu    724-555-2345 

Saint Vincent College 300 Fraser Purchase Road  

Box  Latrobe, PA 15650 

 

EDUCATION  Saint Vincent College (SVC), Latrobe, PA 

   Bachelor of Science, May 2011  

   Major: Business Management  

   Overall GPA: 3.22 / 4.00  

 

ACADEMIC    Organizational Management, September 2010-December 2010 

PROJECT  Faith in Action (FIA),  Latrobe, PA 

Á Researched and developed financial policy for non-profit organization with a 

team of 4 students 

Á Performed research for development of volunteer program 

Á Recorded accounts payable in Excel  

Á Planned and organized various program events for FIA 

 

RELATED   Office Assistant/Student Worker, September 2009 ï Present     

EXPERIENCE      SVC Mailing & Duplicating Office , Latrobe, PA 

Á Collect and distribute mail for SVC faculty and staff 

Á Manage daily mailings and handle confidential information for Office of 

Admission and Saint Vincent Monastery 

 

   Unloader/Sorter, February 2008 ï August 2009 

   United Parcel Service (UPS), New Stanton, PA 

Á Unloaded and handled inbound packages  

Á Directed inbound packages to outbound docks within Hub 

Á Named UPS C.E.R.C. (Chaired Employee Retention Committee) 

Á Educated new employees to New Stanton Hub 

 

   Telephone Marketer, June 2006 ï August 2007 

   Reese Brothers Incorporated, Greensburg, PA 

Á Generated cold-call list for 3 members of telephone marketing team 

Á Contacted existing clients of various organizations to promote and sell 

additional services 

 

HONORS  SVC Leadership and Academic Scholarship, Recipient  

   SVC Deanôs List, Recipient (4 semesters) 

   SVC Ultimate Frisbee Club, Founder & President 

   Knights of Columbus, Member 

 

TECHNICAL  Microsoft Office Suite: Word, Power Point, Outlook, Excel, Access 

SKILLS     
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Adele Stevenson 
10260 Jefferson Avenue ~ Johnstown, PA  15901 ~ adelestevenson@myservice.net ~ (814) 555-2222 

 

Objective 

Driven Business Management major seeking a full-time position as a Human Resources professional where 

coursework in business 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 

Associateôs Degree in Business Management 

GPA:  3.0 
 

Relevant Coursework 

Human Resource Management, Elementary Accounting I&II, Organizational Behavior, Global Business 

Management, International Business, Organizational Theory, Operations Management, Supply Chain 

Management, Principles of Marketing, Business Ethics 
 

Employment History 

Part-Time Office Manager      June 1995-Present   

LCN Family Eye Care, Windber, PA 

 Create schedule for a staff of five including two receptions and three optometric assistants 

 Interview and hire staff as needed 

 Handle all insurance related documentation including filing claims and interacting with representatives 

regarding patientsô eye care benefits 

 Complete bookkeeping including all billing and payroll 
 

Clerical Support       June 1993-May 1995 

A&M Steel, Johnstown, PA 

 Answered phones, completed and submitted orders and provided general office duties for the Vice 

President of Production 

 Maintained an excellent rapport with vendors and other manufacturing facility personnel  

 Took detailed minutes during major meetings and conferences  
 

Greenhouse Assistant       May 1993-May 1995 (Seasonal) 

Hanniganôs Nursery, Johnstown, PA 

 Provided customer service and handled monetary transactions 

 Educated shoppers on the various shrubbery and trees  
 

Skills and Abilities 

 Proficient in Microsoft Office Products including Word, Excel and PowerPoint 

 Display superb organizational skills and accuracy with accounting and bookkeeping procedures 

 Demonstrate excellent intrapersonal skills 

mailto:adelestevenson@myservice.net
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References 

 An important component of your job hunt is being able to provide understanding 

references.  While that may seem obvious, some students neglect to follow the steps 

necessary to obtain appropriate references.  When asked for references, they may reel off the 

names of professors or former employers without considering the importance of what they 

are being asked to provide.  Often times you may be one of two or three top candidates.  An 

employer may use a reference as the last step before the final hiring decision is made.
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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 recommendation. 
Identify people who are enthusiastic and easy to talk to since most reference checking is done by 
phone. 
 
 
PROVIDE YOUR REFERENCES WITH ADEQUATE INFORMATION  
Whenever possible, give your references a description of the job for which you are applying.  If a 
complete job description is not available, tell your references the kind of positions for which you are 
applying.  If asking for a written reference, give the person adequate time to prepare a letter. You may 
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 intend it as a perpetual request.  
Periodically, remind your references that someone may be calling.  This is especially true when using 
former professors or those that you will have minimal contact with after graduation. Remember to 
write a thank-you to your references as a courtesy.   
 
 
TAILOR YOUR REFERENCES TO THE POSITION 
Develop separate lists of references for each type of position you are seeking.  A psychology professor 
may be best in one instance and accounting professor in another.  Your reference lists should not be 
static. 
 
 
MAKE SURE TO USE PROFESSIONAL REFERENCES 
References should be supervisors or faculty members who know you in a professional context. (Some 
companies, especially government organizations, will ask you for personal references, in addition to 
your professional ones).  
 
REFERENCE CONTACT INFORMATION 
When listing a reference, be sure you obtain the most up-to-date contact information. For example be 
sure to ask your references which telephone number and email they will be using during the time of 
your job search. Some may even be willing to provide a home phone number in addition to a 
business email or phone. Many contacts may not use the same contact information throughout the 
year. Be sure to keep this up-to-date as you continue to apply for internships and full-time jobs.  
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REFERENCES FOR ANNA JOHNSON 
 

 
 

Dr. Marilyn Book 
Associate Professor of Marketing 
Saint Vincent College 
300 Fraser Purchase Road 
Latrobe, PA 15650 
724.555-1212 
MarilynBook@stvincent.edu 
 
 
Ms. Anita Harington 
Advisor of Communication Club 
Seton Hill University 
500 Station Road 
Greensburg, PA 15601 
724.555-2070 
communicationclub@setonhill.edu 
 
 
Mr. Joseph Thomas 
Director of Public Relations 
Tribune Review 
100 Tribune Avenue 
Latrobe, PA 15650 
724.555-1222 
joetom@TR.org 
 
 
Mr. Roberta Dennison 
President, CEO 
Pennsylvania Financial Concepts 
Route 30 East  
Latrobe, PA 15650 
724-555-1234 
robertad@PAfinancialconcepts.com 
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Reference w/Applicant Relationship Information  
 
JOHN W. WRIGHT  
REFERENCES  

 
Dr. Marilyn Book  

Associate Professor of Marketing 
Saint Vincent College 

300 Fraser Purchase Road 
Latrobe, PA 15650 

724.555-1212 
MarilynBook@stvincent.edu 

 
Dr. Book has served as my Academic Advisor for three years at Saint Vincent College.  He has also served as my mentor 

throughout my business and advertising experiences. Dr. Book has served as a faculty member of Saint Vincent College for 
over 20 years. 

 

Ms. Anita Harington  
Advisor of Communication Club 

Seton Hill University 
500 Station Road 

Greensburg, PA 15601 
724.555-2070 

communicationclub@setonhill.edu 
 

Using her knowledge from her position at Seton Hill, Ms. Harington is in the process of  
establishing and implementing the Communication Club at Saint Vincent. As the President of the club I have had the chance 

to work with Ms. Harington. 

 
Mr. Joseph Thomas 

Director of Public Relations 
Tribune Review 

100 Tribune Avenue 
Latrobe, PA 15650 

724.555-1222 
joetom@TR.org 

 
Mr. Thomas served as my direct supervisor during my internship with the Ligonier Bulletin as the Coordinator of Public 
Relations. He served as the Coordinator at the LB for over 14 years. Recently, Mr. Thomas has been 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 
724-555-1234 

robertad@PAfinancialconcepts.com 
 

At PA Financial Concepts I had the opportunity to shadow Mr. Denison. He helped me to understand every aspect of 
advertising and how it relates to the world of technology. He remains an excellent guide and mentor 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 

 

 
 

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

 
Á Do your research.  Know as much as possible about the organization before you call.  Do online research, ask friends, 

family, faculty or Career Center staff for information.   
 
Á If possible, have a contact name within the organization for whom you can ask.  Donôt have a name?  Then explain to 

the individual answering the phone the purpose of your call and ask who would be the best person to whom you should 
speak. 

 
Á Be courteous, enthusiastic and appreciative.  Keep your responses short and to the point.  Be friendly, yet professional.  
Be kind and upbeat not only with the person youôre trying to reach but also with secretaries/receptionists/staff. These 
individuals maintain control of access to management.  If one of these individuals becomes your ally, you have a better 
chance of speaking to a manager or hiring personnel.   

 
Á Be prepared!  Practice your introduction and have questions prepared. 
 
Á Avoid background noise and disruptions.  Plan your call ahead and be sure you are in a quiet room.  If you get another 

call, do not answer it.  Give the person you just called your total attention. 
 
Á Take notes.  Be sure to get the proper spelling of their name and their contact information (i.e. phone number, email 

address, mailing address). 
 
Á Follow up.  Send materials they may have asked for (i.e. resume).   SEND A THANK YOU NOTE and let them know 

you appreciate the time they took to educate you on their organization or job/internship opportunities. 
 
Á If you called and the person was unavailable, leave a message briefly stating who you are and your purpose for calling.  

Be sure you have a PROFESSIONAL sounding voicemail message.  Answer the phone enthusiastically and politely as 
any incoming call could be the one for which you are waiting. 

 
Á If they donôt call back, call once more asking the secretary or receptionist what may be a better time to reach the 

individual and try again.  Or, ask if 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 researching 
other organizations that may be of interest to you.  Perhaps call upon the company again in the future if they are a top 
choice or try another method such as email or sending a letter. 

 
Á Please remember that cold calling can go either way.  You may reach someone willing to take the time to help you and 

discuss possible opportunities or you may experience someone less helpful whoôs quick to end the call.  Be patient and 
polite no matter what type of call you experience.   

 
Sample Phone Introduction: 
Receptionist:  ñHello, ABC Engineering Incorporated.  How may I direct your call?ò 
Student:  ñGood morning.  My name is David Jones and Iôm a junior math major at Saint Vincent College.  Iôd like to speak to a hiring 
manager if possible about summer internship availability.  Could I be connected to the appropriate person please?ò 
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Interviews 

  An interview is used to assess your suitability for the position of interest. There are several 

types of interviews and each company may elect to use more than one style of interviewing. 

Interviewing styles vary from employer to employer and interviewer to interviewer. To better 

prepare for an interview, students are encouraged to become familiar with the different types 

of interviews that may be encountered. Just like a resume is used to get you an interview. The 

INTERVIEW is what will get you the job! Be sure to follow the proper interviewing guidelines 

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

How do I prepare for my interview? 
 
V Self-assess!  Take time to critically think about your education, experiences and skills and how it 

relates to the career you are seeking.   
 
V Do your research.  Know where the company is, what the company does, its culture and details 

about the job description.  Thoroughly read the companyôs website and any recent articles 
published.   

 
V Arrive early, dress to impress and have your materials well-organized and error free.  Arriving 

approximately 15 minutes early is the standard.  Be sure you are DRESSED PROFESSIONALLY 
(no exceptions!)  You should be prepared with multiple copies of your resume, reference page, 
transcripts, work samples and any other materials you believe will help showcase your abilities. 

 
What else should I be aware of during my interview? 

 
V Be enthusiastic and smile.  Remember your manners and always greet and leave with a firm 

handshake.  A positive, upbeat attitude makes you likable!  
 

V Remember to provide examples when answering questions and donôt hesitate to ask the 
interviewer for clarification or to repeat a question if you are unsure.  Be prepared with your 
OWN questions to ask. 

 
V Be aware of non-verbal cues. Remember to use the SOLER approach: 

 
S-- Face Interviewer Squarely;  

            O-- Maintain Open stance 
L-- Lean forward slightly 
E-- Maintain good Eye contact 
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 want 

to ask in a 2nd interview or upon a formal offer. 
 
V Havenôt heard back?  Wait 1-2 weeks before calling to follow-up.  When you do, re-introduce 

yourself and the date you interviewed, reiterate your interest in the position and ask the status of 
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 interview 
has been around for many years and the examples of the most common interview questions follow in 
this guide. You should always be prepared to answer some traditional interview questions.  Many 
times employers will combine another type of interview with typical traditional interview questions. 

BEHAVIORAL INTERVIEW 

Behavioral interviewing asserts that "the most accurate predictor of future performance is past 
performance in a similar situation." In a behavioral interview you will have to demonstrate your 
knowledge, skills, and abilities, collectively known as competencies, by giving specific examples from 
your past experiences.  Many examples are acceptable and could include previous internships or other 
relevant work experiences, course projects, accomplishments, difficult situations, and leadership roles 
held in on or off-campus organizations. Answering behavioral questions require that you give relevant 
examples to ñproveò you have that skill or strength.  The S.T.A.R. technique is an excellent way to 
answer such questions.  When providing an example from a past experience, include the following 
and your answer will be both complete and concise: 

  

 Situation-  what was the situation? 

 Task-   what task were you doing? 

 Action-  what action did you take? 

 Result-  what was the result (choose only positive experiences) 

While many candidates are intimidated by this method, a behavioral interview gives you the 
opportunity to demonstrate to a prospective employer why you are well-suited for the job. Sample 
behavioral questions can be found in this guide. 

CASE INTERVIEW 

This interview is most commonly used among consulting firms.  During a case interview, a student 
will be given a scenario, asked to identify the problem, and then solve the problem identified.  This 
type of interview is not as common, but can be very difficult. Often the employer will be looking at 
óthe processô of HOW you went about solving the problem, not necessarily the answer to the 
problem.  The focus is primarily on analytical skills, but other skills are reviewed such as attention to 
detail, how you handle pressure, and time management skills.      

TELEPHONE INTERVIEW 

Typically telephone interviews are used to assess whether or not the student should be considered for 
an on-site interview.  Many times employers will use the telephone interview as the first interview.  It 
is especially common for those employers who are not located in the local area. Be sure you are 
prepared for the phone call. Have your resume and transcript readily available.  You will also want to 
prepare talking points, but DO NOT read the answers to the employers.   
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       GROUP INTERVIEW 

Group interviews may take place in order to determine how a student interacts with various groups of 
individuals. It could involve several people taking turns asking questions or presenting scenarios for 
the students to solve. During group interviews there may be more than one interviewer.  If this 
happens be sure you respond to ALL interviewers even if only one is asking the questions.  Maintain 
eye contact with ALL interviewers.  

Group interviews could also include several candidates at once.  Be sure to be honest and truthful in 
your answers and try to focus on your experience, not worrying about how other candidates answered 
the questions. The interviewer/s will be focusing on one answer at a time so be sure to remain calm 
and demonstrate all that you can about why YOU are the most qualified person for the position. 

 

STRESS INTERVIEW 

Stress interviews are very uncommon.  They are sometimes used by financial service employers, 
advertising agencies and government agencies that perform clandestine operations.  The purpose of 
these interviews is to see how you react to a stressful situation.  You may be asked difficult questions 
in a pressuring manner or be given a complicated project to work through in a tense atmosphere.  
One example that has been used is ñWhat is charisma and do you have it?ò 

 
ILLEGAL INTERVIEW QUESTIONS 
 
You may find that an employer asks a question you do not feel comfortable answering.  Many of 
these questions might be illegal.  Illegal questions may include but are not limited to topics regarding: 
 
Á Age  
Á Gender 
Á Personal Information  
Á Disabilities  
Á Marital/Family Status  
Á National Origin  

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

1. You can answer the question.  
2. You can ask the intent of the question (i.e. ñHow is this relevant to this position? ñ). Then answer 
 the question in the best way possible.                               
3. You can refuse to answer the question, however, keep in mind that this may harm your chances of 
 getting the job.  

If you believe you have been asked an improper or illegal question, DO NOT accuse the interviewer 
to his/her face, but instead bring your concern to the Saint Vincent Career Center.  We will be sure 
to address the issue without doing harm to your job or internship search.  



56 

 

 

THE 30-SECOND COMMERCIAL (ELEVATOR PITCH)  
 
The 30-second commercial is one of the most important aspects of the job / internship search. 
Always tailor each ópitchô to the unique needs of each employer.  It can be used: 
 

1. During job fairs and networking events when introducing yourself to an employer 
2. During an interview o answer the question ñTell me about yourself?ò 
3. During other social, academic, or professional gatherings  

 
Structure:  
A brief commercial describing the benefits of buying a particular product or service ï YOU 
 
Purpose:   
Enables the 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 commercial  
 
Use: 
Á In a cover letter ï to highlight your background and key abilities 
Á During an interview ï in answering the question ï ñTell me about yourselfò 
Á During professional, social, and organizational meetings ï when you must introduce yourself 
      (i.e., job fairs, networking events, informational interviews, presentations) 
 
Contains Personal Attributes: 
Á Details the job title or the type of position you are seeking 
Á Sells your professional abilities and experiences 
Á Emphasizes your individual strengths and links them to the perceived needs of the employer 
Á Uses descriptive statements of your acquired skills and abilities 
 
Samples of Sentences: 
Á I am an experienced ________ with extensive knowledge of __________ 
Á My technical skills includeé. 
Á My strongest skills areé. 
Á I have ____years of experience in ________ 
 
General Structure: 
Á Opening Statement ï Your name, what you are CURRENTLY doing (describe job or education), 
 and what you know about the company / how you fit in 
Á Next Statement ïDiscuss 2-3 skill sets that you have and how they relate to the position/employer 
Á Closing Statement-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-SECOND COMMERCIAL --EXAMPLE 1  
   
My name is Janine James.  I am a current senior at Saint Vincent College majoring in Psychology. I will be 
graduating in May 2008.  As you can see on my resume I have had much experience working with children and 
teen-aged populations.  I would like to work for the Childrenôs ABC Company and use the education and skills I 
have gained during my internship and classroom experiences.   
 
I am here today to discuss the full-time Counselor I position at Childrenôs ABC.  I learned from your website that 
you specialize in emotional and behavioral issues.  I have been interested in this type of work since my internship 
last summer at Pressley Ridge.  At Pressley Ridge, I had the opportunity to work with children serving as a role 
model, assisting with behavioral modification.  I also served as the facilitator for both group and family 
interventions.  I am hoping this experience along with my Psychology background will allow me to succeed at 
ABC in the Counselor I position.   
 
Could you tell me a little more about the Counselor I position and what you are looking for in an ideal 
candidate?   
 
 
30-SECOND COMMERCIAL --EXAMPLE 2 
 
My name is Richard Riches.  I am currently working part-time and have 2 years experience as a Marketing 
Assistant with 123 Company, a small organization specializing in advertising and PR.  I am also a student at 
Saint Vincent working on a Bachelor of Science degree in Marketing, and will be graduating in December. 
 
I have developed my communication and business skills through direct interaction with clients, through both small 
and large local businesses.  I have also worked on several projects for 123 that have allowed me to gain excellent 
analytical, research, communication and organizational skills. Iôm currently looking for opportunities that involve 
a high level of client interaction with a nationally known marketing firm such as Johnson Marketing.  I noticed 
on your website that your organization is hiring a Marketing Associate in various locations throughout the US.  
Because of my experience and educational background, Iôm very interested in these types of opportunities and am 
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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Most Common óTraditionalô Interview Questions 

1. Tell me about yourself.  

2. What are your strengths?   Weaknesses? 

3. Why are you interested in working for us? 

4. Why should we hire you? 

5. Where do you want to be 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 entry-level employee? 

14. What criteria are you using to evaluate 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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Most Common óBehavioralô Interview Questions 

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 learned from it? 

5. How have you demonstrated your ability to contribute to a team effort? 

6. Give me an example of how you have performed successfully under stress? 

7. Tell me about a difficult co-worker 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 disappointment 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 current job? (may or may not apply) 

14. What did you enjoy most about Saint Vincent?  What would you change about your experience? 

15. Have you managed people in any of your previous positions? 

16. If you were the boss, how would you motivate your employees? 

17. When working in a team, how do you get others to follow your ideas? 

18. If 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 allows 

a student to gain information from an authority with experience in the field of study. An 

informational interview allows you to gain insight into the field, clarify career goals, learn 

more about skills and qualifications needed, and practice interviewing.  Ask for advice; DO 

NOT ask for a job. 

 When requesting an informational interview it is important to indicate the reason for the 

interview and the topics that you hope to discuss.  If you are able to obtain an informational 

interview, you should remain professional at all times prior to, during and after the interview. 

Whether or not you are familiar with the person you are speaking to, you will want to use 

appropriate dress, appropriate language and conversation, and treat the professional with 

respect at all times.  Remember to follow-up by writing a thank-you letter to show your 

appreciation to each person you have met.  Both hand-written letters and 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 
Greensburg, PA 15601 
 
Dear Mr. Steiner: 
 
Dennis Gilbert, Associate Director of the Career Center at Saint Vincent College suggested contacting you in 
regard to my interest in the graphic design field.  He mentioned your recent graduation from Saint Vincent 
College and your collegiality in assisting current students with internship and full-time graphic design 
positions. He indicated that you would be an excellent source of information for career advice, as I intend to 
begin searching for a position within the next few months. 
 
I am interested in a graphic design position with a firm specializing in higher education, non-profit and travel 
and tourism.  As a current graphic design major at Saint Vincent College, I have had many relevant courses in 
the field. 
 
I have recently learned that J & M Interactive is one of the leading experts in this growing field.  I was hoping 
since you were in the area, we could discuss any opportunities with J & M for the summer or you could assist 
me in learning more about the graphic design industry.  I may be contacted at (724) 555-6660 or at 
TimothyJohnson@SVC.net.  I am looking forward to hearing from you soon. 
 
 
Sincerely yours, 
 
 
Timothy Johnson 

 
 
 

 

 

 

 



62 

 

 

 

 

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 knowledgeable, highly motivated, and 
enthusiastic sales force, marketing information processing equipment, with sales representatives acquiring a 
focused expertise.  With this marked reputation, I am seeking your advice on how to prepare for a career 
within the field of sales.   

 

My background encompasses a combination of sales and clerical work, primarily acquired while working 
throughout my college career. However, within the coming months, I hope to enhance my sales experience 
through interning with a firm such as Barkley Enterprises. My familiarity with word processing equipment, my 
previous sales experience, and my education in the field of communication have well prepared me for the 
information-processing field. I want to begin my career in sales and eventually move into a management level 
position. 

 

As I begin my search, I am attempting to gather information and advice before applying for internships. I 
would like to meet with you to discuss my potential plans and perhaps gain suggestions on how I can 
appropriately market my skills. I may be contacted at 555-555-1234 or at jsutters@yahoo.com.  I 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. How important is my primary major when being considered for a job in the ______ industry? 
 

 

2. What are some non-major courses that you would suggest that would be appropriate for this position? 
 

 

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

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

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

 

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

 

 
7. What is the worst mistake 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 I be doing if I have no professional experience? And no experience related to my field? 

 
ó 

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

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

 
 

13. What do you look for in a person before forwarding their resume to a specific department?  
 

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

 
 

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 informational interview, a thank you 

letter should be sent to the employer.  It is necessary to remind them of your interest in the 

position as well as simply thanking them for taking the time to discuss the company and 

position.  The letter will also remind them of your meeting place and date and possibly put 

your resume at the ótop of the pile.ô It does not guarantee the position, but will definitely earn 

you a few óbonus points.ô   

 Regardless of the outcome, follow-up letters are important. They will set you apart from 

other job seekers and leave a great, lasting impression for consideration for future positions 

within the company. 

 

 

            




