
 

 

 

The Career Center 
 

Mission 
 

The College of New Jersey Career Center empowers students to excel in their chosen fields, 

―enriching the TCNJ experience and fostering the development of students as whole persons.‖ 

The Center accomplishes this by enabling students to strategically apply their academic and 

leadership experiences in the world of work, post-graduate education and the dynamic, global 

community-at-large; as well as by enhancing students‘ opportunities through building and 

maintaining meaningful relationships with employers, graduate programs and professional 

schools. 

 

 

Learning Outcomes 
 

Through the Career Center‘s premier programs, resources and services: 
 Students will be able to identify their career and/or educational goals. 

 Students will be able to effectively market themselves in the pursuit of their goals. 

 Students will be able to identify and utilize career related information in support of their goals. 

 Students will be able to professionally interact with employers, alumni, graduate programs and 

professional schools. 

 Employers, graduate programs and professional schools will gain access to highly qualified 

applicants. 

 Employers, graduate programs and professional schools will be able to market their respective 

opportunities. 

 Faculty and staff will be able to collaborate and liaison with the Career Center in support of 

students. 

 The College‘s outreach efforts to varied constituencies including prospective students and 

alumni will be advanced. 
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Use the Career Center: Shorten Your Job Search, Improve 
Your Earnings, & Increase your Job Satisfaction 
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In a study of TCNJ Graduates from 2003-2007, graduateswho used the Career Center had shorter job 

searches, higher earnings and increased job satisfaction in comparison with those graduates that had not used the 

Career Center—the more they took advantage of services the more significant the impact. Utilizing the resources 

will help you do the same. 

Career Counseling: What Will You Do? 
How Will You Get There? 

Not sure how to answer either of those questions, meet with 

a career counselor and utilize the extensive career resources 

offered in the Career Library.  
 

Career counselors meet with students to help them deter-

mine their goals, as well as develop and implement a plan 

for reaching those goals. To schedule an appointment, call 

609.771.2161. Have a quick career question or want to have 

your resume reviewed by a Career Center staff member? 

Stop by the Career Library during Drop-In Hours. Drop-In 

hours are held: 
 

M/R: 1:30-3:30pm; T: 3:30-5:30pm;  F: 10am-12pm 
 

Experiential Learning:  

Test Options & Gain Relevant Experience 
Get ahead of your competition and determine if you are in the 

right field by participating in experiential learning, such as 

student employment and internships. 
 

Student Employment 
Working on campus or in nearby non profits gives you an excel-

lent opportunity to gain relevant experience while earning extra 

cash! TCNJ Career Center fills over 2,000 positions each year. 

View and apply for on-campus jobs, and learn about the hiring 

process through the Career Center website,  

www.tcnj.edu/~career.  
 

Internships 
Employers engage interns to enable students to learn by doing, 

provide valuable functions for their organizations and try out 

potential employees. Students participate in internships to test out 

career choices, gain relevant skills and earn money, academic 

credit or both. The Career Center can help you find internship 

opportunities. (See page 9 for more information.) 
 

Job Searching: Market Yourself  
Resumes 
Resumes are your first opportunity to introduce yourself to an 

employer—make sure your resume is its most effective. Unsure 

how to begin developing your resume? Attend our Creating a  

Resume for Today’s Workplace Workshop. See the Career Cen-

ter website for times. 
 

Have a resume but need feedback as to whether it accomplishes 

all it can? Have a Career Center professional review it. Drop by 

the Career Library to have your resume reviewed during sched-

uled Drop-In Hours. 
 

M/R: 1:30-3:30pm; T: 3:30-5:30pm; F: 10am-12pm 

Additionally, the Career Center reviews the resumes of seniors 

wishing to participate in LionsLink for their full time job 

searches.  If you are a senior beginning your job search upload 

your up-to-date resume as soon as possible. See p. 15 for more 

information. 
 

Search for Jobs 
A thorough job search leaves no stone unturned. See pages 9-

16 for complete information but don‘t forget to participate in 

the following Career Center programs and services: 

 GADUATE SCHOOL, JOB & INTERNSHIP FAIRS 

 - Fall Opportunities Day—Fri., Sept. 24, 2010 

 -  Spring Career & Internship Day—Fri., Feb. 18, 2011 

 LIONSLINK – On-Campus Recruitment 

 EDUCATION INTERVIEW DAYS—Fri., March  25, 2011; Fri. 

April, 8, 2011; Thurs., April 14, 2011 

 DINING OUT IN PROFESSIONAL STYLE (networking event)  

 - Wednesday, November 17, 2010 
 

Interviewing  
Interviewing is a skill you can develop in three steps. The 

Career Center can help: 
 

Step One: Prepare  

Attend an Interviewing Techniques Workshop. Learn how to 

prepare for interviews, present yourself effectively and respond 

to questions appropriately. 
 

Step Two: Practice  

Mock interviews offer you an opportunity to practice. The 

―Perfect Interview,‖ an online interview preparation program, 

will lead you through the actual mock interview. Then meet 

with a career counselor for feedback regarding the impression 

you make in an interview and to learn to see yourself through 

recruiters‘ eyes.  
 

Step Three: Check Your Skills  

Fine tune your interviewing skills in response to employers‘ 

direct impressions of you. After participating in at least three 

LionsLink on-campus interviews, a career counselor can share 

with you employers‘ assessment of your performance on twelve 

essential interviewing criterion (see page 46). Call 

609.771.2161 to schedule an appointment. 
 

Further Study:  

Expand Your Skills & Knowledge 
Learning is a life-long process. Consider pursuing graduate 

or professional school as a way of expanding not only your 

knowledge base, but also your career options. Start by at-

tending Fall Opportunities Day (9/24/10) and graduate 

school panels.  Also consider participating in our Attending 

Graduate School workshop or make an appointment to meet 

with a career counselor. 
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Post Graduation Activity: TCNJ Class of 2009 Survey Excerpts 
 

Post Graduation Activity Summary 
Of the 1,469 graduates of the Class of 2009, 47% (691) responded. Of those respondents, 648 (94%) of the graduates were 

employed and/or attending graduate/professional school within one year of graduation. (Percentages are rounded to the 

nearest full point.) 
 

79% of the graduates were employed - 58% are employed in full time positions; 21% are employed in part time positions. 

17% of the graduates were both employed and attending graduate school. 

14% of the graduates were unemployed, but attending graduate/professional school. 

 6% of the graduates were unemployed and not attending graduate/professional school - despite a 9.6% unemployment 

rate in the State of New Jersey as of July 2010. 
 

Internship Participation  
523 (76%) of the eligible respondents indicated they had participated in an internship or practicum experience during their 

undergraduate careers. They interned in an average of 2.49 experiences for an average of 2.69 semesters/summers over the 

course of their tenures at TCNJ.  
 

TCNJ Career Preparation 
75% of the respondents indicated that they had received career advice from their faculty or department – 57% had re-

ceived post graduation career planning advice from faculty; 45% had received advice regarding internships; and, 42% 

received advice regarding pursuing graduate/professional school. 82% indicated that they had used Career Services during 

their tenure. 94% indicated that they had either used Career Services or received career advice from faculty.  76% of the 

respondents indicated that their career preparation by TCNJ was above average or excellent. 
 

Top 10 Employers - The Top Employers (based on number of TCNJ, Class of ‗09 graduates hired) were: 

1. Johnson & Johnson (9) 

2. Bank of America/Merrill Lynch (5) 

3. PricewaterhouseCoopers (4) 

4. Bridgewater-Raritan School District (3) 

4. Children‘s Hospital of Philadelphia (3) 

4. Cooper University Hospital (3) 

4. Lockheed Martin (3) 

4. St. Peter‘s University Hospital (3) 

4. University Medical Ctr at Princeton (3) 

4. WithumSmith+Brown (3) 

Salary Information 
The mean starting salary for graduates of the Class of ‗09 was $45,922 (from salary ranges); reflects a 2% increase in 

comparison with the Class of ‗08. Average salaries by School were: 

  AMM BU CS ED EG NU SC 

Average Salary $39,583 $49,933 $37,576 $46,058 $54,605 $54,721 $47,214 

Males earned an average of $4,170 (10%) per year more than females - 5% greater disparity than the Class of 2008. 
 

Disciplines with the highest reported average salaries (number reporting): 

1. BioMedical Eng. (2) $65,000 

2. Civil Engineering (5) $60,500 

3. Nursing (24) $57,708 

4. Accounting (17) $55,059  

5. Engineering Sci. (2) $55,000 

5. Math/Stat (8) $55,000 

7. El. Ed Math (7) $51,900 

8. Finance (25) $51,400 

  9. Mechanical Eng (8) $50,625 

10. Bio Sec Ed (2) $50,000 

10.  Chem Sec Ed (2) $50,000 

10. Physics Sec Ed (2) $50,000 

Graduate School Summary 
38% of the Class of ‘09 indicated that they had applied for admission to graduate/professional school during their senior 

year. Of those that applied, 44% developed a contingency plan for if they were not successful in seeking admission. 
 

31% of the graduates who responded to the survey were attending graduate/professional school; 14% indicated that though 

they were unemployed, they were attending graduate/ professional school. Through admissions data secured from the Stu-

dent Loan Clearinghouse and surveys obtained by Career Services we were able to determine that 364 (25%) graduates of 

the total Class of 2008 attended graduate school within the year after graduation. 58% of graduates indicated they plan to 

attend graduate/professional school in the future.  
 

Top Graduate/Professional Schools (based on number of TCNJ, Class of ‗09 graduates attended) were: 

1. TCNJ (60) 

2. Rutgers (38) 

3. UMDNJ (19)   

4. U of Penn (15) 

5. Seton Hall (13) 

6. NYU (10) 

7. Penn State (7) 

8. Thomas Jefferson (6) 

9. Stevens Inst. (5) 

10. Columbia (4) 

10. Drexel (4) 

10. Johns Hopkins (4) 

10. Monmouth (4) 

10. William Paterson (4) 



 

 

1st Year 
 

 Visit the Career Center and meet with a career coun-

selor to discuss majors, career fields and more! 

 Utilize a career assessment instrument to learn more 

about you. By doing this you can examine your inter-

ests, values, skills and beliefs, as well as learn more 

about how they affect your decision making. Discuss 

outcomes with a career counselor. 

 Use the on-line system Sigi3, to explore fields related 

to majors, gather information about occupa-

tions/careers and consider what your values may indi-

cate regarding a future career.   

 Become active in athletics, clubs, organizations and 

activities. Employers and graduate schools look at 

candidates who were active in college. 

 Research options for your future! Use the Career Cen-

ter‘s Library and website, Opportunity Days, Career & 

Internship Days, and "people" resources to learn more 

about career fields and industries.  

 Register with the LionsLink system. 

 Begin building your resume. Attend a Resume Writing 

workshop and come by for a critique. 

2nd Year 
 

 Get curious about what's out there. Explore fields and 

occupations! 

 Consult with faculty, counselors or alumni to identify 

specific courses that will help you prepare for the ca-

reer(s) you are considering. 

 Continue to polish your resume as you get a clearer idea 

of your area(s) of focus. 

 Gain experience through campus employment, intern-

ships or volunteer activities. 

 Internships!  Update your registration in LionsLink. 

Keep your resume current and check the system regu-

larly for internship opportunities. 

 Attend Opportunity Days and Career & Internship Days 

- conduct informational interviews and search for intern-

ships. 

 Stay involved in the TCNJ community through clubs, 

athletics, activities, intramurals, etc. 

 Gain leadership experience (e.g., become a Community 

Adviser or Ambassador, lead a committee or become an 

officer in an organization). 3rd Year 
 

 Continue pursuing research opportunities, volunteer 

experiences or internships to prepare for entry into 

your chosen field or advanced degree program. 

 Research graduate and professional school programs; 

attend graduate school panels. 

 Prepare for and begin taking necessary admissions 

exams (i.e.,GRE, LSAT, MCAT, etc.). 

 Pursue Internships! TCNJ students participate in an 

average 2.5 internship experiences to gain practical 

experience and build their networks (Class of 2009 

Graduate Survey). 

 Become more comfortable with the job search 

process by meeting with employers at Career & 

Internship Days and attending Dining Out in Pro-

fessional Style. 

 Brush up on your interviewing skills by participating 

in the Perfect Interview or an Interview skills Work-

shop. Follow it up with a mock interview to see your 

interviewing strengths and areas for improvement.  

4th Year + 
 

 Meet with a career counselor to finalize your future plans. 

 Attend Early Bird Seminar, an Intro to LionsLink Work-

shop, or complete the LionsLink on-line module/quiz. 

 Update your resume to include internship, extracurricular, 

leadership, volunteer activities or large class project(s). 

Have it critiqued by a Career Counselor. 

 Design and begin implementing a job search strategy. Job 

searches take an average of 6-9 months so begin as soon 

as possible.  

 Participate in Fall Career Week and Spring Career 

Week. 

 Apply to graduate/professional schools if you plan to at-

tend the fall immediately following completion of under-

graduate school; applications should be in by Nov/Dec. 

Note: The application process takes approximately one 

year from the time you start until you are attending gradu-

ate school. 

 Have a backup plan. Remember that this is an evolving 

process. If your first plan changes, consider what you will 

explore next. 

What You Can do to Explore Majors & Careers:   

You are the sum of your small steps! 
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College Timeline 



 

 

T 
wo of the largest decisions you face in college are selecting a major and choosing a career. To some, these deci-

sions are intertwined, but many alumni will tell you that their majors did not dictate their career paths. Though 

your choice of major can influence your career choice, it does not determine it! However, the process you un-

dergo when selecting a major and choosing a career are similar. Both require self assessment, investigation, con-

sultation, decision making and risk taking. Follow this guide when making your next major or career decision. 

Assess Yourself—Who are you? 
 

Values 
 

1. What makes you happy? ________________________________________________________________________ 
 

2. Identify three things that are most important to you (e.g., family, money, excitement, advancement, etc.). 
 

________________________ ________________________ _______________________ 
 

3. Identify three things you feel passionately about (e.g., issues, politics, helping others, etc.). 
 

________________________ ________________________ _______________________ 
 

Interests 
 

4. Identify three things you enjoy doing. 
 

________________________ ________________________  _______________________ 
 

5.  Identify three subjects you enjoy studying. 
 

________________________ ________________________  _______________________ 
 

6. Identify three things you do for fun or to relax. 
 

________________________ ________________________  _______________________ 
 

Ability, Skills, and Knowledge (ASKs) 
 

7.  What are your three greatest skills or abilities? 
 

________________________ ________________________  _______________________ 
 

8.  Name three things that you are most knowledgeable about. 
 

________________________ ________________________  _______________________ 
 

9.  In what areas do you need to improve.______________________________________________________________ 
 

 

If you have any trouble completing this section or would like to reflect further,  

schedule an appointment with a career counselor and/or visit Sigi3. 

Investigate your Options 
 

1. Identify three careers that interest you and what major you think would be most applicable to that career. 
 

Career Field       Major 
 

___________________________________  ___________________________________ 
 

___________________________________  ___________________________________ 
 

___________________________________  ___________________________________ 
 

2.  Identify three majors/careers you are considering. Indicate why the fields interest you and what information you still 

need in order to determine what major/career is right for you.  

 

 

Careers/Majors Why do they interest you? Information Needed 
 

________________________  ________________________  _______________________ 
 

________________________  ________________________  _______________________ 
 

________________________  ________________________  _______________________ 

Career Decision Making: Deciding on a Major or Career 
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 Consult with Others 
 

1. Identify family members or friends with whom you speak regularly and who know you and your interests, opinions, and 

values well. Ask them for advice and feedback on the major(s) or career(s) you‘re considering, as well as on others they see 

as suiting you. 
 

2. Make an appointment with your academic adviser and/or a career counselor. 
 

3. Meet with your academic adviser, an assistant dean of the school, and/or the chairperson or a faculty member in the depart-

ment you are considering or who may have information on the career fields that interest you. 
 

4. Talk to a student currently in the major. 
 

5. Review resources contained in the Career Library and on the Career Center website, including the Graduate Survey to see 

what others have done and viewing the Choosing a Major video. 
 

6. Use Sigi3 (available through the Career Center website). Access and explore the information and steps in Sigi3 for deciding 

on a  major. 
 

7. Conduct an informational interview! Find out more information from someone who is actually doing your dream job! 

Make a Preliminary Decision 

 

Utilize the information you‘ve gained through self assessment, investigation, and consultation to identify a few choices. Select 

three options to explore, and complete the following: 
 

You can combine career fields and majors to fulfill a multitude of interests at the same time.  

Consider a double major or pursuing a minor in one area and a major in another. 

 Major/Career 1 
_____________________ 

Major/Career 2 
_____________________ 

Major/Career 3 
_____________________ 

Personal interest related 
to this option 

   

ASKS (see page 7)

related to this option. 
   

Personal strengths re-
lated to this option. 

   

Personal weaknesses 
related to this option. 

   

Opportunities related to 
this option. 

   

Challenges to pursuing 
this option. 

   

Continued concerns/  
questions. 

   

Needed information to 

be gathered. 
   

Take a Risk—Try out your choice(s)!  
Use the information you‘ve assembled to assess the your choice(s) and test it out! There comes a time when you have to 

make a choice. you find this choice doesn‘t work out, try another option. Testing your choices involves risk. Keep in mind, 

most people will pursue multiple fields during their careers and 50% of TCNJ students change majors at least once! If  
 

 Risk ....... Taking a course in your field of interest. 

 Risk ....... Pursuing an internship and/or a shadowing experience (follow someone at work for a day). 

 Risk ....... Putting yourself in a situation where you don‘t know what you‘re doing– YOU‘LL LEARN! 

 Risk ....... Talking with someone you don‘t know. Find out what they do and how they got there! 

 Risk ....... Joining an on-campus club or participating in an activity being hosted by a club. 

 Risk ....... Becoming a leader of a club or organization. 

 Risk ....... Taking time to EXPLORE the world of possibilities out there! 
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Why should you intern? 
 

I nternships provide structured learning. Though they 

provide meaningful functionality for the employer, like 

part time and summer jobs do, the focus of an internship is 

on the professional development of the intern.  
 

Internships can be paid, for academic credit, for both pay 

and academic credit, or for experience only. Professional 

development is most important; therefore, the experience 

gained through any internship is valuable, regardless of 

payment or credit status. Some fields (e.g., communica-

tions, fashion, music, entertainment) are extremely diffi-

cult to break into without relevant experience, yet intern-

ships in these fields are for no or low pay. In these fields, 

experience IS the compensation! 
 

Use an internship to determine if a field is right for you 

and to gain relevant experience that will 

enable you to move effectively into your 

chosen field. Employers use internships 

to ―try out‖ students for permanent jobs - 

many employers hire their interns into 

permanent jobs after graduation!  

 

How do you find an internship? 
 

S tudents often begin interning in their 

sophomore year; however, it is never 

too early (or too late). The internship 

search process is similar to a job search - time consuming, 

lengthy and sometimes frustrating! Competitive and na-

tional internships (e.g., Late Show with David Letterman, 

Goldman Sachs, NFL, Habitat for Humanity, and US Con-

gress), often have deadlines in early fall for summer op-

portunities.  
 

Start your search at least a semester prior to your targeted 

start date. Utilize the ―Job and Internship Search‖ section, 

(pgs.10-11) for search tips as well as the following : 
 

LionsLink - TCNJ‘s recruitment system provides 24 hour 

access to job postings and the opportunity to submit to over 

500, regional, state or national internships from organizations 

interested in recruiting TCNJ students. See LionsLink - 

TCNJ‘s On-Campus Recruitment Program, (p.15) for details 

on enrolling.  
 

Career Library - Internship directories and three computers 

are available among the 500 resources in the Career Library. 
 

Student Employment System - Opportunities to gain relevant 

experience and earn cash exist on-campus. Check the Student 

Employment System www.tcnj.edu/~career/studemp) for 

more information. 
 

Networking - Build your network by participating in campus 

organizations, events (Opportunit Day, Career & Internship 

Day, Dining Out In Professional Style), as well as talking to 

faculty. See‖ Job & Internship Search—Step 3‖ (p.11) for 

more networking tips.y 

Credit Bearing Internships:  
How are internship credit/units awarded? 

D epartmental internship coordinators assign aca-

demic credits for internships. They can assist in 

identifying the number of credits available and the re-

quirements. Typically departments require students to 

complete three steps: 
 

1. Write a proposal through the department. 

2. Submit a completed Internship Site Coordinator/Employer 

Agreement Form  

3. Submit a completed Internship Form located on the Records 

& Registration site: www.tcnj.edu/~recreg/forms.  
 

Internship site coordinators may require you to complete 

additional forms. Speak with your departmental intern-

ship coordinator to determine departmental procedures. 

 

What if I leave a credit  bear-
ing internship before it ends? 
 

L eaving a credit bearing intern-

ship is essentially the same as 

withdrawing from a course. Consult 

with Records and Registration to 

complete the process. Remember to 

handle yourself professionally and 

give proper notice to the employer. 

 

Additional Resources at TCNJ! 
 Undergraduate Global Programs Office - 

www.tcnj.edu/~goglobal/undergrad.html  

 Bonner Center for Civic & Community Engagement 

www.tcnj.edu/~bonner/ 

Internships:  Putting Your Learning Into Action 

Employers reported that 53% of their new hires from the 

class of 2007 were from their internship programs. 
 

- NACE Research:  2007 Experiential Education Survey 

Make the Most of Your Internship: 
 Be prompt, enthusiastic and flexible! Demonstrate a strong 

work ethic. 
 

 Keep lines of communication open with faculty and your 

supervisor. Schedule regular meetings with your supervisor 

and set up a time for an evaluation. 
 

 Interview an executive of the organization. Gain informa-

tion on their career path, memberships to professional or-

ganizations and major competitors. 
 

 Keep a journal of your experiences and a record of your 

work, achievements, reports and recommendations related 

to this experience.  
 

 Obtain written references 2-3 weeks prior to the end date. 

Experience IS the best compensation! 

Written and designed by The College of New Jersey Career Center, 2010 

9 

 

J
O

B
 &

 IN
T

E
R

N
S

H
IP

 S
E

A
R

C
H

 



 

 

 

J
O

B
 &

 I
N

T
E

R
N

S
H

IP
 S

E
A

R
C

H
 

Job & Internship Search: How do I find one? 

T he successful job or internship searcher knows who he is and what he wants, knows about the world of work 

and specifically about the industry(ies) he is pursuing, creates a plan, and pursues it diligently! After complet-

ing the Exploration section (pp. 6-8), you should have a better sense of the world of work, as well as who you are 

and what you want. Now it‘s time to create your job search plan. By following a plan, you will be able to conduct 

a thorough and effective job search. 
 

STEP 1: Ask Questions! 
 

1. In what size organization are you interested in working?  ___ No Preference   ___ Large   ___ Medium   ___ Small 
 

2. Are there any geographic limitations to where you will work? 
 ____ No, getting the right position is the most important thing! 

 ____ Yes, there are personal considerations that will limit me. I am limiting my search to __________________________ 
 

3. Consider the employers who hire people in your field of interest. 
 Employ people in your field (Check all). Rank order your interest in this setting. 

 ____ Corporations ____ 

 ____ Firms/Agencies ____ 

 ____ Non-Profit Organizations ____ 

 ____ Government Agencies ____ 

 ____ Educational Institutions ____ 
 

STEP 2: Identify targets. 

Identify the employers you‘d like to pursue. Those with posted job openings and those you would like to deter-

mine whether or not they have current openings. Start with on-line and print resources available through the Col-

lege Library and the Career Center Library. Information can be found in a number of places! Plan to target a mini-

mum of five (5) employers per week. 

 

Using TCNJ Career Center Library/Print Resources 
 

The internet is the most popular job/internship search tool, but 

print resources are also valuable. You‘ll find these books and 

many more in the Career Library: 
 

 Find more information on cover letter and resume writing, 

along with networking and interviewing strategies: 

 -The Everything Cover Letter Book 

 -Resumes for Dummies 

 -The Networking Survival Guide 

 -Acing the Interview 

 Learn more about industries, companies & organizations: 

 -US 1 Business Directory  

 -Hoover's Handbook of World Business  

 -Hoover’s Handbook of  Emerging Companies 

 -Vault Guidebooks 

 -US Directory of Entertainment Employers 

 Research internship information and options: 

 -National Internship Guide 

 -The Internship Bible 

 -Scoring a Great Internship 

 Discover information regarding global and international 

opportunities: 

 -Opportunities in Overseas Careers 

 -The Big Guide to Working and Living Overseas 

 -Job Surfing—Working Abroad 

 Don‘t forget the newspaper! It is still a useful tool for job 

searching! 

 

Using Internet/Online Resources 

 

 Research industries, companies, organizations, market 

trends, salaries, resume & cover letter information. 

 Post a resume and contact companies.  

 Locate opportunities locally and around the world. 
 

Places to start: 

TCNJ‘s LionsLink Careerbuilder.com 

Monster.com  Idealist.org 

USAJobs.gov ScienceCareers.sciencemag.org 

EngineerJobs.com RileyGuide.com 

Vault.com Science.org 
 

Accessible through Career Center website: 

ArtJobOnline JobsforGraduates 

ArtSearch Jobs for Liberal Arts Grads 

Entertainment Jobs LionsLink 

Internships-USA ScienceJobs.gov 

Jersey Intern Wall Street Journal 
 

Words of caution! 

Remember, the web is a tool.  

 Don‘t spend all your time searching the ―abyss‖ of 

postings on large sites. Develop a routine, limit your 

time and then move on to more specifically targeted 

sites and/or, better yet, face-to-face contacts!  
 

 Don‘t expect large job sites to do the work for you. 

You need to build your network and foster relation-

ships to be effective. 
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 Job & Internship Search (Continued): 
STEP 3: Network!  

N etworking entails talking with people about what they do and what you wish to 

do, listening to their story, learning more about their careers, and asking for 

advice and/or help.  

 

80% of US jobs are obtained through networking! Networking both feeds on and feeds 

into the job search itself. As you identify employers and job openings, networking will 

help you to maximize your opportunities.  
 

 Phase One—Tell people (anyone who will listen to you!) that you are looking for a 

job or internship and ask for advice. As people hear about openings, you‘ll be on 

their mind! The people in your life are the first part of your professional network.  
 

 Phase Two—Join professional associations, attend Career Days and participate in 

networking events. As you meet people, go beyond asking about openings—get to 

know them and what they do while also communicating your career interests. Even people outside of your industry or career 

field have valuable advice to offer. 

 

 Phase Three—Utilize social networking sites to expand your professional network. There are hundreds of social networking 

sites now accessible on the web. Utilize Facebook, LinkedIn, and others to meet people in your field. Additionally, profes-

sional recruiters frequently tap into these sites to locate new talent and gather information about applicants.  

 List the sites you belong to: ____________________________________________________________________________ 
 

 ___________________________________________________________________________________________________ 
 

 Take Inventory! How many total connections do you currently have through these sites?  #__________    

 Each one of these connections is part of your network! 
 

At the end of every networking interaction, ask the person you‘re speaking with if they can recommend someone else with 

whom you should speak.  

Networking Events 
 

 Fall Career Week, 9/20-24 
 

 Dining Out in  
Professional Style 

 

 Spring Career Week, 2/14-18 
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What you need to know about social networking... 
BE PROFESSIONAL—Employers use these sites to research applicants. Consider this as you build your profile. 

Delete pictures that may be viewed as unprofessional. 
 

REMOVE ALL personal information—This is the internet and literally anyone can view this information. 
 

MAINTAIN COMPLETE PROFILES—It is critical that your profile be current and  complete. A half-completed 

profile tells employers you aren‘t serious about your search. 
 

CONSIDER FEES—Some sites may ask for a fee, but be sure you want or need to pay before proceeding. (FYI: You 

should not have to pay to use sites such as LinkedIn. The first membership level is free and highly effective.) 

STEP 4: Apply for jobs and internships! 

A fter researching and discovering job openings and beginning to network, start applying! Follow these easy instructions for 

applying to posted job opportunities. Apply to any and all positions for which you are qualified! 
 

1. Update your resume. Include recent jobs, projects or experiences relevant to your field. See resume examples, pp 19-32. 

2. Have a cover letter for each position for which you are applying, see cover letter examples, pp. 33-36 

3. Create or update a professional references sheet including 2-4 references, see references sheet example, p. 36.  

3. Make sure to save your cover letter, resume, and reference sheet as an Adobe PDF file so that the formatting does not 

change when sending it electronically. 

4. Fill out any online applications that are required. 

5. Upload all necessary documents to the company‘s website or email/US mail it to the appropriate contact person to com-

plete the application process. 

6. Follow up on your application status after about 2 weeks with a friendly email! 

7. TIP: Keep track of any correspondences with employers by using the Employer Contact Log Sheet on the back of this 

page. 
 

*P.S. Effective job and internship seekers know the truth—there is no ONE way to look for a job! 

Use ANY and ALL means available to you. 

Written and designed by The College of New Jersey Career Center, 2009 
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Job Search Contact Log 
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 EXAMPLE:   Hello! My name is Mary Smith. I am a senior 

journalism major. I am the Editor of the Signal, TCNJ‘s newspa-

per. I‘m seeking a full time position utilizing my editing skills 

and experience. I am extremely organized, efficient and deadline 

oriented. I became interested in your organization through the 

information provided on your website. Can we discuss the op-

portunities available for someone with my qualifications?   

Career fairs provide you the opportunity to meet several employers in one shot. They are time effective methods of initiating 

relationships with a number of employers.  
 

Reasons to attend a career fair? 
• To develop networking contacts • Gain information about career options 

• Determine the demand for someone in your field • Learn about specific employers 

• Discover opportunities available at specific organizations • Identify and research training program(s) 

• Ask what ―a day in the life‖ is like, in a certain position • Learn about career paths in a company 

• Apply directly for an internship or fulltime position 
  

Maximize your time—Plan Your Day 
1. Visit the Career Center web site for a listing of the organizations attending Fall Opportunities Day and Spring Career & Intern-

ship Day. A preliminary list is available 7 days prior to the event. Check for updates the day of the event. 

2.  Identify organizations that you would like to visit and learn more about. List them on this chart and fill out the information as it 

becomes available—through research or at the event (make additional copies as needed). 

3. Prepare to introduce yourself! Prepare a one minute ‗commercial about YOU! Briefly describe your background and what you 

are looking for. Relate your education, experience and skills to the employer‘s needs. 

 

 

 

 

 

 

 
 

What to Bring 
 Resumes: Multiple copies of a professional resume detailing your education, experience, skills and campus and commu-

nity activities. If possible, have your resume critiqued by a Career Center staff member. (NOTE: Cover letters are not nec-

essary as you are hand delivering your resume.) 

 Blank paper and a pen to take notes on the employers with whom you speak. 

 The next page! Keep record of the employers in which you are interested. 
 

How to Dress  
 Women: A conservative, tailored business suit is most appropriate—just as you would wear to a job interview. But, a skirt and 

blazer or a conservative business dress or pant suit are also appropriate. 

 Men: A conservative, tailored business suit is most appropriate—just as you would wear to a job interview. But, a buttondown 

shirt, tie, sport coat and nice slacks are also acceptable. 

 Neat, comfortable, professional shoes—with socks or stockings are appropriate. Remember you will be on your feet for a while 

so make them comfortable (NO SNEAKERS). 
 

The Day of the Fair 
 

 Brainstorm questions for the organizations you researched. They stimulate conversation and help you learn more about their 

organization or industry. 

 There may be employers with lines of students waiting to speak to them. If time is short, go to the employer with a line last. 

Typically employers will stay until they have met with everyone on line, but the employer without a line may leave.  

 All representatives should have business cards—take one! If not, make sure you secure the name and title of each person you 

speak with and verify the contact person for future reference. 

 Make notes regarding discussions with representatives. 

 Send thank-you letters to employers within 2-3 business days. 

Save the dates!   Fall Opportunities Day - September 24, 2010, 
Spring Career & Internship Day - February 18, 2011 
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Graduate School, Job and Internship Fairs:  
Career & Internship Days! (a.k.a. Career Fairs)   
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LionsLink: The Ins & Outs of TCNJ‟s On-Campus Recruitment Program  

 

LionsLink, powered by NACELink™, is a web-based system connecting students and employers. With 

over 400 full-time, post-graduation and internship opportunities posted annually, LionsLink allows TCNJ 

students to identify job and internship openings specifically targeted towards them, submit resumes, 

schedule interviews and sign up for presentations.  

WHO CAN PARTICIPATE? 
Full-time, degreed opportunities: TCNJ students completing 

their degree in December 2010, May 2011 or August 2011. 
 

Internships: TCNJ students with 8 credits or more.  
 

SET UP AN ACCOUNT/UPDATE PROFILE 
1. Visit the Career Center website, www.tcnj.edu/~career. 

2. Select the LionsLink Student Log-in. 

3. Use your UNIX username and password to log-in. 

4. Complete the profile screens. Required fields are indicated in 

red. Only you & the Career Center can view your profile. 
 

STEPS TO ACTIVATION: 
Seniors/Graduating Students:  
1. Complete/update your profile. 

2. Upload a resume into the document section. Prior to activation 

into the recruitment system, all graduating students must have 

one resume reviewed and approved by Career Center staff. This 

review occurs within 3 working days of your uploading the first 

resume. NOTE: Though you may have up to 10 documents in 

the system, only one resume will be reviewed by the Career 

Center. This resume will appear in the Documents section as 

“Reviewed.”  

3. If the resume is not approved, make the suggested changes and 

meet with a career counselor, during open hours or individually. 

After this meeting occurs your account will be activated. 

4. Be sure that you upload the new/edited version BEFORE delet-

ing any resumes on the system. 

5. Begin searching and submitting your resume to opportunities 

under the “Jobs & Internships” tab.  
 

First Year, Sophomores and Juniors (Internships Only):  
1. Complete/update your profile. 

2. Upload a resume into the document section. 

3. The Career Center will activate** your profile within 1 business 

day of the upload. 

4. Begin searching and submitting your resume for internships. 
 

** Activation acknowledges receipt of your resume and enables 

you to use the system, it does not signify approval of your resume. 

For feedback on your resume visit the Career Center during  Drop 

In Hours (see p. 4).  
 

UPLOAD YOUR RESUME 
You are permitted up to 10 documents (resumes, applications, 

cover letter or transcripts) in the system.  

Update your resume or complete the document. 

Upload it through the ―Documents‖ section. Assign each re-

sume an easily identifiable name. NOTE: Verify that you don‘t 

have a blank second page when you upload. 

When adding and deleting resumes, ADD first then delete.  

SEARCH & IDENTIFY OPPORTUNITIES 
 Go to ―Jobs & Internships‖ tab & select ―LionsLink Jobs.‖ 

 Search in various ways, including search ―All Interviews‖  

for all OCR events. 

Review the job description located on the right side of the 

page in the Application Status section. Select a version of 

your resume from the drop down and click the submit button. 

Note: You are required to attend all campus interviews for 

which you submitted resumes and are selected.  
 

“ALERTS” - AFTER APPLYING 
The ―Alerts‖ section appears under the ―Quick Links‖ section of 

your account when the employer selects you to interview. Alerts 

leads you to the interview sign up.   
 

INFORMATION SESSIONS 
Employers may hold pre-interview or information sessions to in-

form prospective candidates of position details and company cul-

ture. To locate these, select the ―Events‖ and ―Information Ses-

sion‖ tab. Whether an employer is holding a session is stated in the 

description. Note: Pre-selected candidates must attend these ses-

sions—sign-up is required.  
 

ON-CAMPUS INTERVIEWS 
Interviews are typically 30 minutes in length, but may vary, and 

are held in the Career Center, with the exception of  education 

interviews which are held in the Brower Student Center.  

On-Campus Recruitment Tips: 

 When adding and deleting resumes -  ADD FIRST.  

 Job codes: “P”= PreSelect (on campus interview),  “O”= Open 

(employer open to interview all applicants), “C”= Resume Collect 
(employer contacts you directly). 

 Review opportunities daily. 

 Once you submit a resume through Lionslink, if selected you MUST 

interview. 

 Research employers prior to interviews. 

 Be sure to follow up with a thank you email. 

 Inform the Career Center if you accept a job offer. 

 Etiquette and professionalism counts! 
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Graduating Education Majors Only:  
To accommodate school districts‟ hiring needs and student teach-
ing schedules, Education Interview Days (EID) are compressed 
into three days (3/25, 4/8, 4/14) in the spring.  
  All interviews are held in the Student Center.  
  All graduating Education students will receive EID information 

at the end of the fall semester from the Career Center. In addi-
tion, information will be on our web site. If you do not receive 
information and believe you are eligible, please contact the 
Career Center. 



 

 
On-Campus Recruitment – What to expect! 

Do You Know Your Rights? 
As you engage in the job search process, you can expect the following: 

An Open & Fair Process  
 

Students can expect: 
. . . to be treated honestly and fairly.  

. . . accurate information from employers.  

. . . to be evaluated in adherence to all equal opportunity 

and affirmative action standards.  

. . . employers to make job offers in good faith and to not 

rescind unless an extreme situation emerges (e.g., a 

change to the candidate‘s eligibility status or the elimi-

nation of the position). 

. . . the Career Center to provide students with equal access 

to all opportunities.  

. . . the Career Center will not influence employer deci-

sions. 
 

Employers can expect: 
. . . students to accurately present their interest.  

. . . students who accept job offers to not renege on an ac-

ceptance unless an extreme situation arises (e.g., per-

sonal/family illness that negates relocation or travel). 

. . . the Career Center to provide all employers that meet 

program guidelines with equal access to students. 

. . . the Career Center will not advocate for one student or 

employer over another. 
 

The Career Center expects: 
. . . recruiting students to give the opportunities for which 

they apply full consideration. 

. . . students and employers to follow the rules of the TCNJ 

Recruitment program. 

 

Integrity & Confidentiality  
 

Students can expect: 
. . . employers and the Career Center to keep candidate 

information confidential. 
 

Employers can expect: 
. . . students to not share information about employers‘ re-

cruiting processes with other employers. 

. . . students to present their qualifications for a position 

accurately. 

. . . students will request reimbursement of reasonable and 

legitimate expenses incurred in the recruitment process. 
 

The Career Center expects: 
. . . employers and students to present themselves honestly. 

. . . students who submit resumes for through on-campus 

recruitment and are selected to interview, will interview.  

 
 

A Timely & Thorough Process 
 

Students can expect: 
. . . employers to provide and adhere to a search process 

timeline, including deadlines and decision dates 

. . . to be made aware of changes to the timeline. 

. . . reasonable time to make a decision on a job offer—a 

―reasonable‖ timeframe is a few days to a few weeks. 
 

Employers can expect : 
. . . opportunities to be approved and posted in a timely 

fashion. 

. . . to receive resumes and interview schedules from the 

Career Center on schedule. 

. . .  students scheduled for interviews to arrive on-time 

and prepared for the interview. 

. . .  students who are offered positions will respond in an 

agreed upon timeframe.  
 

The Career Center expects: 
. . .  timely responses from students and employers. 

. . .  students and employers to arrive for interviews on 

time and prepared. 

. . .  students to adhere to the first-come-first-served policy 

for scheduling interviews. 

. . .  that should students fail to schedule interviews during 

the signup period, they will accept the interview time 

assigned to them. 

. . .  students and employers to inform Career Center staff 

when emergencies arise requiring interview schedule 

changes. 

. . .  to make or be informed of all on-campus interview 

schedule changes.  

 

 

 
 

 
 

The Career Center is committed to  
providing an exceptional recruitment process  

through which students and employers  
can explore future opportunities.  

Do not hesitate to contact us  
if we can assist you in your search.  
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To Attend or Not to Attend—When?? 

D eciding whether or not to pursue further study and when 

can be difficult. Is it right for you? Go now or take time 

off? Consider your options and your goals before committing 

to pursuing a graduate degree. Research your future career 

and potential programs to support these goals. Discuss it with 

a faculty member, career counselor, close friend or adviser. 

 

Selecting a Graduate or Professional School   

D etermine the appropriate degree (i.e., doctoral, profes-

sional or masters) for your long term goals. Rankings 

(e.g., US News and World Reports) are available to help you 

identify leading programs, but view them with a critical eye. 

Do you value their criterion? Consider whether schools pro-

vide research opportunities and offer the experiences needed 

to succeed. Contact programs to learn of the opportunities 

connected to them. 
 

Devleop a list of the things that are most important to you - 

that you won‘t compromise (e.g., the time span expected to 

complete the program). As you begin researching keep these 

deal-breakers in mind.   

 

Financial Aid for Graduate School 

T here is no central site for financial aid information, but 

MONEY IS OUT THERE!! To find it, utilize print and 

online resources, visit the Career Library and speak directly to 

the schools. Try to visit them. Ask questions of the professors, 

the department, the school, etc. This will help you learn about 

financing options and check out the program. Financial Aid 

terms you should know: 
 

 Free Application for Federal Student Aid (FAFSA) - Government 

aid, available in limited quantities. Forms can be found at: 

www.fafsa.ed.gov/ 

 Grant, Scholarship or Fellowship - A monetary award offered by 

an academic department, university or outside organization. The 

money does not have to be repaid or worked off, and is typically 

based on merit and/or need.   

 Assistantship - An opportunity to work at the university in ex-

change for a stipend, salary and/or tuition waiver. Ask the depart-

ment or program to which you are applying about specific assis-

tantships (teaching, research or graduate).   

 Loan - Money borrowed requiring repayment beginning shortly 

after completing or stopping graduate work.   

Application Timeline   

T ypically one year elapses from the time you begin re-

searching programs to the day that you start graduate 

classes. If you plan to attend the fall after graduation, begin 

the application process the summer between your junior and 

senior years. Deadlines range from late fall to early spring.   

 

 

Personal Statement or Essay  

M ost applications require an essay or personal statement. 

Begin conceptualizing and writing EARLY. Career 

counselors can provide a critique (by appointment) of your 

essay or visit the Writer‘s Place. Consider these tips: 
 

Plan to write multiple drafts—allow for time. 

Read questions carefully. Answer the exact question(s) asked. 

Be original in your approach but do not use gimmicks. 

Have several people, including a professor and/or the Tutoring 

Center, give you feedback.  
 

 

Graduate and Professional School:  
Deciding, Applying & Financing 

COST! —Both applications and tests have fees (e.g., $50 
- $200). Keep this in mind when you’re budgeting. 

Essays provide an example of a candidates writing 

skills, assess the candidate’s strength in the program 

and identify what a candidate adds to the field. 
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Narrow your options to one specific program type, such as a Mas-

ters degree in ____________________.  

Identify where the faculty focused on your interest areas work? 

What are you able to invest? What financing options does the 

school offer? Can you identify other sources? 

Do you plan to work while in school or attend school full time? 

Where will your GPA & test scores enable you to be competitive? 

Do you want a program that focuses on research or practicum? 

Where do you want to live  both during and after your program?  

Where have past graduates secured employment? Does the pro-

gram assist graduates in securing employment? 

Considering Further Study . . . . . 

TCNJ Campus Contacts 

Pre-Med Advisor: Dr. Marcia L. O'Connell, Chair, 771-2879, 

moconnel@tcnj.edu 
 

7-Year BS/MD Program: Dr. Dennis Shevlin, 771-2246, 

shevlin@tcnj.edu 
 

Pre-Law Advisory Committee: For a list of advisors see: 

http://www.tcnj.edu/~culture/prelaw/index.html 
 

Nationally Competitive Scholarships & Fellow-

ships:  Dr. Nancy Freudenthal, 771-2720, freu-

dent@tcnj.edu 



 

 

Medical school interview prep: 
http://interviewfeedback.com/ 

Standardized Tests 
Testing  information can be found on–line. 

 Education Testing Service – www.ets.org 

 GRE – Graduate Records Exam – www.gre.org 

 MCAT – Medical College Admission Test – www.aamc.org/mcat 

 GMAT – Graduate Management Admission Test – 

www.mba.com/mba/thegmat 

 Association of American Medical Colleges – www.aamc.org 

 AMCAS – American Medical College Application Service (see 

www.aamc.org) 

 LSAT & LSDAS – Law School Admission Test/Law School Data 

Assembly Service – www.lsac.org 

 Kaplan– Test prep courses and materials www.kaptest.com 
 

Interview 
Many programs require an interview. See Interviewing Section, 

pgs.39-46 for assistance. Mock interview appointments are avail-

able through the Career Center. 

 
 
 
 
 

 
 

Resources 
General Search Sites: 

 Universities.com  

 GRADSCHOOLS.COM –  www.gradschools.com 

 petersons.com 

 princetonreview.com 

 embark.com 

 U.S. News & World Report‘s List of Top Schools -  
 grad-schools.usnews.rankingsandreviews.com/best-graduate-schools 

 Middle States Association of Colleges and Schools - 

www.msache.org 

 The American Association of Colleges for Teacher Education – 

www.aacte.org 

 Council of the Great City Schools – www.cgcs.org 

 Medical school interview prep - http://interviewfeedback.com/ 
 

Financial Aid Sites: 

 Finaid - www.finaid.org/fafsa/  

 FAFSA - www.fafsa.ed.gov/ 

 FSA - http://studentaid.ed.gov/  

 Fastweb. Com - www.fastweb.com  

 Accessgroup - www.accessgroup.org/ 

 Ventures Scholars Program—www.venturescholar.org/ 
 

And visit the Career Center for print resources. 

Community colleges offer low cost prep courses for 

GRE, MCAT, MBA and LSAT.  Commercial courses 

may offer financial assistance, if asked. 
 

There is $$ out there for taking exams —ask around! 
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We are looking to recruit bright, self-motivated, recent college graduates to become an Inter-
national Planning Alliance Financial Representative (FR). You will begin in our C4 Training 
Platform with recent college graduates just like you! 

International Planning Alliance, LLC (IPA), a General Agency of The Guardian Life Insurance Company of 
America, offers you a winning formula for future success - a career opportunity with virtually unlimited 
financial rewards! 

NEW JERSEY OFFICE LOCATIONS IN FAIRFIELD & SHREWSBURY 

 

Send your resume to or contact: 

CHRISTINE CLERICUZIO  
Recruiting Director  

CCLERI@PLANNINGALLIANCE.COM   DIRECT: 732-687-2509  
  

Explore your career opportunity with a proven leader:  
 International Planning Alliance, LLC  

1040 Broad Street, Suite 2, Shrewsbury, NJ 07702 



 

 

 

W inning resumes stand out from the others that land on employers‘ desks 

and get you interviews! You can achieve this by presenting your educa-

tion, experience and abilities in a positive, professional and inviting manner. 

Convey the successes you experienced in your work, school and activities, as 

well as your eagerness to join their field through your resume.  

Start With The Basics: 
Winning resumes include the following sections and/or adhere to the following standards. The resume is organized 

based on its relevance to the type of work you desire (i.e., most relevant to least relevant). To get started, simply fill in the 

information below. Note: Templates are confining and may result in your resume looking like one of many. Refer to the resume exam-

ples in this book and create a resume that is uniquely yours! 
 

The Content of Your Resume 
NAME AND COMPLETE CONTACT INFORMATION 
 

Contact information should include your name, address, phone number, and professional e-mail; name should appear first. 

 

OBJECTIVE STATEMENT 
 

1. Name the position you seek (e.g., account executive): ________________________________________________________________  
  

2. Name the field in which you plan to work (e.g., advertising): __________________________________________________________  
                

3. List 3 overall skill areas you offer an employer in this field (e.g., creativity, writing skills and administrative skills):  
 

               
 

4. Put them together in one statement (e.g., To obtain an advertising account executive position using creativity as well as strong writing 

and administrative skills): ________________________________________________________________________________ 

 

EDUCATION 
 

1. In reverse chronological order, (i.e., most recent to least recent), list the colleges/universities you have attended, as well as their loca-

tions and your graduation months and years (e.g., The College of New Jersey, Ewing, NJ, May, 2010):  
 

 ____________________________________________________________________________ 
 

2. Indicate the degrees, majors and minors you expect to earn (e.g., Bachelor of Arts in Mathematics):  
 

____________________________________________________________________________ 
 

3. If academic grade point average is 3.0 or above, provide: _____________________ 
 

 If your overall GPA is not, determine if your major GPA is 3.0 or above and provide: ________________ 

 

HONORS 
 

1. List honors and awards (e.g., Dean‘s List, Edward J. Bloustein Scholar, Mary McLeod Bethune Book Award):  
 

  _______________________________________________________________________________________ 
 

      

2. List Conference Presentations or Literary Awards (e.g., Psychology Association Conference Presentation: ―Perception of Significance 

of Drivers License Acquisition among Teens Aged Sixteen and Seventeen‖): 
 

 ______________________________________________________________________________________ 

 

CERTIFICATIONS 
 

1. List relevant certifications or licenses (e.g., Certificate of Eligibility with Advanced Standing, Elementary Education,  

 State of New Jersey, Summer 2010): 
 

 _______________________________________________________________________________________ 

Written and designed by The College of New Jersey Career Center, 2010 
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Resume Writing: How to Prepare a Winning Resume 



 

 The Content of Your Resume 
 

EXPERIENCE 

Experience makes you SHINE!!! It‘s not just where you were but the skills you gained! It comes in many different forms and 

is different for everyone.  
  

Full-time, part-time and summer work, internships, assistantships, volunteer work and military experience can be included here. Experience 

may be divided into several categories. For example, TEACHING EXPERIENCE or COMMUNICATIONS EXPERIENCE followed by 

RELATED or WORK EXPERIENCE, tailor the structure to highlight your most related experiences prominently. 
 

1. Within each category, in reverse chronological order, include: title, name of employer or organization, location of employer and dates of 

employment (e.g., College Ambassador, The College of New Jersey, Ewing, NJ, September 2008 to Present, or Cashier, Barnes and 

Noble, Princeton, NJ, 2008 to Present): 

 __________________________________________________________________________________________________ 
 

2. Describe skills and accomplishments you developed through each position. Use action verbs to begin descriptions (see p.22 for list of 

words) (e.g., Provide campus tours, host open houses and contact alumni for fundraising activities). 

 

 __________________________________________________________________________________________________ 
 

 __________________________________________________________________________________________________ 
             

ACTIVITIES 
1. List your campus, professional & volunteer organizations; indicate positions you hold/held (e.g., President, Union Latina, TCNJ, 2009-

Present): 
 

 ___________________________ ___________________________ ___________________________ 
 

2. For your leadership experiences, showcase the skills you have developed through your activities (e.g., Utilize effective communication, 

organizational and conflict resolution skills to run the organization). 
   

 __________________________________________________________________________________________________ 
 

SKILLS 
1. List skills relevant to the position you are seeking (e.g., Fluent in Spanish, Proficient in Microsoft Excel & Access). If you are in a tech-

nical or scientific field, this section should be a major focus of the resume. 
 

 ___________________________ ___________________________ ___________________________ 
 

REFERENCES 
If space permits, you may include ―References available upon request,‖ at the bottom of your resume. Prepare a separate page and list the 

name, title, and contact information for 3-5 individuals who agree to serve as references on your behalf. (See p.36 for example). 
     

ELECTRONIC RESUMES 
Posting Your Resume: A number of electronic sites offer services to customers on both sides of the job search process - employers and job 

seekers. When posting to these sites or submitting directly to companies through their websites, keep in mind, organizations track and sift 

through incoming resumes using 'key words'.  Key word searches require applicants to use industry language (the technology and skills of 

your field) in your resume. Utilize print and on-line resources (e.g., Sigi3), as well as your network, to identify the ―key words.‖ 

. . . ADDITIONAL TIPS 
 

 Make sure to proofread and use spell check.  Have 

the Career Center review your last draft.  
 

 Print on white or eggshell bond paper. Use this 

same paper for all of your hardcopy correspondence, 

including cover letters, thank you letters and your 

Reference Sheet. 
 

 Consider your own ―letter head‖! Use the same 

heading (name, contact information) for your re-

sume, cover letters, thank you notes and reference 

sheet. 

When sending your resume electronically: 
1. Save your resume into a plain text version (i.e., 

no bold, italics or columns), in addition to the 

formal version. 

2. Provide a descriptive subject line. 

3. Write a cover letter in the text of the e-mail. 

4. Copy/paste your plain text version immediately 

below the text of the note, in the body of the e-

mail.  (Attachments will not always be opened 

by receiver.)  

5. Attach a formatted copy of resume in your regu-

lar format. 

Written and designed by The College of New Jersey Career Center, 2010 
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Content 
 

Your resume should market YOU, your skills and your ex-

perience effectively! Promote and personalize it by demon-

strating the following: 

 

 Exclude personal information such as age, gender, marital 

status, national origin, health status or reference names. 
 

 Do not include ―I‖ or any first person pronouns. 
 

 Include an ―Objective‖ or ―Summary‖ that highlights your 

skill sets and/or the job title or industry you seek. 
 

 Include your degree, graduation date, major, college, and 

city, state consistently.  
 

 Exclude high school information after your second year in 

college. 
 

 Include community service/volunteer/campus leadership 

involvement. 
 

 Include descriptions and/or achievement based statements 

beginning with action verbs (see p. 22).  
 

 Describe relevant skills you‘ve gained through experi-

ences such as employment, activities and volunteerism. 
 

 Include the position title, city, state and start/end dates 

consistently 
 

 Describe your experience working both in teams and inde-

pendently. 
 

 Show your position and industry knowledge by using lan-

guage specific to it and technology/equipment familiarity. 
 

 Remember to highlight: 

 foreign study in which you participated  

 language proficiency/fluency 
 research/project-based work.  

 

Form 
 

 Margin standard: between ½ - 1 inch. Opposing side  

margins (left to right, top to bottom) should be even. 
 

 Include contact information: your name, address, tele-

phone number, and a professional e-mail address. Put 

your name first.  
 

 Headings or the first letter of each word in the headings 

should be consistently capitalized.  
 

 Within each section, items should be in reverse chrono-

logical order (most recent to least recent).  
 

 All formatting should be consistent (e.g., indents, spac-

ing or highlighting; consistent ordering of information). 
 

 Watch your symbols (bullets or other graphics) as they 

don‘t always translate electronically. 
 

 Fonts should be letter quality and no smaller than 10 

points. Due to their universal system recognition, Arial 

or Times New Roman is recommended. 
 

 Fill a minimum of 1 page but no more than 2 pages.  
 

 If you have a two page resume, your name and ―Page 2‖ 

should be at the top of the second page. Text on the sec-

ond page should fill a minimum of a half page. 
 

 PROOFREAD—Your resume should be free of errors 

(grammar, typos and spelling errors). 
 

 Check that you do not have a blank page at end of re-

sume. Go to bottom of page and delete extra space prior 

to uploading. 

Resume Check List 

As you write your resume, keep these factors in mind. 

All SENIORS must have their 

resumes formally critiqued via 
the LionsLink system.  

Additional Resources: 
Best Resumes for College Students and New Grads  
Resumes for Dummies  
Expert Resumes for Teachers and Educators  
The Everything Resume Book  
Vault Guide to Resumes, Cover Letters and Interviews – Vault Career Library  
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Creating Dynamic Cover Letters, Thank You Notes,  
Acceptance Letters and Decline Letters 

 

Make a Grand Entrance BEFORE Walking Through the Door!!!   
 

E mployers use the correspondence sent with resumes, after interviews or when accepting or declining job offers to 

evaluate professionalism, writing skills, and interest in a position. It is important to develop a basic letter for each, 

but personalize it to the receiver or opportunity you seek. 
 

Cover Letters—Introducing the Resume 
Cover letters are one-page, professional letters that introduce your resume and communicate your knowledge of and interest in a 

position. You have a maximum of 20 seconds to WOW the reader with your letter; maximize its impact by making it DYNAMIC!! 

Include the following in your letter: 
 

 1. Contact Information.  

Who do you want to read the letter? Attempt to get the name of an individual, if not, direct it to a position or group  (i.e. Man-

ager of Corporate Relations or Program Coordinator Selection Committee.) NEVER USE TO WHOM IT MAY CONCERN! 
     

 2. Lead Paragraph. Introduce yourself to an employer and relay 

what you‘re seeking.   

a. What position do you seek?  

b. How did you learn of the position?  

__ Writing to inquire about opportunities. 

__ Name of referring individual. (The name of an individual 

may advance your application more quickly.) 

__ Source of position posting (i.e., newspaper, website, etc.) 

Include the name and the date the posting appeared.  

__ Following up to job search event (e.g., career fair, panel 

program, etc.) 

__ Other. 

c. What are you asking of the employer? (e.g., ―Enclosed 

is my resume for your consideration.‖)   

 d.  Why are you specifically interested in the position?  
 

3. The Body. The body of the letter should SELL your background to a specific opportunity. Avoid repeating the resume. 

Instead of skills and experiences, focus on your skills and abilities) by focusing on the characteristics you possess that will 

make you successful in the role. Spark an employer‘s interest by providing information about what makes you unique from 

other applicants. Use the following to get started: 

  a. Give employers a sense of your priorities regarding the position. Provide three characteristics you feel a successful can-

didate should possess and why they are important to this role. 

   Characteristic Benefit to position 

   Example: Attention to Detail      demonstrated ability to successfully plan events independently 
  

  _________________ ___________________________________________________________ 
 

  _________________ ___________________________________________________________ 
 

  _________________ ___________________________________________________________ 

 b. For each of these characteristics, give an example of how you have portrayed this characteristic. 

  Characteristic Example 

   Example: Attention to Detail      VP, French Club: coordinated 1 panel discussion with 3 panelists & 25 student attendees  
  

  _________________ ___________________________________________________________ 
 

  _________________ ___________________________________________________________ 
 

  _________________ ___________________________________________________________ 

Snail Mail or E-Mail?  
 

If the employer plans to make a quick hiring decision . . . 

  send an e-mail. 
 

If you have been corresponding entirely by e-mail . . . 

  send either an e-mail or hardcopy. 
 

If employer won‘t make a decision for a couple of weeks . . . 

 send a hardcopy letter.  
 

 When emailing a resume, the email is the cover letter and 

should be written accordingly, with the resume to follow in 

both the body of the email and as an attachment.  
 

 Regardless of whether you use e-mail or snail mail, the content 

and quality of the letter should be the same—grammatically 

correct and with no misspellings. 
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 4. Optional Third Paragraph.    

 a. Do your homework—continue to expand on your qualifications while demonstrating knowledge of the organization.     

b. Has the employer requested salary requirements?  ___ Yes___ No      

IF NO:  Do Not bring it up in the cover letter, but be prepared to discuss with a Human Resources representative        

or a direct supervisor during an interview if asked. Be aware of the competitive salary for the position so that you can 

negotiate knowledgeably. (Consult www.salaryfacts.com, www.salaries.com or TCNJ Graduate Survey). 
 

IF YES: 

 i. What is the average salary for this position? ________________________ 

  If it is not available, what is the average salary for your major?___________ 

  ii. Do you have directly related experience beyond internships?    ___ Yes ___ No  

 iii. If yes, based on the extent of that experience, calculate 5-10% of the average salary. ___________ 

 iv. Total the figures in lines ―i‖ and ―iii.‖ ______________ 

  v. * Set a salary range $5,000 below to $5,000 above the figure in line ―iv.‖ ______________________ 

 * this is the range you should use when salary requirements are requested. 
 

Indicate in a statement such as ―Based on the job description and my qualifications, a salary of ―x‖ to ―y‖ would be 

appropriate for this position.‖ 
 

5. Concluding Paragraph.       

a.    What is your next step? 

  ___ Contact the employer to determine if an interview is possible.* If yes, when? __________  

  ___ Wait to hear from the employer * Following up with the employer is strongly recommended. 
 

b.    Remind the employer of how he/she can follow up with you:       __ Phone  __ Email 

c. Be sure to thank the employer for his/her time and consideration. 

 

Thank You Letters 

The most effective way of communicating your interest AFTER an interview is to send the interviewer a short, professional 

thank you letter, typed on professional stationery or sent via email (sending BOTH shows initiative.) Include the following: 
 

1. Your appreciation for their time and consideration. 
 

2. One of the following: 

  a. One aspect of the interview that went particularly well. __________________________________________________  

  b. One thing you would like to clarify from the interview. __________________________________________________  

  c. One thing you failed to mention that enhances your ability to do the job. _____________________________________ 
  

  _______________________________________________________________________________________________ 
 

3. Your next step (e.g., ―I look forward to hearing from you in __ weeks, as we discussed.‖) _________________________ 
 

  _________________________________________________________________________________________________ 
 

4. A brief summary of what you offer (e.g., ―In conclusion, my strong writing skills and ability to interact with others, as 

well as my commitment to working in media, will enable me to effectively transition into the NBC Page program.‖) 

  _________________________________________________________________________________________________  

 

Letters Responding to Offers 

Whether accepting or declining job offers, it is appropriate to respond in writing - and, employers often require written letters 

of acceptance following job offers.  
 

When accepting, express your appreciation and enthusiasm for the job offer; include the answer to these questions: 
 

 Position Title _______________________________________ Start Date __________________________________ 

 Location __________________________________________ Salary Agreed Upon__________________________ 

 

When declining, be sure to express your gratitude for their consideration and wish them well. 

Written and designed by The College of New Jersey Career Center, 2010 
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Show Enthusiasm! 
Let your interest and personality show. Before applying for a job, be able to answer three questions – Who am I? Why 

should I hire you? and, Why do you want to work for us? Your answers may change as you learn about yourself, the 

world of work and individual employers through research and the interview process, but you should have an answer for 

each question when first contacting an employer. Be prepared to answer and be ready to adapt based on what you hear. Dur-

ing interviews, incorporate your answers to these questions – even if interviewers don‘t ask them.  
 

Responses: These questions are similar, but they each provide an opportunity to show your interest in the employer and the 

job in a different way. Clearly articulate answers to each question. 

 Why do you want to work for us?  

 What about this organization is appealing to you?  
 What about this job is appealing to you?  
  

Presentation: Make sure your body language and voice project enthusiasm! Sit up straight, SMILE when appropriate, main-

tain eye contact and answer questions in a conversational tone and manner (make it a two way conversation – not a question 

and answer period).  
 

Follow through: Follow up after the interview – send a thank you letter or email. 
 

Use Specific Examples! 
It‘s not enough to say that you have a certain skill or characteristic. Prove it by providing examples of how you have dem-

onstrated them in the past. During the interview, when asked questions about what you have to offer, back up your claims 

with specific examples and how each will help you in this future role. To make the final ―sale‖ from these specifics, include 

how each example impacted you. 
 

Hints for answering ―Why should I hire you?‖ 
 

What skills and characteristics do you possess that qualify you for the job? (e.g., "I have strong leadership skills, evidenced 

by my experience as Rush Chair for my sorority.‖) 

What makes you uniquely you? (e.g., ―I have been involved in _______. These experiences helped me to learn ―y‖ about 

myself. My ability to apply this knowledge to my work approach will enable me to make an immediate contribution.‖) 

Why will these things make you a better employee or graduate student? (e.g., ―The successful psychology doctoral student 

must have a strong theoretical orientation. My experience with ―x‖ and ―y‖ have demonstrated my ability to integrate my 

theoretical orientation into my work.‖) 

 

Be Prepared! 
Success in an interview requires preparation before going into the interview. Preparation includes developing the ability to 

discuss your skills and characteristics, your knowledge of the organization and your knowledge of the job you are seeking.  
 

 Complete the next three pages, “Preparing for the 
Interview” to ensure you are ready for the interview.    

Interviewing: Want to Impress Employers? 
Would you like to dramatically improve your interviewing skills?  
Want to know the secrets behind every truly good interview?  

Written and designed by The College of New Jersey Career Center, 2010 
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Step 1: Know the Organization 
 

  a. Name of the Organization            
 

  b. In what industry/field is this organization active?         
 

  c. Is the organization ___ Public     ___ Private    ___ For Profit    ___ Not for Profit ___ Government Agency 
 

  d. What is the financial health of the organization?          
 

   i. Has the organization’s budget (not for profit or profit)  ___ increased  ___ decreased from last year? 
 

  ii. What has impacted the financial status of the organization over the last few years?     
 

                  
 

  e. What is the reputation of this organization in its industry/field?        
 

                 
 

  f. What information is featured most prominently in the organization’s website (e.g., Do they use language such 
as ―customer focused‖ or ―results driven‖)?          

 

                 
 

  g. Have they been in the media (i.e., TV, newspapers, internet sites) over the past year?   
  ___ Yes    ___ No If yes, why? _______________________________________________________ 
 

  h. What are the current trends in this organization’s industry/field?        
 

                 
 

 Step 2: Know the Job 
 

  a. Job Title              
 

  b. Anticipated job duties?             
 
                 
 

  c. Skills needed to succeed in the job?           
 

                 
 

  d. What is the career path for this position?          
 

  e. What are the current trends in this career field right now?        
 

Step 3: Form Questions  
 

  a. What questions in Steps 1 & 2 were you unable to answer because the information is not available?  
                
 

  b. For each unanswered question, write a question to identify the information from the recruiter.  
                 
 

               
 

               
 

 c. What else would you like to know about the organization?        
 

                 

Preparing for the Interview  
Ways to prepare for and practice interviewing: 

 Perfect Interview (Career Center website) 

 Attend an Interviewing Workshop (see web for 

dates/times) 

 Mock Interview with Career Center.  

Being prepared for the interview is critical to your success. 
Don’t make the mistake of going in ―cold.‖ 
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d. What areas are important for you to know about the job prior to starting? (Check all applicable) 

 

___ Duties ___ Schedule ___ Benefits  (___ Healthcare 

___ Training ___ Mentoring      ___ Time Off 

___ Education/Grad School ___ Supervision     ___ Retirement 

  ___ Growth Potential ___ Independence     ___ Other __________________) 
 

e. For each area you checked, write a question for the interviewer. 

  ___________________________________________________________________________ 
 

Step 4: Know Yourself 
 

  a. Identify your 3 Chief Skills  Example of experience demonstrating this skill 
 

   ______________________________ __________________________________________________ 
 

   ______________________________ __________________________________________________ 
 

   ______________________________ __________________________________________________ 
 

  b. Identify 3 work/study characteristics Example of experience demonstrating this characteristic 
 

  ______________________________ __________________________________________________ 
  

  ______________________________ __________________________________________________ 
 

   ______________________________ __________________________________________________ 
  
 c. Identify 3 areas you’d like to improve       Steps you’re taking to improve this area 
 

  ______________________________ __________________________________________________ 
  

  ______________________________ __________________________________________________ 
 

   ______________________________ __________________________________________________ 
  

 d. Describe a conflict you’ve had with another person. _________________________________________ 
 

  ___________________________________________________________________________________ 
 

   What was your role in creating the conflict? ________________________________________________ 
 

  ___________________________________________________________________________________ 
  

  What did you do to resolve the conflict? ___________________________________________________ 
 

  ___________________________________________________________________________________ 
 

   What did you learn about yourself from this conflict? _________________________________________ 
 

  ___________________________________________________________________________________ 
 

  e. Give an example of a time you’ve worked in a team. _________________________________________ 
 

  ___________________________________________________________________________________ 
 

   What role(s) did you assume? ___ Leader   ___ Follower    ___ Motivator    ___ Information Gatherer 
 

   Is this the role(s) you typically assume when working in a team? ___ Yes    ___ No 
 

   Why? ______________________________________________________________________________ 
 

   What have you learned about yourself while working in teams?_________________________________ 
 

  ___________________________________________________________________________________ 
 

  f. Why did you choose your major? ________________________________________________________ 
 

  g.  Why did you choose The College of New Jersey? ___________________________________________ 
 

  h.  Why did you choose this career field? ____________________________________________________ 
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Step 5: Establish Priorities 
 

a.  What part of the job do you find most appealing?         
 

b.  What skill from Step 4a is most important for you to use in your work?      
 

  c. Looking at Steps 4a & 4b, what are the 3 most important skills and characteristics you offer? 
               

 

              
 

d. Looking at Steps 3b, 3c & 3e, what are the most important questions you would like to ask the inter-
viewer (at least one of each)?           

 

              
 

Step 6: Gain Familiarity with Interview Questions 
 

Review the ―Frequently Asked Questions‖ (p.43). Circle the questions you find difficult to answer. On a 
separate sheet of paper, write an answer for each of these questions. 

 

Step 7: Know what is going on around you  (Be prepared to discuss casually) 
 

a. What was the last book you read for fun?          
 

b. Top news stories (internationally, domestic, sports and entertainment) the day before/of the interview:  
  

Step 8: Prepare your Outfit 
 

What will you wear? Include accessories and clean & comfortable shoes?  
   

Step 9: Plan Your Trip 
 

a.  Where will the interview be located?          
 

b. What mode of transportation will you use to get there? How long will it take to get there (plan to arrive 
15 minutes prior to the scheduled interview time and account for traffic)?      

 Do you have directions? ___ Yes     ___ No 
 

Step 10: Prepare Your Agenda 
 

  a. Bring a leather or leather-like portfolio with a notepad. Prior to the interview list what you recorded in 
5c. If possible, by the end of the interview you want to have discussed all of these areas. 

 

  b. Also in the notepad, record the questions you developed in 5d. During the interview be sure to ask at 
least three questions. 

 

Step 11: Show Time!  
 

 Present yourself positively and accurately.  
 

Step 12: Follow Up 
 

 a. Immediately after the interview, how do you think you did?       
 

 b. Are you interested? ___ Yes     ___ No      Why?         
 

 c. What stood out most?            
 

 d. What would you like to do differently in your next interview?       
  

 Follow up with a thank you note to each interviewer, within two working days, see p. 37 for sample) 
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Behavioral Questions  
Give me an example of a time when someone criticized your work in 

front of others. How did you respond? How has that event shaped 

how you communicate with others? 

Describe a situation when you recognized a potential problem as an 

opportunity. What did you do? 

Give me a specific example of a time when you sold your supervisor 

or professor on an idea or concept.  How did you proceed? What was 

the result? 

Describe a time when you got co-workers or classmates who dislike 

each other to work together.  How did you accomplish this? What 

was the outcome? 

Describe the system you use for keeping track of multiple projects. 

How do you track your progress so that you can meet deadlines? 
 

About Education 
Why did you choose to attend The College of New Jersey?   

How would you assess your educational experience? 

Are your grades good indicators of your abilities? Why? 

Why did you major in __________________________? 

Do you have plans for graduate work? 

Has your college experience prepared you for this career? 

Would you plan your academic studies differently? Why? 

Why haven't you done better academically? 

Describe your most rewarding college experience. 
 

Activities 
In what school activities have you participated? Why?   

What activities did you enjoy most?   

What leadership roles did you assume? 

Were your activities worth your time?  Why? 

Describe your most rewarding college experience. 

What have you learned from your extra-curricular activities? 
 

Past Experiences 
What jobs have you held? How did you spend summers? 

What did you learn from previous work experiences? Internships? 

Independent studies? 

What jobs have you enjoyed the most? . . . the least?  Why? 

 

You (Self Description) 
Tell me about yourself. How would you describe yourself? 

What motivates you to put forth your greatest effort? 

Why should I hire you? 

What qualifications/personality traits do you have that will make 

you successful in this field? 

How do you determine or evaluate success? 

What have you learned from your mistakes? 

What are your three (3) greatest strengths? . .  weaknesses? 

How do you spend your spare time? 

What are you most proud of in your life so far? 

How do you respond to pressure? 

What types of people "rub you the wrong way"? 

What is the most valuable thing your parents taught you? 

Who is your hero?  Who do you admire? 

How would a friend or professor describe you? 

Describe a problem you encountered and how you dealt with it? 
 

Vocational Plans 
In what type of position are you most interested? 

Why (or how) did you choose this career? 

Where do you see yourself 5 years from now? . . 10 years? 

What rewards do you expect in your career? 

What are your ideal job specifications? 

If you were hired, how long do you think you would stay? 

What are your ideas on salary? 

What are your long and short range goals and objectives? When 

and why did you establish these goals? 

How do you plan to achieve your career goals? 

What do you expect to be earning in five years? 

How has college prepared you for this career? 
 

Preferences 
What work environment do you find most comfortable? 

What criteria are you using to evaluate the organization for which 

you hope to work? 

Do you have a geographic preference?  Why? 

Are you willing to relocate/travel? 

Why do you think you might like to live in the community in which 

our organization is located? 

What part-time/summer jobs were most interesting? Why? 

Describe the ideal job for you following graduation. 
 

You in Relationship to Them 
Why do you want to work for us? 

What contribution can you make to our organization? 

If you were hiring for this job, what would you look for? 

What interests you about our product(s) or service(s)? 

What qualifications should a successful supervisor possess? 

What do you see as disadvantages of this type of job? 

Why should I hire you? 

What qualifications do you have that make you think that you will 

be successful with our organization? 

Describe the relationship that should exist between a  

supervisor and those reporting to him or her. 

What do you know about our company? 

FREQUENTLY ASKED INTERVIEW QUESTIONS 

QUESTIONS TO ASK EMPLOYERS 
 

Begin your questions based on research you‘ve completed about 

the company &/or industry. Consider: 
 

What skills and characteristics must an individual possess to suc-

ceed in this position? 

How will my performance be evaluated? 

Describe a typical day/routine for this position. 

Have you had or expect to have any staff reductions? 

What factors cause turnover in this area and why is this position 

presently vacant? 

What training is involved for someone in this position? 

What are the typical career paths of individuals who begin in this 

position? 

Do you expect growth or expansion? What would be the impact of 

any new products or services on this position? 

Describe the corporate culture.  

What are the next steps in this process? 
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Legal & Illegal Questions  
 

I 
nterviewers are typically well-trained and behave appropriately throughout the interview process. As a result, 

most job seekers are never faced with the dilemma of being asked an inappropriate question. However, on 

occasion interviewers ask inappropriate questions. Sometimes employers make mistakes without intent , but 

some ask illegal questions for inappropriate reasons. Guidelines have been established to avoid the question 

of ―intent‖ regarding whether employers intend to discriminate and to assist employers in establishing appropriate 

procedures. Educated job or internship seekers should know their rights. 

 

Consider how you might respond when faced with an inappropriate question. Three options available to you are: 
 

1. To directly refuse to answer, citing your legal rights. However, if you are still interested in the position, this 

may make an interviewer defensive and establish an uncomfortable dynamic between the two of you.  

2. To answer the question, despite your rights. However, the employer truly has no right to the information.  

3. To consider what concern the employer may be raising by asking the question and address it, without actually 

answering the question. For example,  If asked about your family plans you might say, ―If you are concerned 

that my family plans might interfere with my ability to do the job, I want to assure you that I keep my personal 

life out of my work life and when I commit to something, like a job or school, I give it 100%.‖  

The choice is yours and you might respond differently at different times based on your instincts regarding the em-

ployers intent. Know your rights (sometimes candidates think a line has been crossed that hasn‘t), then trust your 

instincts. 
 

 

Listed below are typical areas that come into question. 

Topic Inappropriate Appropriate 

What is your date of birth? Are you 18 years of age or older? Age 

Have you ever been arrested?  Have you been convicted of a crime? Criminal Record 

Do you have any handicap? Do you have a disability that could prevent you 

from performing this position? 

Disability 

Are you married?  

Do you have children? 

Are you willing to relocate? 

Fifty percent of the position is traveling. Would 

you be willing to travel? 

Family/Marriage 

Status 

Are you currently being treated for a 

debilitating condition or disease? 

Employer should assume candidate is healthy. 

If the position requires lifting, an employer can 

ask:  Can you lift a minimum of 25 pounds 

Health 

What is your first language? Name languages in which you are fluent. (Only if 

skill necessary for the position) 

Language 

Have you been honorably discharged? In the military, what training did you receive? Military 

Are you a United States‘ citizen? 

Were you born in the United States? 

Do you live in the Mercer County 

area? 

Are you authorized to work in the United States? 

Our working day begins at 8am, will you be able 

to get to work at 8am? 

Origin/Residence 

What is your credit rating? 

What are your current loans? 

In most cases no question in this area is accept-

able. An exception involves if the position has a 

great deal of fiscal responsibility.  

Personal Finances 

What is your religious background? 

Do you attend church regularly? 

Our organization holds marketing events on Sat-

urdays. Would working on a Saturday present a 

challenge for you? 

Religion 
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 Answering „Behavioral‟ Interview Questions 

E 
mployers seek examples of work, experience, skills and abilities as concrete indicators of your potential performance 

through behavioral interview questions. The key to a  successful behavioral interview is to provide detailed examples of 

past performance that support what you can do. Questions usually start with ―Give me an example of . . .‖ or ―Tell me 

about a time when . . . .‖  
 

Past performance is often the best predictor of future performance. As a result employers, instead 

of asking candidates how they think they will respond to things they may face in their work, ask 

candidates for examples of how they have behaved in the past.  
 

Without carefully thinking through questions, behavioral interviewing is difficult. Begin prepar-

ing for interviews by using the following sample questions and hints on forming responses. 

(NOTE: This is not a complete list, but preparing these questions should help you get ready for behavioral interviewing questions 

you may face). 

Forming a response: 

1.  What was the problem and how did it create an opportunity?  

Consider the problem and opportunity jointly. This enables you to focus on the 

positive rather than dwell on the negatives of the situation. How did you identify 

both? 
 

2.  What specific steps did you take in response to the problem?  

Focus on the actions you specifically took. If the problem was identified as a group, identify the specific role you assumed in turn-

ing it into an opportunity and how you were a part of a whole. Include the results of the effort. 
 

3.  What did you learn from the experience?  

Include what you learned about yourself through this experience, emphasizing what will be useful in a new setting or role. Add 

how this experience has influenced how you will handle similar experiences in the future. 
 

 

Forming a response: 

1.  What was the activity/project on which you were to work and what was each 

person’s role in the project?  

The goal of this question is to identify your leadership skills. Keep the focus on the 

activity/project and your role in building a team—even if the project/activity is not 

directly related to the role you are seeking. 
 

2.  How did you successfully build teamwork among the coworkers/classmates that did not like each other?  

Be sure to focus on the steps you took to build teamwork. Briefly mention the specific problems between the coworkers.  
 

3.  What did you learn from the experience?  

Focus on what you learned about yourself as a leader through this experience. Include how has this experience influenced your 

handling of similar experiences in the future. 

Forming a response:  

1.  What were you criticized for? 

Candidates are often reluctant to answer this question believing the criticism will 

reflect negatively on their candidacy. Employers are less concerned with what you 

were criticized for as they are with how you respond to criticism. If possible use an 

example of something that is no longer a concern and include what you did to 

overcome it. 
 

2.  How did you handle being criticized?  

Was the criticism given by a colleague, a supervisor or a subordinate? Was it given privately or in public? Did these things make 

a difference in the way you responded? Should it make a difference? Why or why not? 
 

3.  What did you learn from this experience? 

What did you learn regarding how you receive criticism? If the criticism was justified, demonstrate how you grew from the ex-

perience. Include specifics of how you changed to ensure that the criticism would not be justified in the future. If you feel the 

criticism or the manner in which it was delivered was unjustified, how did you communicate this in an effective, non-hostile 

manner? 

“Give me an example of a time when 
someone criticized your work in 
front of others. How did you re-
spond? How has that event shaped 
your communications with others?”   

“Describe a time you recognized a 
potential problem as an opportunity. 
What did you do?”  

“Describe a time when you led co-
workers or classmates who disliked 
each other in working together.  How 
did you accomplish this? What was 
the outcome?”  

Behavioral Interviewing 
is a method that says,   

“PROVE IT!”   
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Develop an action plan that includes the following: 
 

1. Your attitude and reactions make a difference! 

 Re-assess your expectations. Are they realistic and consistent 

with the current market? If not, adjust your expectations. 

 Pay attention to your ―gut.‖ Prior to accepting or rejecting an 

offer, allow yourself 24 hours to think. Review the offer and 

prepare questions, if you have any. 

 Show professionalism. Promptly respond to the employer. 

Whether you want more time (i.e., 1-2 weeks) or are ready to 

respond to the offer, make sure to communicate. In case the 

employer cannot extend more time, be prepared to give an an-

swer.  

 Be enthusiastic and professional. For example—when leaving a 

message:  
  

    ―Hello, this is        . I can be reached at:___.I am excited to 

receive your offer and am interested in discussing it further. I 

will contact you tomorrow after class—between 1and 3pm. If 

this does not meet your schedule needs, feel free to leave a 

message with an alternate suggestion. Thank you again.‖  
 

2. Review the factors of employment. Four main categories to 

consider are: Location, Life Style, Work Environment, 

and Finances. (See Decisions, Decisions?, p. 48.) 
 

3. If employers ask for your anticipated salary: 

 Summarize your interest in the position and why, as well as 

what you bring to the position, before giving a figure.  

 Don‘t get locked into one figure—give a range (e.g., ―between 

$35 and $45,000,‖ or ―around $40,000‖). 

 Follow your request with, ―What is the range for someone with 

my skills and experience?‖ 

4. Negotiating Salary. If the salary offered wasn‘t what you 

expected, explore whether there is room for negotiation: 

 Know your worth: What special skills and experiences do you 

bring ? From the employer‘s perspective—‖What value will you 

add to the organization?‖  

 Avoid focusing on your personal needs. Although rent, car pay-

ments or student loans are important to you, they are not the 

employers responsibility.  

 Know what the position is valued at in the region or country. 

Research average salaries through contacts and online resources.  
  

5. Guidelines for Accepting & Rejecting Offers 

 Offers begin with discussions but end in writing! Once you are 

offered verbally, ask when you will receive the written offer.  

 Even if you verbally accept an offer, also accept in writing.  

 If you are unclear about any condition, seek clarity prior to ac-

cepting. 

 

Remember! 
Once You‘ve accepted an offer, inform all other organiza-

tions to whom you submitted a resume or met with, that you 

are withdrawing your candidacy for their opportunity. 
 

Notify the Career Center when you decide.  
 

Congratulations—you have an offer! Whether you accept the position or not, being selected is an achievement. Feel pride in 

your accomplishment! Now begin to analyze your options. Does the offer meet or exceed your expectations? Do you have 

sufficient time to consider your options? If you answered ―No‖ to either of these, it‘s time to negotiate.  
 
 

Negotiating job offers involves risk—there are no guarantees. If you attempt to negotiate a higher offer, you may or may not 

be successful. If you accept the position as is, you may or may not feel satisfied. And, if you reject the offer, you may or may 

not find another job to your liking in a timely fashion. Be systematic about your decision and break it down . . .  

? Salary ? Vacation Time ? Benefits ? Location ? People ? Work Environment ? Advancement ? 

Evaluating & Negotiating the Job Offer 
Is This the Best You Can Do?  

TRUST YOUR INSTINCTS, BUT BE STRATEGIC 
 

What are your thoughts and feelings regarding the offer and the position? How did you first react?  

What do you need to live the life you desire? Will this offer enable you to live that life? 

? Salary ? Vacation Time ? Benefits ? Location ? People ? Work Environment ? Advancement ? 

Salary Resources: 
TCNJ Graduate Survey—www.tcnj.edu/~career 
National Association of Colleges and Employers—
www.naceweb.org 
US Dept Of Labor - www.bls.gov/data/home.htm 
Salary.com—www.salary.com 

Top Ten Criteria First Time 
Job Seekers Want from a Job 

 1. Enjoying the work 

 2. Integrity of organization 

 3. Stability  
 4. Ethical business practices 

 5. Good benefits package 

 6. Continuing education/training  
 7. Opportunity for advancement 
 8. Potential coworkers with whom they are 

comfortable 

 9. Job location 

10. Strong starting salary 
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How many hours per week are you willing to work?   How many hours/week are you expected to work? 

Do you have or plan to have a family?  Is this organization family friendly?  

Where do you expect to live? What does it cost? Will you make enough to afford the type of housing you want 
at this time? Is it near where you’d like to live?  

How much time off do you expect? 
 

__ vacation        __ sick time        __ personal 

How much of each type of leave will you receive? 
 

__ vacation        __ sick time        __ personal 

Decisions… Decisions???  Will You Accept the Offer? 
 

You’ve received a job offer! How do you make a decision to accept or pass on the offer? What do you want and 
need? Does this opportunity meet those needs? Start by clarifying your expectations and comparing them to the 
offer in front of you. Use this chart to think through your job offer.  
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How far/long are you willing to commute? Is this opportunity within this time/distance? 

Are you willing to travel? How much travel is associated with this position? 

You are willing to work in the following setting(s):  
 

__ urban       __ suburban       __ rural   

This position is located in (indicate setting)? 
 

__ urban       __ suburban       __ rural   

What type of neighborhood do you wish to work in? Are you comfortable with the neighborhood the job is in? 

Location 

Life Style 

Work Environment 

How do you expect to dress for work? When you visited the office, were people dressed in a manner 
in which you could be comfortable?  

Are you willing to work : (Check all applicable) 
__ nights         __ weekends         __ overtime? 

Are you expected to work: (Check all applicable) 
__  nights         __ weekends         __ overtime? 

What type of work do you most want to do? What percentage of your time would be spent on the tasks 
that are most appealing to you? 

What type of tasks would you least like to do? What percentage of your time would be spent on the tasks 
that are least appealing to you? 

You prefer the following work environments: 
__ fast-paced                 __ even-paced          __ mixture 
 

__ team oriented           __ independent         __ mixture 

This opportunity offers the following work environments: 

__ fast-paced             __ even-paced          __ mixture 
 

__ team oriented        __ independent         __ mixture 

What type of training do you expect initially? Long-term? What training is offered for this position initially? Long-term? 

How do you expect to receive feedback on your performance? What are the evaluation procedures for this role? 

Financial 

Based on the cost of living in the area in which you expect to 
work, what are your salary expectations? 

What is the salary they are offering? Are you bonus eligible? 
Does the bonus effect your view of the compensation? 

How frequently do you anticipate receiving salary increases? 
On what criterion do you expect an employer to base salary 
increases? 

What is the salary review process? 

What monetary compensation outside of salary do you ex-
pect? (Check all applicable) 
 

__ Profit Sharing      __ Company Car      __Car Insurance 

What monetary compensation outside of salary does this posi-
tion offer? (Check all applicable) 
 

__ Profit Sharing       __ Company Car       __Car Insurance 

What other benefits do you expect? 
 

__ Health Benefits               __ Retirement (401k)  
 

__ Vision/Dental Benefits   __ Education Reimbursement 

What other benefits does this position offer? 
 

 __ Health Benefits               __ Retirement (401k)  
 

 __ Vision/Dental Benefits    __ Education Reimbursement 

Job Expectations—Complete at start of job search Current Job Offer 


