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Today-y ou will

• Understand the steps to an effective job 
search

• Learn tips to developing effective resumes 
and cover letters

• Prepare yourself for an interview
• Learn how to sell your skills and your 

degree
• Identify resources to assist you in your job 

search



The J ob Sear c h Pr ocess

• Assess yourself
• Prepare your job search marketing 

materials
• Identify job openings and leads and apply 

for jobs
• Interview
• Accepting and negotiating job offers
• Planning for your future career path



Assess Y our self

• Use the CDC Job Search Handbook 
pages 5-12 to help you

• What are your interests, skills, 
experiences and values?

• What would your ideal job be?
• What other types of jobs would fit with 

your self assessment?



Skills-Y our J ob Sear c h Cur renc y

• List your top 5 skills

– Education
– Work experiences
– Internships
– Volunteering
– Life experiences/lessons
– College or community involvement
– Research



Top skills sought by 
emplo yer s
1. Communication 

Skills
2. Honesty and 

Integrity
3. Interpersonal Skills
4. Motivation and 

Initiative

5.  Strong Work Ethic
6.  Teamwork Skills
7. Analytical Skills
8. Flexibility and 

Adaptability

From Job Choices published by the National Association of Colleges 
and Employers



Pr eparing Y our 
Mar keting Ma terials

 



Wha t is a r esume and ho w is it 
used?
• A resume markets who you are—think about 

what the employer would want to know about 
you

• It includes your skills, experience, and 
achievements, especially related to teaching

• It is designed to stimulate an employer’s interest 
in offering you an interview



Contents of  a r esume

• Contact information
• Career Objective
• Education
• Experience
• Activities/Interests/Honors/Awards
• Skills/Technical Skills (field-specific)
• Reference information (separate sheet)



Contact Inf or ma tion

• Name:  Make it big

• Address, phone number, e-mail, professional website 
address

• Consider using graphics, boxes, underlines, etc. 

• Keep it professional

• See the CDC Job Search Handbook on page 14 for 
more information and the samples on pages 49-64 for 
ideas



Contact Inf or ma tion Samples

    John L. Smith
  

 Present Address:   Permanent Address:
  21 Campus View Street West #6   3000 Chandler Ct.
  Mankato, MN  56001   Oakdale, MN  55128
  (507) 555-1111    (651) 333-2222
  (507)382-5555 (cell)
    john.smith@mankato.msus.edu

 John L. Smith        
21 Campus View Street West #6 ·Mankato, MN 56001     (507) 555-1111     john.smith@mankato.msus.edu

John L. Smith
21 Campus View Street West #6·Mankato, MN 56001·507.555.1111 john.smith@mankato.msus.edu 



Objectiv e

• Brief explanation (2 lines or less) of your 
interests and intent

• Does not need to be a full sentence
• Think of this as your job target
• Watch out for flowery or meaningless 

language
• Page 14 of CDC Job Search Handbook



Sample Objectiv es

 To obtain an internship in the publishing 
industry

 Seeking a position teaching English as a 
second language

 
  Art teacher-elementary grades, K-6
 



Objectiv e Activity

• Write your own objective



Educa tion

• Degree, name of institution(s), location, major(s), minor
(s), graduation date, GPA (3.0+)

• May use this section to list scholarships, study abroad, 
honors, awards, related coursework or list it elsewhere

• List in reverse chronological order (most recent first)

• Generally, include transfer institutions only if 2 
semesters as full-time student or more

• Page 16 of CDC Job Search Handbook



Sample Educa tion Sections
 Bachelor of Science Degree   May 2004 
 Minnesota State University, Mankato , MN
 Major:  English    GPA 3.7
 • President’s Academic Scholarship
 • Dean’s List 

 Minnesota State University, Mankato  Mankato, MN
 Bachelor of Science Degree in Urban Studies  May 2004
 GPA  3.7/4.0

   
 Bachelor of Science Degree (Teaching) 
 Art Education Major
 Minnesota State University, Mankato   May 2004



Experience

• Body of your resume

• Brainstorm-what experiences do you have?

• May include volunteering, internships, field/
clinical experiences, part-time or summer jobs, 
etc.

• Reverse chronological order (within each 
category if experience is more than one)

• Pages 17-19 of CDC Job Search Handbook



Mor e on Experience Sections

• Job title, name of organization or company, 
location, dates, tasks, and accomplishments

• What experiences and achievements set you 
apart from other candidates?  What is special 
about you?

• Consider quantifying—supervised 8 employees, 
increased sales by 82%, wrote 82 articles



Experience/W or k Histor y
Ideas f or section titles
General:
• Work Experience
• Work History
• Experience
• Employment History
Specific:
• Related Experience
• Volunteer Experience
• Writing Experience
• Professional Experience



Rele vant Experience/W or k 
Histor y Samples
Student Supervisor   August 2002- Present
MSU Postal Services, Mankato, MN
• Handle incoming and outgoing mail efficiently and accurately for the entire campus
• Supervise, schedule, and train a staff of 8 student employees
• Provide training to campus constituents on using postal services efficiently and economically
• Understand and utilize complex postal regulations

Skating Coach    September 2002-April 2004
All Seasons Ice Arena, Mankato, MN
• Developed innovative teaching techniques to keep students focused and motivated
• Coached class sizes up to 15 students on figure skating skills
• Measured students progress and ability levels on an individual basis

Sports Reporter   September 2002-May 2002
MSU Reporter, Mankato, MN
• Wrote bi-weekly articles on sporting events
• Served as guest editor of special Maverick Sports Edition
• Received “Best New Reporter” award



Activities/Inter ests/Honor s/
Aw ar ds

• Memberships, leadership experiences, athletic participation

• Scholarships, awards, honor societies

• Use a title for this category that is relevant to the experiences you 
are listing

• You may list most relevant experiences first

• Use a consistent format within categories

• Page 20 of CDC Job Search Handbook



Activities/Inter ests/
Honor s/Aw ar ds Samples...
Activities and Honors
• Science Fair and Special Olympics Volunteer 2002-2005
• Swim Instructor, Mankato YMCA 2002-2005
• Pediatrics Volunteer, ISJ Hospital 2004-2005
• Minneapolis Pen Pal Partner Program, Summers 2002-2004

Achievements
• John Smith Academic Achievement Scholarship 2004
• Achievement in Natural Sciences Award 2003
• Outstanding Biology Student 2002
• Dean’s List
• YMCA Big Brother volunteer 2002-2004



Skills

• An optional section where you can include 
technology skills and other important or 
unique skills that you may have to offer an 
employer such as additional languages

• Section can be placed at the end or at the 
beginning “Summary of Qualifications”



Also think a bout

• Training received
• Presentations
• Publications
• Certifications



Mak e y our r esume y our o wn!

• DO arrange your resume so that employers will see the 
most relevant information first

• DO NOT use a template

• DO revise your resume for every position if possible

• DO NOT expect to send out your first draft

• DO use categories that fit your experiences



Mor e Do’ s and Don ’ts

• DO make sure your resume has no errors

• DO NOT rely only on spell check

• DO use short phrases, not complete sentences

• Do NOT use personal pronouns such as “I” “me” “my”

• DO Use action words (page 23 of CDC Job Search 
Handbook)



Common R esume Mistak es

• Listing personal information (age, weight, 
marital status, health issues, hobbies)

• Having a resume that is too long 
• Not filling up both pages of a two page 

resume
• Continuing to list high school information 

after completing some college
• Including irrelevant information



Appear ance

• Print on heavy paper - white or light color
• Chose a readable font
• Be conservative about varying font type 

and size within your resume
• Make sure your resume is balanced on 

the page and uses the page effectively
• Be consistent in your spacing and use of 

headings



Fold y our r esume to see ho w it 
looks 
  

Illustration From the Purdue Online Writing Lab



Ref er ences

• Develop a separate sheet with names and 
contact information for your references

• Pages 26 & 74 of CDC Job Search Handbook
• Typical number of references is 3-5

– Faculty or staff members, 
– Supervisors from past jobs as well 
– Internship supervisors
– Supervisors/Mentors from volunteer and involvement 

experiences
• Start to establish and nurture relationships with 

potential references NOW, so when the time 
comes, you are prepared!



Cover Letter s

  



Cover Letter s-WHY?

• Introduces you to employers and prepares 
them to view your resume

• Demonstrates your written communication 
skills

• Draws attention to selected 
accomplishments and qualifications

• Provides an opportunity to describe an 
experience in more detail than a resume 
format may allow



Wha t do I say?

• Tailor to each employer and position
• Use the position description or job 

opening as your guide
• Whenever possible, address your letter to 

a person
• Briefly demonstrate knowledge of the 

company and your fit



Par ts of  a co ver letter

• Heading
– Your contact information 
– Date you're writing
– Address of the company to which you are 

applying. 
• Introduction

– Greeting
– Statement of who you are and why you are 

writing



Par ts of  a co ver letter

• Body or Argument
– Describe your most important skills and 

accomplishments
– Show why you are a fit for the job
– 1-2 paragraphs

• Closing
– Clarifies what you plan to do after your readers have 

received your resume and cover letter
– Salutation and signature (DON’T forget to sign your 

letter!!!)



For ma tting y our Co ver Letter

• Single-space and leave a space between each paragraph

• Leave a space between your heading (contact information) and greeting 
(such as, "Dear Mr. Roberts") and leave three spaces between your 
salutation (such as "Sincerely" or "Sincerely Yours") and typed name. 

• Sign your name in ink between your salutation and typed name. 

• Use standard margins for your cover letter, such as one-inch margins on all 
sides of the document. 

• Center your letter in the middle of the page; in other words, make sure that 
the space at the top and bottom of the page is the same. 

• Either align all paragraphs to the left of the page, or indent the first line of 
each paragraph to the right. 

From the Purdue Online Writing Lab



Thank-y ou/F ollo w-Up Letter :

First Paragraph:  Express appreciation for the interview, indicate 
the job you interviewed for, where the interview was conducted, 
and date.

Second Paragraph:  Reaffirm your interest in the job or position 
for which you were interviewed.  Cover your reasons why you 
are qualified for this position and say that you are available for 
further interviewing at their convenience.

You can also mention something you discussed with the panel or 
interviewer that was interesting or will help them to remember 
you in a positive light

Use a the same visual format as your cover letter if you type your 
follow up.  You can also write a letter by hand.



Review: Y our J ob Sear c h Mar keting 
Ma terials
• Develop your resume and have it critiqued.  You will 

want to create different versions of resumes for different 
types of positions.

• Prepare cover letters.  Cover letters should be sent with 
your resume and should also be revised for each 
position.

• You can also develop a portfolio of written work or other 
materials.

• Find some people to serve as references.  Obtain their 
contact information and possibly a letter of 
recommendation.

• Be prepared to send thank-you letters after each 
interview.



Resour ces to help y ou with y our  
J ob Sear c h Ma terials!
• Career Development Center

– Job Search Handbook
– Website www.mnsu.edu/cdc
– CDC Quick Stop 

• Monday through Thursday 12-3
– Job Search Appointments
– Extensive Career Resource Library



Mor e IMPOR TANT R esour ces

• Your faculty members have immeasurable 
connections in their field and have first-hand 
knowledge about finding employment

• Your professional network will be invaluable to 
you.  Whether you know it or not, you already 
have a network. Start letting people know you’ll 
be looking for a job soon!



Inter viewing

  



Ar e y ou ner vous?

• Nervousness is normal
• PREPARATION is key
• Techniques for calming yourself, like deep 

breathing, visualization, listening to calm 
music

• You are interviewing them as much as 
they are interviewing you



Bef or e the inter view

• Assess your strengths, experiences and skills
• Prepare and practice
• Research the organization and understand the 

requirements of the job opening
• If you are interviewing in a different state or 

community, learn about the area as well
• Think of some questions you might ask the 

interviewer/s
• Determine what you will wear



Bef or e the inter view

• Have extra resumes and any correspondence 
with the company ready to bring

• Get good directions.  Know where you are 
going, where you will park.  Do a test run

• Practice answering questions
• Get a good nights sleep
• Arrive 15-20 minutes early.  Check your 

appearance in a restroom



Wha t to w ear f or a g rea t 
fir st impr ession

• Be conservative.  Your safest bet is always 
a suit! 

• Closed shoes for both men & women
• Men-matching socks
• Women-conservative hosiery without runs
• Men-light shirt, conservative tie, clean, 

pressed business suit
• Women, clean pressed suit or tailored dress
• Minimal jewelry



Wha t to w ear :

• Clean fingernails, good grooming
• Don’t bring too much into the interview
• No perfume or cologne
• No food, gum, smoking
• Empty pockets
• Polished shoes in good repair
• Positive attitude/smile
• Men-clean trimmed head and facial hair
• Women-attractive, controlled hairstyle



Wha t NO T to w ear



Shaking Hands

• Hold the person’s hand firmly
• Pump hand three times maximum
• Maintain eye contact
• Be positive
• Avoid 

– “The Crusher”
– “The Dead Fish”



Wha t will the inter view be 
lik e?
• You may interview with one person or a panel of 

2 or more people
• Some professions will have you interview with 

different groups, make a presentation, or go to 
lunch/dinner with them.  It is okay to ask 
questions so you know what to expect.

• You need to be ON from the moment you walk 
into the building until you leave. Treat 
receptionists/secretaries with respect



Wha t will the inter view be 
lik e
• Most interviews follow a similar outline

– You will meet the interviewer/s, shake hands, and 
start to build some rapport. Be ready for the “Tell me 
about yourself” question.

– At some point, the interviewer/s will talk about the 
position and the organization.

– You will be asked a number of questions to determine 
your fit with the position and organization.

– The interviewer/s will give you an opportunity to ask 
questions. Be prepared!

– At the end of the interview, you will shake hands and 
talk about next steps.



Tips f or successful 
inter viewing
• DO act confident and prepared

• DO NOT be negative about former employers, extra-curricular 
experiences, college life, or tell hard luck stories

• DO be aware of the length and conciseness of your answers.  You 
don’t want to have your answers be too long or too short

• DO NOT inquire about salary, benefits, vacations, etc. until an offer 
has been made



Common Questions

• Tell me about yourself.
• Why should I hire you?
• What is your major strength?
• What is your major weakness?
• What would your former employers say 

about you?
• Why do you want to work here?



Common Questions

• Why did you choose this field/major?
• Where do you hope to be in 5 years?
• What were your favorite and least favorite 

subjects in school?
• Describe how you handle stress.
• Do you prefer working by yourself, or with 

others?
• Why should we hire you?



You NEED to ask questions too!

• What would a typical day be like in this 
position?

• What can I do in 5 years to ensure my 
success here?

• When and why do you have to fill this 
position?

• What is your favorite thing about working 
here?  …your biggest challenge?



Beha vior Based 
Inter viewing:

• Basic premise behind Behavior-Based 
Interviewing:  

• The most accurate predictor of future performance 
is past performance in a similar situation

• It is helpful to have prepared a career portfolio with 
specific examples of skills.  The portfolio is one of 
the best ways to prepare for behavior – based 
interviews 



STAR T ec hnique  

• Situation: Describe the situation
• Task: What was the task?
• Action: What action did you take?
• Response: What were the results?



Star Sample

• Situation: I was taking the Bio-Chemistry class required 
for my major, and I earned a C on my first test.  

• Task: C level work isn’t up to my standards, so I knew I 
needed to increase my grade.

• Action: I started a study group that met once per week to 
go over materials from class.  I scheduled in 2 hours per 
weekday to work on Bio-Chemistry work, and I talked to 
my professor during her office hours when I had difficulty 
understanding concepts.

• Response:  I earned A’s on my other tests in Bio-
Chemistry that Semester and received an A minus in the 
class.



Beha vior Based Inter view 
Questions:

• Describe an instance when you had to think on your 
feet to extricate yourself from a difficult situation.

• Give me a specific example of a time when you used 
good judgment and logic in solving a problem.

• By providing examples, convince me that you can 
adapt to a wide variety of people, situations and 
environments.

• Describe a time on any job that you held in which 
you were faced with problems or stresses that tested 
your coping skills.

• Describe a situation in which you were able to use 
persuasion to successfully convince someone to see 
things your way.



Beha vior Based Ans w er s

• Even if an employer does not ask specific Behavior 
Based Questions you can answer most questions this 
way

• If you are asked “Do you have computer skills?” or “How 
do you handle stress?” you can answer these questions 
in a Behavioral Based way using STAR.  Try it!

• One technique you can use to prepare for interviews is 
to come up with 10 different situations that demonstrate 
your skills.  Practice the STAR approach to talking about 
them.  Then you are ready to answer a variety of 
questions in an effective way.



Why didn ’t y ou get a job?

• Poor speech and 
grammar

• Looked 
unprofessional

• “What can you do for 
me” attitude

• Too much emphasis 
on salary

• Was not involved in 
extracurricular 
activities without a 
good reason

• No related experience
• Not willing to travel
• Low GPA without a 

valid reason



The J ob Sear c h

Finding Job Openings



Finding J obs

Use all of the resources available to you to find  
jobs
– Mavjobs.com 
– Job Fairs and Events
– National job listing sites-general
– Regional job listing sites-general
– Discipline or field specific listing sites
– Professional Organizations
– Targeting companies directly 
– Networking



Ma vjobs.com-the fir st tool in y our 
job sear c h toolkit!

• Local, regional, and national job and internship 
listings are posted on mavjobs regularly

• Set up your Job Agent to send you e-mails when 
related positions are posted

• Registration is easy—just go to 
www.mavjobs.com and click on students  under 
are you new to the system?



Selected job titles listed on ma vjobs.com  
since J anuar y 2004

• Production Writer/Producer/Editor
• Communications Assistant Internship
• Reporter
• Assistant Editor
• Editorial Assistant
• Magazine Reporter
• Technical Writer



Some Gener al J ob Listing Sites

• America’s Job Bank: http://www.ajb.dni.us/ 
• Get That Gig: http://www.getthatgig.com/
• Quintessential Careers:  http://

www.quintcareers.com/gradres.html 
• Nation Job: http://www.nationjob.com/
• Career Builder: www.careerbuilder.com 



Minnesota Gener al J ob Listing 
Resour ces

• JobPost: http://tigger.stcloudstate.edu/~jobpost_web/ 
• InternPost: http://tigger.stcloudstate.edu/~intern_web/
• Minnesota’s Job Bank: http://www.mnworks.org/jsli.cfm 
• Local colleges

– http://www.stthomas.edu/careerdevelopment/joblistings/ 
– http://www.hamline.edu/workshop/workshop.html 



J ob listing r esour ces r ela ted to Eng lish 
major s

• The Write Jobs www.writejobs.com 
• Creative Hotlist Jobs http://

www.commarts.com/ 
• Joblink for Journalists http://newslink.org/

joblink/
• See more links on the CDC’s Job Search 

and Links Site-- http://www.mnsu.edu/cdc/
arts.shtml   



Why look a t pr of essional or ganiza tions?

• Many organizations have websites with job 
listings

• Develop your professional network and you may 
be eligible for mentoring or special job search 
features

• Gain a vast amount of knowledge by 
participating in organizations, attending 
conferences, and getting to know people 
working in your field



Selected Or ganiza tions and 
Associa tions
• Society for Technical Communication: http://

www.stc.org/
• American Copy Editors Society http://

www.copydesk.org/index.shtml
• American Society of Journalists and Authors: http://

www.asja.org/index9.php 
• Association for Women in Communications: http://

www.womcom.org/
• American Society of Newspaper Editors: http://

www.asne.org/kiosk/careers/joblinks.htm 



Tar get Companies Dir ectl y

• Locate organizations which are of interest 
to you and connect
– Research the organization.  Why do you want 

to work there? What do you have to offer?
– Send a cover letter and a resume
– Follow up with a phone call
– Set up a job interview OR an informational 

interview



The KEY to finding a job….

• Gain relevant experience in the field 
BEFORE you start applying
– Examples of relevant experiences include 

internships, jobs, volunteering, campus and 
community involvement

• AND be prepared to communicate these 
experiences to employers effectively 



Ma vjobs.com-the fir st tool in y our 
job sear c h toolkit!

• Local, regional, and national job and internship 
listings are posted on mavjobs regularly

• Set up your Job Agent to send you e-mails when 
related positions are posted

• Registration is easy—just go to 
www.mavjobs.com and click on students  under 
are you new to the system?



Ad ditional R esour ces...

• CDC Job Search Handbook
• Job Choices
• CDC website: www.mnsu.edu/cdc/  
• Career Resource Library
• Individual appointments-call 

507-389-6061



Final thoughts--

• Focus on 
– Skills
– Achievements
– Past behavior which predicts future behavior

• ALWAYS think from the employer 
perspective

• Get RELATED experience



Your CDC Liaison

Jennifer Guyer-Wood
Career Development Center

Wigley Administration Room 209
507-389-6061

jennifer.guyer-wood@mnsu.edu
www.mnsu.edu/cdc


