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Objectives

Seminar 1-Planning Your Job Search

1. Learn about the different forms of communicatiord how they impact a candidate’s
chance of landing a desired employment position.

2. Understand general job market trends and hosettrends impact the job search process.

3. Learn about the power of networking and howftectively build a professional network
in order to enhance the job search process.

4, Learn how to develop and effectively use both\Work Journal and the Application
Template.
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Notes
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Finding a Job is ALL About

Communication!

Communication Skills

According to a 2004 Employer Survegnducted by the National Association of Colleged
Employers (NACE), the top skills missing in newlegk graduates wesmmmunication skills
followed by work ethic, maturity, and business eéitie. Good communication skills are critical
keys to professional success. However, beforadrio leverage communication skills, it is
important to understand exactly how communicatiatsswork in the business environment and
specifically in the job search process.

Landing the job of your dreams is more about compation skills than job specific skills and
knowledge. Today, hundreds of individuals applyrfst employment opportunities. Only
individuals with the job specific skills are trutandidates for consideration. The individuals
chosen for an interview from their resumes, coetiets, and applications are those individuals
who best communicate that they possess the dkiltsyledge, and personal qualities needed to
perform the functions of the position. The writegoplication process must demonstrate
(communicate to the reader that the candidate is a close nfatci specific opportunity. In
addition, the application packet is viewed by réens as an example of a candidate’s work
product. Anything less than a superior applicapacket would suggestgmmunicat@ to the
recruiter that the candidate is someone who isntetested in quality output and would,
therefore, be inclined to produce in a mediocraitas

The interview is the candidates’ opportunity to coamicate their specific knowledge,
flexibility, attitude, initiative, etc. It is imptant to realize that all candidates who have been
asked to come for an interview will possess theesgary skills to perform the job. The
employer is using the interview process to deteemvho will be the best fit for the team. You
will need good oral communication skills to succeethis important process.

Do not be foolish enough to believe that you ordgahto be concerned about what you
communicate in your written application packet dndng the oral interview. You life’'s

activities and behaviors could also be communigapersonal characteristics, ethics, and values
that you might prefer left unsaid. When you aigdseto begin seeking that professional position
you cannot say,

“Oh gosh, I'm now in the job search mode for myns#ion into the
professional arena. Please don’t look at my pastiolny as an indication of
my future promise. | plan to do everything corlgftom now on.”

Over the span of your life you will build a reputet based on your collective behaviors. Be
sure your behaviors always speak favorably of you.
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Communication Exercise

There are three types of communication with whigt ghould be concerned when seeking
employment (written, oral, and behavioral/indirecmmunication). In the space provided
below, list examples of each communication typegctvicould impact your candidacy for
employment.

1. Written Communication
2. Oral Communication
3. Behavioral/Indirect Communication
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Examples of written communication that could inflae your potential for employment

1.

Cover Letter—The cover letter provides an opportunity for theétev to expand on
information in the resume or to explain away sonmgtthat might appear as a “negative
flag” and barrier to employment. However, jusiraportant and often not realized by
the applicant is the fact that the cover lettevvadl the recruiter to assess the candidate’s
written communication skills.

Resume—The resume is another example of how well theieppt is able to organize
written information in a clear and persuasive farma

Application—The application will communicate to a recruitee tjuality of the work
product that can be expected from you. If yourdiappon is thorough, neat, and
complete the recruiter would expect that qualityrémsition to work performance on the
job.

Thank You Note—The thank you note speaks to your understandimpgayer etiquette.
In addition, it will reinforce for the potential gfoyer that you are serious about the
opportunity to work for the company.

Writing Assignment at Interview—Writing assignments at the time of an interview are
becoming more common when applying for professiopglortunities. A written
assignment given in a controlled environment ersstirat the candidate is the true
author. This provides a truly fair assessmentosv wvell the individual writes and how
well he/she responds in a pressure situation.

Examples of oral communication that could influegoar potential for employment:

1.

Small Talk at Networking Activities—Individuals need to develop their ability to
engage in small talk. Small talk is a key compadmemuilding your network when
participating at events. Do not focus on youraali dominate the conversation.
Identify questions that engage others so that youstiow an interest in them.

Informational Interview— During an information interview you have the oppoity to
impress the business professional with your orgahapproach and thoughtful questions.
On the other hand, you could leave the professitmiagking, “That was a waste of my
time and | know | would never want that person gnteam.”

Telephone Conversations to Establish an Interview~When receiving a telephone call
to establish a date and time for an interview, goaalready being evaluated by the
caller. If you are unclear, indecisive, and faishow enthusiasm you risk creating a
negative impression.

Telephone Interview—A telephone interview exclusively involves oral aormication.
There are no indirect or visual clues to commuiocadiuring a telephone interview.
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5. Interview in Person—An interview in person relies most heavily on arzalmmunication
although indirect communication also plays an inguatrrole since there are many visual
clues that are detected during a face-to-face mgéte., eye contact, posture, etc.).

Indirect/Behavioral communication that could infhee your potential for employment:

1. Interview Preparation—A candidate’s level of preparation for an intewie
speaks to the individual's level of motivation dndiative.

2. Handshake—A strong handshake suggests confidence while & Wwaadshake
suggests timidness and lack of self-confidence.

3. Appearance—Your clothing, hair, nails, shoes, etc. can asgstin
communicating that you are all about business,yacknow what it takes to fit
in.

4. Eye Contact—Making eye contact with individuals who are intewing you is

essential and suggests confidence and honestyidiAgeye contact will suggest
you are hiding something and/or lack confidence.

5. Responsiveness+H-you receive a message from a company to whieh yo
applied, it is important that you act responsiveBall them back immediately.
This is common sense and common courtesy. If ywe lalready accepted a
position, simply express your gratitude for theinsideration and explain that
you are no longer available.

6. Facial Expression—Facial expressions can indicate if you are boeadited,
tired, etc. Be sure your facial expressions shotliesiasm for the opportunity
for which you are interviewing.

7. Body Posture—Body posture is another behavior that can indicatdidence or
a lack of confidence.

8. Employment Patterns—If your employment history indicates you are a job
hopper, a potential employer might decide not terinew you even though you
have the qualifications. Since past relevant belmas the best indicator of future
behavior, your employment pattern communicatesybatwill probably not stay
long if hired.

9. Transcripts—Your transcripts not only communicate about youeliectual
accomplishments but also about your persistence/@amdability to manage time.
Some students regularly drop some classes mossgansie This pattern would
indicate that these students are unable to appitepriassess what they can
successfully undertake or have consistently préici@sd using poor time
management skills and then found their best rauteetdropping classes.
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Job Market Trends and Their Impact
On the Job Search Process

Job Market Cycles

The job market follows the economic cycle. Thisde to periods where there is virtually no
unemployment followed by times when talented, ethd;aand experienced individuals find
themselves struggling to locate appropriate empkaym

Young people who grow up and begin their work higia a bull (strong) economy often
develop a false sense about the realities of thenarket. This places them at a disadvantage
when trying to function during periods when layadfsd unemployment are high.

It is important to remember that an applicant’séyetr toward a potential employer during a
bull market may strongly influence employment opsi@uring a down-turned economy, when
finding a job can become a difficult task. A catate’s poor behavior can place them on an
“ineligible list,” that excludes them from futuremsideration for hiring. Recruiters from
different companies are connected through profaas@ssociations. They talk among
themselves and frequently change jobs moving betwie departments of different businesses;
therefore, a negative occurrence related to a datelcould quickly spread among those making
hiring decisions and employment recommendations.

Several common behaviors which lead to placingnaiciate’s name on an “ineligible list” are:
A) Not responding to contact attempts made by &y B) Not showing up for a scheduled
interview and not calling to cancel, C) Lying oouy application or resume, and D) Not
showing up for work after accepting a position.

Note: It is essential that you represent yourself inagssional manner throughout your
career, and in the job search process as thissoyildr reputation and can have
consequences in your career development.

Job Tenure

Length of employment with a single employer hashgjeal tremendously during the last 50
years. Inthe 1950's, 22 years was the averageddar middle management. In 2000, the
average tenure for middle management was 3.6 years.

In the past, employees were part of the corpoaately. Today, employees are viewed as an
interchangeable part of the corporate machinemeryone is a replaceable part of that
machinery. Corporate loyalty is no longer fostengith employees as it once was. Career
growth is the responsibility of the employee/jolklsar. It is your responsibility to promote your
professional growth through initiative, careful peng, and effective self-promotion. When the
job market is hot, motivated employees will fregilejump from company to company to
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enhance their career development and salary. &uoter growth and salary can be accelerated
using this strategy.

Warning: Too many periods of short-term employment canibwed as a negative by a
recruiter. Make sure you do not earn yourselftitte of “JOB HOPPER.

Career Ladder

Frequently, graduates have an unrealistic expeatatigarding the level of employment for
which they will qualify. It is important to reakzthat education is only one component in the job
match process. Related experience can often ts@smore important factor. Depending on
your circumstance, you may need to re-evaluate goalvable placement on the career ladder. If
you are aiming too high, you are likely to faceaadh reality check by way of rejections or the
inability to secure an interview. You will needdstablish a practical understanding of the
career ladder for your chosen career field. Thanshould pursue those positions on the career
ladder that accurately match your experience andatbn. As a recent graduate with little to

no work experience in your field, you will likelyeltseeking positions on lower rungs of the
career ladder. Refer to on the following graphic.

Remember, the advancement of your career is n@ eagponsibility but your own. Although
you must be careful not to change jobs too ofteere may come a time when you may need to
seek other positions with other companies to advgoar career and earning potential. It may
be time to start seeking a new challemdeen you have mastered your position and the séill
required to do your current job. Refer toand on the following graphic.

Do not try to identify potential employment stricthrough job titles. Seek opportunities that
match your transferable skills and monitor the reait& identity additional skills you should be
adding to your knowledge base. Job titles chamgetlze related requirements are in constant
flux. Make sure you keep your skills up-to-datetsat you can remain competitive. Life-long
learning is no longer a catchy phrase but rathexcessary reality in today’s job market.

As you progress up the career ladder, be sure itatamayour professional reputation. The
individuals and colleagues you meet and work witerdhe years become your professional
network. They will be critical in your future jad®arch activities. When leaving a position you
should leave on the best terms possible. Alwagsige at least two-weeks notice, preferably in
the form of a resignation letter. You do not wemburn any bridges. You never know if your
career path will lead you back to the company yagimally worked for on your journey up the
career ladder. Refer to on the following graphic.
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Career Ladder/Career Path Progression

Company A Company B Company C

//"'_'\><&;
NN
o

Warning: Burning bridges as you move up your career ladH to a poor professional
reputation and negatively affect your ability taldwour network. Itis
ofte

n easier to move up a career ladder by changingaoies rather than trying to progress up the
ladder within a single corporate environment. $aviactors contribute to this phenomenon.

1. You could be so successful at your current mosthat the company does not want to try
and replace you. Remember, if you move up to anqibsition, then your current
position becomes vacant. Someone will then hawenduct a search for your
replacement and then train the selected candidate.

2. Your current employer not only knows all youesigths but also knows your

weaknesses. An outsider has the advantage opoedenting and focusing the hiring
manager on his/her strengths.
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Career Lattice

Due to the competitive global market and cyclicareomic conditions, it may be necessary to
consider the Career Ladder more like a Careerdeattif you encounter barriers moving up the
career ladder, you may need to consider movingdbye Being open to this option may allow
you to better position yourself to move up whendineumstances are more favorable.
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Developing a Powerful Professional Network

Where are job opportunities found and how are candiate selected?

Some sources report that 85% of all jobs are filledugh private contacts and referrals. In
other words;whom you know” can be as important ashat you know” when hunting for

that professional opportunity. It has also beqored that as few as 3% of all job vacancies are
advertised. Candidates are only skimming the sarfd the actual job market when reading the
classified ads in the newspapers, publicationslatednet job boards. A successful job search
requires that candidates develop strategies toemtthem with the massive number of
unadvertised employment opportunities. This i®agaished by developing an extensive
professional network. Employers like to look teittown professional network when making a
hiring decision. Therefore, you want to positiauyself within their network so that you will be
given strong consideration when you are in thegebking mode.

There are three areas from which an employer casider a candidate for hire:

1. Direct Network/Contact—This is the most trusted method for making a lgirin
decision. The manager has direct experience weltandidate and, therefore,
personal knowledge of the candidate’s skills arsdhieir ability to fit within the team
or corporate culture.

2. Indirect Network/Contact—This is the second most trusted method for ma&ing
hiring decision. Although the hiring manager migbt have direct knowledge about
the candidate, someone who is trusted can proveieag referral.

3. General Public—This is the least trusted method and can be cogdpara shot in
the dark. Great candidates might be overlookedtaltieeir inability to market
themselves, and a poorer candidate might be hiwedalhis/her skills at self-
promotion. e

General Public

Indirec
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Why do employers prefer to select candidates fromhe inner circles?
There are several important reasons for using itleetcdr indirect referral approach to hiring.

1. These methods increase the chances that a gowgldecision will be made. There
are individuals who are extremely impressive duthmginterview process and yet
actually perform very poorly on the job. By hirifrgm within the inner circles of a
professional network, it is less likely that indluials with a history of great
interviewing skills and poor job performance wilake it through the screening
process.

2. Today's world is very litigious. There are lathsit regulate hiring practices and
employee treatment. Fear of a lawsuit leaves eyepsan a difficult position when a
poor hiring decision is made. Time and energy rbesspent to document just cause
before any action can be taken.

3. A wrong hiring decision will translate into lastome for a company. The hiring
manager is taken off task while trying to bring tleav employee up to speed and/or
dealing with the documentation process for esthainigsjust cause for dismissal.
Once an individual is let go, the entire hiring@es must begin all over again.

Activities involved in the hiring process include:
- Paperwork completed to initiate the process

Proper advertising of the opening must be conducted

Resumes reviewed

Candidates interviewed

References called, backgrounds checked, drugdesgpleted

Human Resources must process the new employee

The new employee must be trained
All of these activities add up to thousands ometams of thousands of dollars per
candidate. In addition, the company is losingrtheenue that would be generated or
enhanced by an individual functioning in that uefil position. Making a careful and
correct hiring decision translates into big dollemscompanies.

This financial concern is modifying the hiring ptiges. Companies are reviewing outcomes of
their hiring processes and determining candidatéles that are successful in specific types of
jobs. Recruiters are evaluated not just on howynpaxsitions they fill, but more appropriately
on how successful the candidates they hire areein positions and how long they remain with
the company.

How do individuals place themselves in the inner le for employment
consideration?

Placing yourself in the inner circles for directindirect referrals will enhance your
opportunities for employment. These inner cireeswhat are commonly referred to as your
professional network. Your network can consisa @fide variety of individuals and
organizations.
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Identify at least six networking sources in theanaircles.

1.

List additional networking resources, which wergcdissed or mentioned by other students or
your instructor.

1.

Types of Networks

Primary Network: These are people you know -tireta, neighbors, co-workers, and
friends. They are the eyes and ears you needuto & job openings.
You need to talk to them. One of them may know @fb opening
where he/she works.
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Secondary Network: These are the people that yaonapy network knows.

Most people you meet have at least 250 contacts!

Key to an Effective Network

The key to building an effective networking relaiship is to remember that people share ideas
and information. It is a two-way street where gie as much as you take. If you never take
the time to give back, your actions may resultesentment or a breakdown of the network you
created. The net result of this could actuallydemrather than enhance your job search.

Some people do not like to network because theyt seseadvertising the fact that they are
unemployed or looking for a job. This mind setwsethe network exclusively as a job-
searching tool. However, the best networks ark thile not in the job seeking mode

Building a strong, wide-spectrum of professionalaasations through shared interests,
memberships, initiatives, etc. provides you thekivagand support needed when seeking a job.
Your previous outstanding contributions within tietwork will make you an individual that

others will want to assist in a career transition.

Questions for Contacts

Remember, you are not asking your network assacfatea job. You are asking for information
to assist you in your employment quest. Ask thieimgs like:

What do they know?

Who can they introduce or refer you to?

Who is hiring?
Who is expanding?

Who do you know?

Look at the list below and think of people and origations that can be part of your network.

INDIVIDUALS ASSOCIATIONS
Friends Church/Religious group
Relatives Civic Group
Co-workers Chamber of commerce lists

Clients/Customers

Sports leagues (bowling, T-ball)

Former employers/co-workers

Professional Assoaiatio

Bankers Alumni Associations
Friends of friends Convention rosters
Merchants Corporate directories
Neighbors Political interest groups

Other job seekers

Social clubs

Personnel department

Trade shows

People in the field

Volunteer/Non-profits

Landlords/Realtors

State Jobs/Benefits Center @ap Career Center)

Recruiters

School contacts (CRC, classmates, instructors)
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Basic Networking Tips

Learn how to use “small talk” to your advantage.

Small talk is a great tool for making yourself mergible. This can be done by
exchanging a smile, listening, asking questiond,rasponding positively to
comments made by others.

Do not dominate a conversation.

Become more visible.

Take the time to meet other people.

Take breaks with your coworkers, start a convesgadt your child’s sporting
event.

Take the time to greet people after a meeting arathactivities.

Any occasion you have to meet new people is an rypity to expand your network. It is also
very important to maintain respectful contact wilik people within your network. Do not
become a pest and wear out your welcome by conisly@ontacting your network associates
through emails, calls and personal visits.

What are some strategies that can be used to expand/ network?

1.

Joining professional associationsMany associations offer student memberships along
with the regular individual or institutional membhips. A student membership often
makes joining an association economically feasidecoming a member means that you
should also become active within the organizatioth ot just appear in the membership
directory. You should attend meetings, promogediganization, attend social
functions, and do committee work. You contributstfto the association, and then, you
are in the position to collect back when the nag&ka. Your commitment, work ethic,
and initiative are all things that can be evaludtedugh your involvement with a
professional association. In addition, it will penally connect you with others in your
related field. The SCC Career Development Cemariges several books to assist you
in locating information about a wide variety of asistions.

Making the most of Career/Job Fairs. Career/Job Fairs are a great place to build your
focused network. At these events employers asgemlpbws of booths to speak to
candidates about career options and possible emglatyopportunities within the
organizations they represent. With so many empogentending for your attention, it
would be easy to assume that employers are desgeriaire you, and all you have to do
is show up. However, the reality is that you wwilbst likely be competing with hundreds
of individuals who are either seeking employmerntt/ancareer information. So how do
you get the competitive edge? Try using some @fdtHowing Career/Job Fair Tips.

Get the most out of your Job Fair experience lpydémenting the following tips:

You need to come prepared. If your main objedtivattending a job fair is to
land a job or to learn about specific careers, @a nomework before attending.
Obtain a list of the expected employers. Identiky tompanies in which you are
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most interested and conduct advanced researchinfidraet is a great source of
information. This can provide you critical insigithout the companies that will
help you to make a great first impression with espntatives. Whether you are
seeking a job, career information, or professi@oaltacts to expand your
network, remember you only have one chance to raa@od first impression.

Today'’s recruiters use an analytical approachtiadni They put together a job
description and hiring criteria for each positibey are seeking to fill. To
manage the volume of resumes they receive at fajglihey screen each resume
for an exact match to the defined job criteria, #reh sort them accordingly. A
resume that is too general will fail to land thediaate in a specific position file.
It will likely end up with a collection of other mgpecific resumes which are
never forwarded to hiring managers for considenatidhis is due to the resume’s
failure to strongly focus the reader on the righp®yment match. Therefore, if
you are seeking employment at the event, make athgpis about the criteria
that a company might want in a candidate. Duyogr Internet research check
the company’s job board. This could provide yothvdetailed job descriptions
for specific openings. Based on your hypothestsrasearch, tailor your resume
by targeting it specifically to the company needEhis will require creating
several versions of your resume--each one focus#tketspecific criteria and
needs of the various companies you plan to tarngetvever, make sure all the
versions of your resumes are short, sharp, andgtlide The recruiter should be
able to scan the resume in one minute to pick yarifermation. Finally, make
multiple copies of each version of your resume @amganize them in a simple
fashion that makes it easy for you to locate thveend version for each recruiter.

When you arrive at the Job Fair you should alrdadyw which companies you
want to target. Having a focused campaign to gattiermation, build your
network, or to land a job will be a key factor tmuy success. Be sure to pick up a
map showing vendor locations and then plan an agdrcampaign identifying

the order in which you will visit the different biths. Take a look at where the
crowds are gathered. Generally, there tends gxbessive action at the first
tables particularly at the beginning of the eveYibu might try working

backwards and start at the last booths or workowg yay from the middle in

one direction and then the other.

Dress professionally even if you are not seekipgsition at the event. Someone
who gives an extremely professional impression stdhd out along with the
individual who comes across as unprofessional. Want to stand out, but only
in the most positive light. It is almost impossilbd recover from a negative first
impression.

Show initiative and self-confidence by starting wersations with company
representatives. Simply introducing yourself affdraing your hand for a
handshake can accomplish this. Engage the repatiserin conversation that
demonstrates that you know something about thenpamy and have a clear
perspective of where you might fit now or in théule. From your research you
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should be prepared with questions for each compgmgsentativeDO NOT
ask questions such as “What does your companyibat are you hiring for?
How much does that position pay?”

Look the company representative in the eye whésmigl If you are distracted
and looking around at other booths, it can be jpreged as a lack of interest
and/or disrespectful.

Do not try to be the person to distributing the hresumes at a single job fair. It
is much better to spend some quality time talkinigp wnly a few well-targeted
employers.

Even if you are only seeking career information Hreopportunity to expand
your professional network, always go prepared wadumes. An unexpected
outstanding opportunity might surface, and a reéerunight ask for a copy of
your resume for future reference.

Be prepared with a list of three to four professimeferences in case you are
asked to provide them.

One of the most valuable sources of informatiodiodt Fairs is other job seekers.
They may already be employed and able to offermé&tion to you about their
company’s goals, organizational politics, futurard, etc. The person you
engage in conversation may be leaving a currentipeshat is a perfect match
for you.

Never leave a career/job fair empty-handed. Co#gerything from recruiters’
business cards to company narratives, product breshand annual reports. If a
company decides to offer you an interview nine rerafter the career/job fair,
you will have company literature to assist you iagaring.

Within 24 hours, send a thank you note to all repn¢atives with whom you
spoke. Tell them how much you appreciated the theg took to talk with you
and to answer your questions. Since recruitevekiday after day to different
recruiting events, it is important that you menttbe name or location of the
specific career/job fair and position(s) you disadin order to jog the recruiter’s
memory. Also, be sure to reiterate your inteneshe company.

3. Gaining Bona fide Experience and Building a Professnal Network through
Cooperative Education.

Cooperative Education is a unique plan for edooatienrichment. It is designed to
make the student’s educational program more reteaash meaningful by integrating
formal academic study with practical work experndhrough a Co-op experience, the
student’s classroom learning is supported by amdppity to work for a business,
industry, health, or public sector agency. Stusleairn elective credits while working in
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positions related to their academic and careersgaab-op strengthens understanding,
clarifies interests, supports personal growth, @mgances professional preparation.

How does Cooperative Education help you build &ost and enhance you as a
candidate for employment?

Cooperative Education provides an opportunity fadents to gain professional
work experience and a bona fide career-oriented werord, which increases the
value of the student to potential employers aftadgation.

Cooperative Education places you in the inner eioflyour chosen profession. It
provides an opportunity for you to expand your pssional network and glean
information about your career from professionalthet field. Many employers
use their cooperative education program as a nteastsserve and evaluate a
student’s potential under working conditions overeatended period of time,
before giving consideration to hiring the studemtagpermanent basis. By the
time a student concludes a cooperative educatimester, the employer has a
fair assessment of the student’s job performanoek ethic, and ability to adapt
to the company’s culture. An excellent performabgea student may lead to a
job offer, referral, or strong letter of recommetioia. A mediocre performance
by a student could actually work to the studentighent in finding a job upon
graduation.

4, Expanding Your Professional Network Via Informational Interviews.

An Informational Interview is a meeting betweenrafessional and a person seeking to
gather information about a specific career fiehdiustry or company. This activity can
be used to gather several types of career relafetmation that may help you in:

Choosing a major

Clarifying your career path

Understanding how to land an entry-level job
Succeeding in your chosen career

This non-stress meeting will allow you to gathdevant information needed for your
major and career decisions while providing an ofypoty to gain expert advice on
industry trends and job seeking strategies.

The professional with whom you interview shouldsoeneone currently working in a
field in which you are interested or able to pr@vigu with specifics about that field.
This person should be able to discuss topics klaténdustry trends and job market
issues based on up-to-date information. Additign#his person should be connected to
the profession in a way that enables him/her terrgdu to other professionals in the
industry to enhance your networking opportunitiés introduction to a hiring official
may pave the way to a successful entry into tHd.fie
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The best way to learn about a career or compatoydask questions of someone immersed in that
field. Answers to questions you ask will providbedter understanding of the specific
knowledge and skills needed for a job while enapliou to compare your own aptitudes and
abilities with those requirements. Identifying yatrengths and potential weaknesses will
encourage you to develop a plan to capitalize am gtrengths, remedy your weaknesses and
situate yourself to enter the workforce in a pref@sal capacity.

The information gathered from the interview oppoityican provide you a competitive edge
later during an actual job interview situation. ¥@nderstanding of current issues, trends and
needs can be discussed with potential employersgltite job search stage. Those
professionals with whom you interview will likely@ve to be important contacts in the future as
you progress up the career ladder in your field. iformation interview may be viewed as a
practice for a job interview. If properly prepaygdu will develop your communication skills
and overall confidence in relationship to profesaidnteraction.

The first and frequently the most difficult stepliviormational Interviewing is recognizing
whom to contact in which organization. To sucagbstomplete this step you must identify
professionals who:

Work in related places or settings (hospitals, Ispten-profit, theme parks, etc.)

2. Work in specific professions/jobs (webmaster, dog@ker, market analyst, real
estate attorney, interior designer, etc.)

3. Work in targeted companies/organizations (Walt Bysworld, SunTrust banks,
Legal Aid, Seminole Community College, Orange Cguabvernment, etc.)

Talk with people in your primary network like buess colleagues, family, friends, neighbors,
faculty, instructors or the Career Center staff asklthem if they have acquaintances or contacts
to which they could refer you.

Most people are open to talking about what thegmi may feel flattered by helping a student
with such an important decision. Ensure a good@sgon and overall experience by being
punctual, prepared, respectful and well-dressed.

Preparation

Before you develop your contact list or contactare/requesting time to conduct an
informational interview, you need to determine tibjgics you want to explore and the type of
information you want to collect. General inforneettiavailable through routine research should
not be the focus.

Your first step is to research the company usingiBele Community College’s Career
Development Center (CDC), the company website cdiner resources. Try doing a
Google search to see if there is any current nepsrted about the company’s
operations, plans, or practices. You may also w@nse Reference USA (available in
the CDC) and/or FRED (Florida Research and Econ@atabase —
http://fred.labormarketinfo.cojio ascertain location of headquarters and braifiates,
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estimated annual sales and number of employeas.rdsearch will help you in
formulating targeted questions and demonstrate yitigtive to research the company
and local market.

In addition to the above research, it is also irtgarto know your own interests, skills
and values, so that, if asked, you are primedlkoetaout them.

The best approach to schedule an Informationahii@e is by phone, but you may also
use email, if appropriate. To prepare, you shoughnize an outline of points you would
like to discuss. If you are contacting this prefesal based on a referral, be sure to
mention your networking source once you introduaergelf. (This is a perfect example
of how to use that network you are developing)e Pkrson you are contacting may ask
several probing questions regarding your intenttaedype of information you are
seeking prior to scheduling an appointment with.you

Example Scripts for making initial contact over ¢hphone:

“Good afternoon, my name is . Heathegksnggested |
contact you as | am considering a career in the ot@r-networking
field. I would be very interested in meeting yod aeceiving any career
related information or advice you would like to shals it possible to
schedule a time to meet for approximately 20 ton8utes?”

“Good morning Mr. Brown. My name is dain a current
student at Seminole Community College. | have t@egpgeneral
education coursework and am in the process of wairg the scope of my
career options. My outgoing, people-oriented pesadity is leading me to
careers related to healthcare, education and soegavices. | am very
interested in speaking with a professional in tealthcare field so that |
can gather pertinent information that will help memaking my career
decision. Are you available for 30 minutes nextkv&o that | may visit
your office and talk with you?”

Example Script for making initial contact via email
Dear Mr. Smith,

As a student in Professor Johnson'’s Life and CaRéanning course |
have been assigned a career research assignmétmough | am in the
early stages of my academic pursuits, | know tlzahlinterested in a
career related to international business. Aftesgarching Central
Florida businesses with international ties, youngzany, XYZ Imports
stood out as an organization | would like to exploMy intent is to
gather information related to specific career opioavailable in your
company through an informational interview. Pleasatact me via
phone or email so that | may schedule a time ta méh you for about 25
minutes. Thank you for your time and attention.
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You should prepare for the Informational Interviewa way similar to the initial contact, but
with more depth. Again, prepare an outline forrymeeting. This planned overview should
include topics to be covered and a succinct ligusstions you would like to ask. Make a great
impression by taking initiative and being prepa@dsk applicable questions.

As with regular interviews, your actions, prepavatand behavior may speak louder than any
words you say. You should arrive 10 — 15 minuta$yeand wear proper business attire. Greet
your contact with a handshake and a smile as ywoduace yourself. Since this meeting benefits
you the most, you need to set the stage by expigeagpipreciation, conveying your objectives
and providing related details from your backgrouiMhintain the focus of the meeting to the
sharing and gathering of information; you are het¢ to ask for a job.

Although showing your preparation and initiativermgortant, you do not want the impact to
portray you as arrogant or overconfident. Youthege for information, advice, ideas and
feedback. These goals should help you to be reeefat suggestions. Keeping an open mind
allows you to reconsider and re-examine optionsraayl lead you in a new direction.

On occasion, an informational interview may expamd a regular job interview. Be aware of
your contact’s words and actions. Bring your reswand a list of references with you in case
they are requested.

Also, bring a notepad with you so that you can tas@s during your meeting or right after it
when the information is fresh. Near the end ofititerview, you should ask if the person could
refer you to someone else to contact. Contindmetsensitive to your contact’s time limitations.
Be sure to collect a business card from your carsathat you have his/her name, title, email
and address for follow-up and a thank you letter.

Follow-Up

Following up with your contact after the informatimterview is imperative! A beneficial
meeting can be useless if you do not take the aingkinitiative to follow up with your contact.
Always send a thank you note. In your note, be sairecap information that you found most
helpful or interesting. Send the thank you not#hini24 hours of the meeting. Sending your
thank you note by email is a great way to operdth@ to continued interaction. Including a
guestion within the thank you note is a way to emage a response and ongoing dialogue.
Although a mailed thank you note is appreciated, itsually read and then discarded, thus,
closing the channel of communication.

Example Questions:
How would you describe a typical day at work?
What are your specific job responsibilities, dutiesunctions?

What do you consider the most beneficial aspecy®of job?
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What do you consider the most challenging aspdatewr job?

What was your career path to your current posiffo(@/hat were your previous jobs?)
What jobs, experiences and education/training wpudghare me for a job like yours?
What knowledge, skills and abilities are neededlc position?

Do you have any suggestions or ways to obtaingfaired experience for this position?
How would you rate your job satisfaction in yourremt position?

What would be the next step in your career ladder?

What does this company do to contribute to its eyges’ professional development?
Have there been changes in the profession sincenaued it?

What do you see as emerging trends in the field?

How would you describe the working atmosphere oparate culture of this organization?
On average, how long does someone stay in youtiQoai

Does your position require you to travel? If yiesw often or what percentage of your
week/month is devoted to travel?

Does this type of position require weekend or evgrvork?

How many hours a week do you work?

Does this position complement your lifestyle andafhow?

Is there a geographic concentration for this tyjpeosition in this industry?
How would you describe the employment outlook inryfeld?

What is the professional association most reladg@tir career field? Are there active local
or state chapters?

What advice would you give to a student with aeriest in your career field?

Are there any volunteer activities that | can gapate in that will expose me to activities
and professionals related to this career?
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Are there other professionals to whom you couldreie so that | could talk with them
about my interest in this career field?

May | contact you with other questions?
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Career Research — Informational Interview - Results

1. Date of Informational Interview

Name of Company

Address

City State ZIP

Name of Person Interviewed Title:

Phone Number email

Website

Name or explain two (2) important things you learne

2. Date of Informational Interview

Name of Company

Address

City State ZIP

Name of Person Interviewed Title:

Phone Number email

Website

Name or explain two (2) important things you learne
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5. Seminole Community College Annual Career Fairs
Each year Seminole Community College’s Career praknt Center sponsors two
Annual Career Fairs. In the fall this event ischeh the Sanford/ Lake Mary Campus. In
the spring this event is held at the Oviedo Campitike goals of these Career Fairs are
to assist students in developing a career focudiadothg employment. These are
opportunities for students to learn about differareers and industries. Although the
Career Fair is promoted to employers as a care@@ament event, many employers
will also use the day to recrui¥ou should come prepare take advantage of both the
learning and employment aspects of the Career.Fairs

This is the perfect opportunity for you to expamaiyprofessional network to include
these local business representatives. The bugiepsssentatives are obviously
motivated to connect with SCC'’s students as iglglelemonstrated through their
participation.

The list of expected companies is published in adgaf the event providing ample time
for you to research the various employers to dateriwhich ones you would prefer to
target. However, be cautious not to limit yourliwgness to learn about exciting and
financially rewarding career paths, which are frgjly available with companies you
have not considered before.

Always dress in business attire when planning ttigpate in a professional event, such
as a career fair or vendor showcase. Remembeonlguget to make a first impression
one time. Always have a current resume availabellsl someone request a copy.

Gather business cards and company information thentorporate representative and
follow up when appropriate.
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Maintaining Your Personal Information

Work Journal

During the length of your career, you will nevemember everything you did at each of your jobs.
The accomplishment you forget may be the perfectroercial for a future job. The Work Journal
enables you to record pertinent information whes ftesh and will provide you with quantifiable
information that supports your skill set(s) whemywepare your resume for specific jobs.

Your resume is the marketing piece you will uséstdl yourself.” It focuses the potential
employer on your knowledge, skills, and abilitidsis not a complete history of everything you
have ever accomplished throughout your career. éxew the Work Journal does represent that
complete and comprehensive history. Your resuntlechange with the progression of your career
and should be tailored for the positions you segeglbaning the relevant facts from your Work
Journal. The strength of your resume relies on whility to demonstrate your capabilities,
accomplishments, competency, and aptitude asaite®to the job to which you are applying. The
Work Journal and your diligence in updating it riegly provides you a foundation and platform to
build strong customized resumes. In addition,eeimg the information in your Work Journal
assists you in preparing for interview questions.

What should be recorded in a Work Journal?

On a regular cycle (weekly, monthly, etc.) recarc@iquantifiable method all your
accomplishments related to work, school, traincammunity service, professional
affiliations, etc. Ask yourself the following guems to help you identify all your
accomplishments:

1. What new skills or knowledge didACQUIRE?

2. What did IACCOMPLISH?
a. How many dollars did SAVE the company?
b. How many units did SELL and what percent increase did that represent?
c. How many customer inquires didHANDLE ?
d. How many traffic violators did APPREHEND?
e. What projects did START or COMPLETE and what are the outcomes?

3. How did IIMPROVE my job?

4. On what team/committee diGERVE?
a. What was mROLE?
b. What were thOUTCOMES?

5. What newAFFILIATIONSdo | have?

a. Did IJOIN any new organizations?
b. What leadership or support role within the orgation did IASSUME?
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6. With whatCOMMUNITY SERVICE projects have | been involved?
7. WhatTRAINING did | attend or complete?

8. WhatRECOGNITION did I receive?

9. What newRESPONSIBILITIES have been added to my job?

How does a Work Journal help me?

There are three ways to use the Work Journal istagsi in your career development:

1. A Work Journal can help you develop a strong restana specific job for which
you are applying. Use the Work Journal to revi@urnprevious activities,
responsibilities, recognitions, etc. in past posisi in order to remember those
transferable skills and experiences that direalste to the job you are seeking.

2. Use the Work Journal to help you prepare farinews. Behavioral
interviewing is the most common interviewing tecjue used by today’s
recruiters. Potential employers ask candidatekescribe specific situations
with which you have dealt in the past. By reviegvyour Work Journal prior to
an interview you will refresh for yourself the masyperiences you have had in
other positions. This will provide you a rich resce from which to draw when
responding to behavioral based questions.

3. The Work Journal can be used to assist yomgltine performance appraisal
process. It will provide you the ammunition needegau feel that your
supervisor has evaluated your job performance dyfait provides clear
evidence of your accomplishments.

Transferable Skills

Transferable Skills are things you learned (skikgjulations, techniques, tools, etc) or abilities
have developed through other means. They can dhidenseful and needed in the next position
you hold. Sometimes these skills are directlytegldo the position for which you are applying.
Example:
In school Tina took a typing or keyboarding claShe learned where the keys are
located and through practice, drills and her infligiger dexterity, her typing
speed is now 45 cwpm (correct words per minute).

Tina is applying for a Legal Receptionist positadra local law firm. One of the
gualifications for the position is the ability tgpe at least 35 words per minute.

The ability to type and the speed at which shéie # type is a directly related
transferable skill for Tina. She can translate e learned in the classroom
and through personal practice onto her resumedasn@nstration that she has one
of the required qualifications for the position.
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Other times transferable skills are not noticeablated to the position for which you are

applying. Skills in one job may not seem at alportant in another job. If this is the case, you

should focus on skills sets, knowledge and abslitteat have some relevance.

Example:

Greg has worked for three years in the deli depamtrof a local grocery
store. In that time he has been promoted to tmtead. He knows all
the brands of meat and cheese offered by the skbeehas been trained in
the proper and safe handling of food and food msiog equipment.
Customers who visit the deli provide him their ardedicating the
preferences for cut, brand and amount. As teathHeds responsible for
training the new deli workers in all aspects of ded, including keeping
the floor, utensils and equipment clean.

Greg has been attending SCC for almost two yeatssagarning an
Associates of Science Degree in Architectural Dgft He has completed
most of his major courses, including two computdea drawing (CAD)
classes and has maintained a 3.2 GPA. He wowddikchange jobs and
work as a drafter.

In creating his targeted resume and preparingdsgarch, Greg needs to
focus on the skills he acquired in the deli thdt lae viewed as
transferable to a drafting job.

Skills/Knowledge/Abilities from deli job to leavaub
Ability to thinly slice rare roast beef
Ability to operate a meat/cheese slicer
In depth knowledge of various types of cheeses

Transferable Skills/Knowledge/Abilities from dedilj to highlight:
Over three years of providing outstanding custoseevice
Developed strong communication skills in developiagport
with customers and team members
Ensured safe work environment
Promoted to Team Lead and trained new employetin
various duties of their jobs

Transferable skills can come from experiences dtier employment (i.e., class activities,
community services, and participation in clubs gsaiations). Do not limit your knowledge
and skill sets only to those that come from pagkvexperiences. Study the following chart on
transferable skills. Use that information to hgtu identify you own transferable skills and
complete your chart.
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Application Template

The application for employment is a standard patthe job search process. Unlike the resume, the
employment application is a structured document¢clvhequires you to provide specific
information. Most applications have the same bssations (Personal Information, Educational
Information, Employment History, and Referencedhwever, some applications are much more
thorough than others.

The Application Template is based on the most esxterapplication available. It provides the
structure for you to maintain a complete and corimg@nsive history that you can reference when
applying for new positions. By maintaining your opersonal Application Template you will
enhance your ability to complete an employmentiappbn thoroughly and quickly without leaving
blanks that require research and may lead to aipgmession of your candidacy. The Application
Template is small, portable and easily carried wiab when applying for opportunities. If
maintained properly, all the information you wied will be at your fingertips.

Common Sections of an Application and Application €mplate

Personal informatian This section will include all contact informatioresidential history, driver’s
license information, etc.

Education information This section requests information about the stshgou have attended
including their names, locations, and certificaiesiegrees you have earned. Be prepared to provide
the number of credits or contact hours earnedg#tes you attended and the degrees or certificates
you were awarded.

Employment Information This section requests you to provide a comprsgkrerwork history. This
will include the names of all companies/organizagiéor which you have worked, contact
information, timeframes of when you were employeeré and any/all responsibilities and duties.
You may also be asked to supply your supervisaf@mation, your salary, and a reason for
leaving. Never list negative reasons for leavinga(i.e.,NOT enough moneyNOT enough
hours,CONFLICT with boss and/or co-workerQUIT , FIRED). You must always try to put a
“positive spin” on events even if you consider theegative. If you relay negative information on
your application or in your interview, it actuatigints you, even if the negativity was due to
someone else.

Some examples for Reason for Leaving:
seeking career advancement
career change
seasonal
temporary
relocation
reduction in force
business closed
job ended
contract ended
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References:Always be prepared to provide at least threaesafees and their contact information.
Be sure to connect with these references in advangain permission before you include them on
your application and/or resume. Asking for permoisss a professional courtesy, and it provides
your references with a warning that they are likelype contacted to provide support for your
candidacy. This allows them time to organize th@dughts so not to be taken off guard. You
should also inform them of your knowledge, skidlad abilities as they relate to the specific
opportunities for which you are applying so thaythvill be able to support your candidacy and
advocate for your selection. If you have had a@mahange, be sure that they are aware of that
change. You do not want your references to attthey have never heard of you.

Actual Application Tips

NEVER write “see resume” on your application. This lesthe impression of laziness.
Company recruiters are very familiar with their oapplication, which makes it easy for
them to reference specific information. If youenethem to the resume, you are making
the recruiter’s job more difficult, and you haveealdy made a poor impression.

The application is the basis of your personneliith a company. It is a legal document
that is kept on file once you are employed and s¢ede completed fully and signed. It
is used to evaluate you, to start your personrelrce and to provide permission for
regular Human Resources procedures like backgronacks and pre-employment
screenings. Incorrect information provided om éipplication is considered reason for
dismissal. A person may be hired and begin woidr po Human Resources receiving
the official background check on a new hire. Hogrewnce the background check
comes back and omissions or misinformation areogies@d on the application, these
new employees are usually immediately terminated.

The application provides the potential employehvatfirst example of your work
product. If it is messy and incomplete, the pasdr@mployers will expect you will
demonstrate the same concern and effort with yauwk wesponsibilities if hired.

Never list negatives on the application, as thitlvé seen as a “negative flag.” On the
other hand, maintain honesty and truthfulness ur ymswers.

Review the application carefully before beginniadoecome familiar with what is being
asked.

Use a blue pen to complete this application. Ui yse a blue pen, the reader will know
that this is an original and not a copy.

Print neatly so that the information is easy talrea
Read and answer EVERYTHING. Do not leave blarlkyou choose not to answer
mark it with a dash ( - ) or write N/A if it doe®napply to you. Incomplete or blanks

allow the recruiters to screen you out based omdéneeption that you cannot follow
directions or are hiding something.
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If asked about desired salary, indicate it is ‘fdpar “negotiable.” A salary requirement
listed too high or too low could exclude you frone tadvertised position. If your salary
requirement is too high, it means you are out athe If your salary requirement is too
low, it indicates that this position is a huge ttinefor you beyond your previous
employment.

Be sure to list all knowledge, skills, and abiktielated to the job for which you are
applying.

You must sign the application in order for it todfécial.

Always be HONEST on your application. Lying on ya@application will likely come
back to haunt you. Itis a legal document that sign as being truthful. If you lie on
your application you could be fired for falsifyimgegal document. Many employers
consider falsifying an application reason for immagel dismissal no matter how well you
have performed on the job.

Don't forget to take your Application Template witbu when filling out employment
applications. It will be helpful! If you are thmugh, all of your pertinent information
will be at your fingertips and you will have lessmy and stress.

An example of an Application Template follows.
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Application Template

Applicant Dala

Mame
(Pleass prink as il appears on iLasi) iFirst) iMiddlea
wour social security card)
Address
{Actual (Shreet Mo {Smeet Mame ) (ApL#E) { County )
Place of Residence)

{Apartment Complex Name)

(City) (S take) (Zip
Mailing Address
(I differsni from above ) (Street Mo {Street MName) (ApL#) {County

(City ) (S take) (Zip
Home Phone [ ) Buziness Phone ( |

{Apa Code) { Mumbser) {Area Code) { BMummber) (Ext)
Home Phone O Listed O Unlised O Chwn O Other (specify )
Cell Phone [ ) Emergency Contact # ( )

(A Code) { Mumbser) (Amra Code) (MNumber
Date and Place
of Birth iDak of Birth) ((City) i Stak (Zip) {Coumnty (Country’
Social security # U5 Citizen OYes O No Ifno,

{Country of Citizenship)

Are you legally authorized to work in the U.S.7 O Yes O Mo

Are you known by any other name? O Yes T No  If yes, explain:

Diriver's License Mumber State of Issue

Classification: O Oiperalor O Commercial

Is your driver’s license currently restricted, suspended, or expired? O Yes O No If yes, explain:

Has your driver’s license ever been denied, restricted, revoked, or suspended? O Yes DO No If yes, explain:

Have you received a ticket or been charged with any traffic violation(s) during the past (7) vears? O Yes O No

If ves, explain:

Employability Skills Seminar 40 SCC/Career Development Center Publication



Residential History

ACTUAL PLACES OF RESIDENCE FOR PAST 10 YEARS — list chronologicall v all addresses, including
residences while at school and in the military.

Dates
Mo.YT. Street Address Apt. City County State Country
From | To Mo,
Credijt Drai:
Do you have any sources of income other than vour salary or the salary of your spouse? O Yes O No

Specify each with an estimated annnal amount.

Flease list all debts where payment is past due, re pardless of amount.

Creditor Address Aumount Loan or Acct. Mumber

Have vou, or a company controlled by you, filed for bankruptcy? O Yes O No Declared bankruptey? O Yes O No
Had a legal judgment rendered against vou for a debt? O Yes T No If yes to any of these questions, please
provide details:

Arrest History/Court Data

Have you ever been arrested, charged or received anotice or summons to appear for any criminal violation?
U Yes L No

If YES, list all such matters, even if not formally charged or no court appe arance, or found not guilty, or nolo
contender to any charge for which adjudication was withheld, or matters settled by payment of fine or forfeiture
of collateral.

Dtz Flace & Department Chargs Court & Place Dispositicn
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Education and Training

Circle Highest Grade Completed Did vou graduate? O Yes O Mo
Through High School: GED? OYes ONo
1 2 3 4 ] & 7 a 9 0 11 12

High School Mame and Address:

Your name, if Different while attending school:

Junior/ Community Collepe, Colleee . University or Professional School:  (Transcripts may ke mauired)

Name of School Location Dates Attendad Credit Hours MajorMinor Type of Degree
monthfvear) Earned Course of Study Eamned
From To ir Sem

Your name, if Different while atiending school:

Job-Related Training or Course Work: (Vocational, Trade, Governmental, Technical, Military, Business, Comespondence )

MName of School Location Datzs Attendad Credit Hours Course of Study Training
i monthfvear) Earned Completed?
From To Class | Clock Yes Mo

Your name, if Different while attending school:

Licensure, Registration, Certification (mich as: Teacher Certification, RN, LPN, EMT, PE, CPA, pilot, radio operator)

License, Registration MNumber Date Received Ex piration Date State Licensing
or Certification Agency

Indicate any forzign languages vou can

Speak: Read: Write:
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Describe any computer skills and list all sofrware used:

Are there any other experiences, skills, or qualifications that you feel would especially quality you for
employment. List Knowledge, Skills, and Abilities (KSA's) you possess and believe relevant to the position you
seek:

Work History

You MUST complete the Work History section of this application. You MUST account for all periods of time
for AT LEAST the LAST TEN ( 1th YEARS. List your most recent employer first. Include voluntary unpaid
work experience as well as military service, if any, and any pericd of unemplovment. If vou held more that one
position with the same emplover, list each position separately. Also list any business in which vou own, are a
partrer, or corporate officer in the work history section. All information in this section MUST be completed. If
needed, attach additional sheets, using the same format as on the application.

*NOTE: If your name at your previous employer was different that your current name, please indicate in the
appropriate section below,

Present/ Previous Employer: Frorm: —
(Compary/Agency Name) immiddyyyy)
Emplover A ddress: T e—
Emplover Phone: (Mumber) ( Street) [ Buite) (mmddyyyy)
i ] JORT ORT
i Ama Coda) (City) i State) iZip) Mumber of hrs'wk:
Starting E‘;ﬂ ary:
; - r
Type of Business * Emploved Name) Last Salary, pe
. . ] per
Your Job Title: blay we contactemployer?
. . ) O Yes O Mo
MNumber You Supervised: Your Supervisor s Name: if o, expliin in Reason for Leaving

Duties in detail:

Reason for Leaving:
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For more information on how to put your job
search into action, please attend/view
Seminar Two: Implementing Your Job Search
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