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From Left to Right

Back row:

Joanna Liu

On-Campus Recruiting Coordinator

Maria Valdivia-Pellkofer

College Career Specialist, Business & Economics
Elizabeth Mufioz

College Career Specialist, Health & Human
Development, Nonprofit

Laura Neal

College Career Specialist, Arts

Michelle Ajemian Levy

College Career Specialist, Natural Sciences &
Mathematics

Stephanie Reyes

Assistant Director of Employer Relations
Marcela Rojas

College Career Specialist, Engineering & Computer

Science

Phung Nguyen

Program Director/ Career Development
Coordinator

Not Pictured: Andy Inthavong
Marketing & Communications Specialist

MEET THE STAFF

Front Row:

Krystyl Nottage

Events, Marketing & Social Media Specialist
Doug Stude

Employer Relations Specialists

Pam Romero

Office Manager

Marisa Perez-Amorde

College Career Specialist, Humanities & Social
Sciences, Government

Elizabeth Zavala-Acevez, Ph.D.
Director

Vanessa Lowe

Career Development Training Specialist
Cassandra Thompson

College Career Specialist, Communications
Janette L. Hyder

Career Development & Academic Advising
Specialist

Marie Boyd

Customer Service Associate

Miguel Martinez

College Career Specialist, Education
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DON'T KNOW WHAT TO DO
WITH YOUR MAJOR?

Explore Career Center resources online:

* Ferguson's Career Guidance Database Center
* EUREKA
* O'Net Online
* California Career Zone

* What can | do with my Major?
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Major Exploration

Career Assessments

Career Options with Your
Major /Industry Specific
Questions

0

Resumes & Cover Letters

Help with Internship or
Job Search

A CAREER GUIDE: EIGHTH EDITION
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CAREER
SERVICES

The Career Center at California State University, Fullerton is a resource for students
and alumni. Services range from career exploration to preparing for an interview.
Below are the services provided. You can make an appointment to meet with a
College Career Specialist or visit www.fullerton.edu/career for more information.

Interview Prep and
Mock Interviews

LinkedIn Profile Creation &
Review

Graduate / Professional
School Preparation

Statement of Purpose
Reviews

Workability IV Student
Appointments

Salary Negotiation



== WorkAbility IV
# ’ L CALIFORNIA STATE UNIVERSITY, FULLERTON

To participate in the WorkAbility IV Program you must be an
active client with the Department of Rehabilitation and a student
(Junior or Senior year) or graduate of CSUF within 2 years.

WAIV offers pre-employment services such as:

Career assessments and development
Individual career counseling

Resume and cover letter development

Mock interviews

Assistance with internship and job search
Preparation for career expos and on-campus
interviews (OCl)

Career and disability workshops

Federal and State employment advising
(Schedule A and LEAP)

Workforce Recruitment Program (WRP)
Weekly Job Club for recent graduates

Job retention and follow-up

Referral assistance to Disability Support Services
and the Career Center

For more information please contact Phung Nguyen at
(657) 278-4560 | ptnguyen@fullerton.edu

Follow a career path?

After all, the Enterprise Management Training Program
is where you’ll unleash your management potential

and hone your sales abilities. You'll learn how to run a
successful business and lead a team of professionals.
And, since we have locations across the country, you
can build your career where you want to build it. There's
a reason why we have repeatedly been recognized as a
great place to launch a career.

go.enterprise.com

Talent Acquisition Manager
kimberly.m.martin@ehi.com

—enterprise

Equal Opportunity Employer

Social media isn't just for chatting with friends
for leisure.

Visit the Career Center to discover how fo use
social media fo advance your career aspirations.

S®2) CALIFORNIA STATE UNIVERSITY

t FULLERTON

CAREER CENTER

Stay in the know. Follow us:
#TitansWork  #TitansReachHigher



Building a Strong Network/Entourage

associations?

Do you reach out to other professionals in your current job/internship that are outside of your department for coffee chats
and/or informational interviews?

When professionals in the field provide you with a recommendation/suggestion do you follow up with them and give them
an update and/or outcome of the recommendation/suggestion?

When professionals in the field connect you to someone or share a potential contact with you, do you follow up with an
update and outcome of the connection?

Are you someone who readily volunteers to do more within your current graduate program, job, internship, or professional

Sustaining and maximizing your network/entourage

on your behalf?

coaching and guidance?

goals?

Can you count on at least 5-10 reputable professionals in the field who would be happy to serve as a professional reference
In the last year have you conducted at a minimum 5-10 informational interviews with professionals who you admire and
aspire to be like in the future?

When job searching and/or making your next career move do you have at least 5+ professionals you can count on for

Do you stay connected with at least 5+ professionals a year and keep them informed of your career and/or professional

Leveraging your network/entourage: How much do they know about you?

present?

you are interested in pursuing?

get the interview)?

00 O O dbs

Section 1: Section 2:

Now, add up the “Yes” responses for each section and record below:

Total Score 18-15: You are definitely on the
right track! Continue to build a stronger network
and keep those around you informed of where
you are, what you are doing, and where you see
yourself in the future. Remember to also give
back and be a support network for others.

A CAREER GUIDE: EIGHTH EDITION

Job Search Process: Being in the know!

Section 3: Section 4:

Do you have at least 10+ professionals in your field who know what your career goals are?
Do you have at least 10+ professionals who can identify to others your marketable skills and abilities?

Do you have at least 10+ professionals who can describe your strengths and weaknesses to others without you being

When job searching do at least 10+ working professionals around you know that you are job searching and/or what careers

Does your professional network let you know of job opportunities before they are posted for public view?

When made aware of a potential job opportunity with an organization, do you reach out to your network to get the inside
scoop or conduct an informational interview with individuals from within that organization?

When interested in or applying to a job opportunity do you have at least 2+ unsolicited professional references on your
behalf (i.e. your network reaches out to the hiring manager to let them know how wonderful you are before you apply, or

When applying for a job do you get feedback on your marketing materials (i.e. resume, cover letter, presentation) from at
least 3+ professionals in the field?

When preparing for a job interview do you conduct at least 3+ mock interviews with professionals in the field?

When job searching do you have at least 2+ salary negotiation coaching sessions with professionals in the field?

Total:

Total Score 14-11: You are on your way to
building a strong entourage! Plan to devote
more time in areas that you answered “no”
more times than not. Being a little more active
and intentional can facilitate early career
success. ldentify some short and long term
goals in areas that you answered “no” more
times than not.

Total Score 10 or below: You might need
some extra help in being more intentional with
building a strong entourage. Identify, which
areas you answered “no” more times than not
and focus on some short term goals in those
areas. Connect with others who already have
a strong entourage and get some tips/advice
from them that you can apply to your own
individual goals. Being a little more active and
intentional can facilitate early career success.



MEET YOUR COLLEGE CAREER SPECIALIST

Your Specialist is:
Laura Neal

= Student Success Center
~+  Visual Arts (VA) 280A

Cassandra Thompson
Academic Advising &
Student Success Center
College Park (CP) 650-29
Contact:
csthompson@fullerton.edu

EDUCATION

Your Specialist is:
ll Maria Valdivia-Pellkofer

! Student Success Center

8 Mihaylo Hall (SGMH) 1201
Contact:
mpellkofer@fullerton.edu

Your Specialist is:

Miguel Martinez

Student Success Center
Education Classroom (EC) 379
Contact:
mimartinez@fullerton.edu

IENCES & MATHEMATICS [RERSSSHeR 1 HUMAN DEUELOPMENT
N N0NPROFIT

Your Specialist is:
Michelle Ajemian Levy
Student Success Center
McCarthy Hall (MH) 488

Your Specialist is:
Elizabeth Mufioz
Student Success Centers

Education Classroom (EC) 105

Contact: Kinesiology & Health
milevy@fullerton.edu Science (KHS) 193
Contact:

elmunoz@fullerton.edu

HUMANITIES & SOCIAL SCIENCES
GOUERAMENT

Your Specialist is:

. Marisa Perez-Amorde

2 Student Success Center “= Student Success Center
—— Computer Science (CS) 201 . 3 _ Humanities (H) 112-113

Contact: i —= Contact:

mrojas@fullerton.edu <

Your Specialist is:
- Marcela Rojas

CAREER GUIDE: EIGHTH EDITIUﬂA




WORRSHEET.

NTERESTS/URLUES/ SIRENGIHS

SPECIFYING INTERESTS

Five activities | enjoy are: Five activities | do not enjoy are:

If  had no schedule or financial limitations, this is how I'd like to spend...
..aday:

..aweek:

..ayear:

| prefer to work with __people __ dataorideas __ things

ASSESSING WORK VALUES

Rank Value Can | Compromise? Rank Value Can | Compromise?
__ Achievement Yes No __ Leisuretime Yes No

__ Contribution to society Yes No __ Congenial co-workers Yes No

____ Cereativity Yes No ____ Routine responsibilities Yes No

____ Helping others Yes No ___ Status/prestige Yes No

__ Financial reward Yes No __ Teamwork Yes No

— Independence Yes No _ Variety Yes No

— Intellectual challenge Yes No —  Other (specify: ) Yes No

—  Jobsecurity Yes No

List Past Experience Tasks/Responsibilities Strengths Used and Developed

Make a prioritized list of strengths:
Strengths Listed Above Ways Demonstrated Priority




Exploring careers will help you identify options for possible industries and types of work environments
that interest you. It translates into doing research about yourself and relating that information to
careers, majors, and industries. There are many ways to do this including:

ASSESSMENTS

Assessments are tools that can help you
identify your skills, interests, work values,
motivations, and personality. The Career Center
offers a number of different options:

« Strong Interest Inventory

« Myers-Briggs Type Indicator (MBTI)

« Other Free Assessments

APPOINTMENTS

You can make an appointment to meet with
your specialist to explore what to do with your
major, resume/cover letter reviews, and much
more. To make an appointment call the Career
Center at (657) 278-3121.

INFORMATIONAL INTERVIEWS

An informational interview is an appointment
you schedule to get an “insider’s” point of view
of a career you are interested in pursuing. Itis
important to note that this is not a job interview
but a way to gather more information about
your career path (more on page 11).

NETWORRING

Networking is simply the process of making
contacts and building relationships that
can help you obtain leads, referrals, advice,
information, and support.

CAREER GUIDE: EIGHTH EDITIUHA



CAREER DEVE

PRIMARY TASH I QUESTIONS T0 ASK

* What skills do | have?

FRESHMAN * What interests me?
YEAR * What lifestyle is important to me?
* Where can | go on campus for information
(0-29 and resources?
UNITS)

SELF-DISCOVERY

* What careers are related to my major?
* What characteristics and skills are

SOPHOMORE employers seeking?
YEAR * Who are the professionals | admire and
l what distinguishes them?
(30-59 * What else can | do to explore my interests,

UNlTS) skills, and values? .
* How can | explore majors?
* How can | explore careers?
* What experiences can help me gain
required skills for my career?
* Is graduate/ professional school for me?
JU NIOR * What are prerequisites to get into graduate/
YEAR professional school?
* What are the trends influencing
(60'89 opportunities in my major?
UNITS) * What skills are employers looking for?
SKILL DEVELOPMENT
* How can | market my experience and
academics?
SENIOR * What skills and experiences will give me a
YEAR competitive edge?
(90 +
UNITS)

OFESSIONAL SCHOOL APPLICATIONS




OPMENT PLAN

RESOURCES T0 UTILIZE g THINGS 10 DO

 Career assessments at the Career Center  Take inventory of your interests, skills and
* Career counseling appointments values
» Student Affairs offices and programs » Meet with a career specialist and academic
* What Can | Do With My Major online advisor

resource * Find a mentor

» Counseling 252: Career & Life Planning Class ¢ Get involved - TitanLink
* Obtain a part-time or summer job
* Network

* Career Center and Academic Advising * Read about jobs
Center * Conduct informational interviews
 TitanLink * Job shadow (Titan Takeover)
* Ferguson’s, What Can | Do With My Major * Intern
* Titan Connection * Volunteer

*» Consider graduate/ professional school
*» Take classes

Update resume and practice interviewing

Consider interning, volunteering or working

Be active in student organizations

Research graduate/professional schools and financial

* Center for Internship and Community
Engagement Office

» Career specialists and faculty advisors

* Professional networks

aid
* Study Abroad programs « Complement major coursework with classes that
* Professional Associations develop marketable skills
* InterviewStream, Titan Resume Builder, * Attend professional meetings and conferences
Titan Connection * Meet with your career specialists at the Career
Center

+ Audit job list for “qualifications” required in your field
and salaries offered
* Consider if graduate/ professional school is for you

. . . . . Begin graduate/ professional school application process
Counseling 252: Career & Life Planning class Get advise for your resume and/or personal statement
* Job and Graduate School Expos

Take admission exams (MCAT, GRE, GMAT, LSAT)
* Career Center workshops and panels Meet deadlines for graduate/ professional school &

« Titan Connection fellowship applications .
» College Career Specialist m?é(:s?f;rirég‘?vr:fk?;;for letters of recommendations
Secure work or internships related to your field
Strengthen skills by taking classes in areas such as
public speaking, spelling, and grammar
* Practice interview skills: mock interviews
* Begin job search process
G GG EGEE S E T
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INFORMATIONAL INTERVIEWS

An informational Interview is a great
opportunity for you to interview someone in
the industry or career that you are interested
in working in. This is not a formal interview
and can give you insight in the industry and the
career path you need to take to get the career
of your dreams.

Also, it is a fantastic way to meet new contacts
to add to your network. Keep in mind that this
is not an interview to obtain a job (although it
could lead to one in the future).

« Ask someone you already know

« Ask your friends, family, professors,
or peers if they know anyone

« Research your alumni network on
LinkedIn or the CSUF Alumni Association

WHAT SHOULD | ASK?

How did you get started in your career?
What does a typical work day look like?

What skills or experience would be helpful to
have in this field?

What trends or new trends do you see in this
industry?

What are the greatest challenges/rewards
for your positions?

Do you have any advice for me?

Are there any resources you would
recommend for me to use?

GENERRL INFORMATIONAL INTERUIEW EMAIL TEMPLATE

To: Mr. Damon (mdamon156489@techmail.com)
From: Taylor Smith (tssmith@fullerton.edu)
Subject: Informational Interview Request

Dear Mr. Damon,

My name is Taylor Smith and as a current student at CSUF in the College of Communications, |
am very interested in working in television production after | graduate. My friend, Jennifer Ash-
ton, is a current intern with your company and suggested | reach out to you based on my inter-
ests and your current work in the film and television industry.

Would you possibly be available for an informational interview? | would love to hear more about
what you do, and how you got your start in television production.

Please let me know if you are available for coffee or lunch sometime next week. Or if that is too
much time, even 10 minutes on the phone would be great. I'm sure you are very busy, so please
let me know what is most convenient for your schedule.

| look forward to hearing from you.
Sincerely,

Taylor Smith
tssmith@fullerton.edu | 555-555-9000

A
CAREER GUIDE: EIGHTH EDITION AT\



SOCIAL NETWORRING

More people are hired by referrals than all internet sources combined. Social networking tools are
an excellent way to begin your network.

Additionally, recruiters are increasingly using social media to identify and engage potential candidates
for their opportunities. Tools like LinkedIn and Portfolium can help get you noticed, and you want to
utilize them well to make a good impression.

The Career Center offers several workshops to help you create a LinkedIn profile, be a responsible
citizen online and use social media for your job search. A complete list of workshops will be posted
online each semester.

SOCIAL MEDIA ETIQUETTE

Tips for a Positive Social Media Footprint:
« Create a Google alert for your name.
« Never post anything that you might find embarrassing later.
« Ask yourself, “Would you want your family/future boss to see this?”
« Be careful what you post...others will judge you based on your online content.
« Grammar and spelling counts, even if you are talking with your friends.
« Update your Privacy Settings and check them once a month.
« Update your preferences so people cannot tag you without your permission.
« Allow everyone to view your work and education milestones.
« DO NOT disclose personal information (such as your address phone number, etc).
« Do not post things to bully or insult anyone.
« Once something is online, it is almost always impossible to remove.

A CAREER GUIDE: EIGHTH EDITION



HOW T0 BE PROFESSIONAL SOCIALLY
STEP 1

Select which social media platformyouwanttousein a professional
matter.

TIP: LinkedIn is the #1 social resource used by recruiters.

STEP 2

Create/update your profile with the most current employment
history, related school coursework or research projects.

TIP: Have a professional photo for your profile picture.

STEP 3

Add awards, presentations, papers, and/or group projects to show
that you are proficient in the line of work you want to pursue.

TIP: Save papers in PDFs for an easy upload.

STEP 4

Create your network. Join groups that are related to your major
and follow companies for which you are interested in working.

Tip: Be active in the groups by sharing your knowledge.

SOIEP 9

Make a virtual handshake with someone in the field you want to
work in.

Tip: Search for CSUF alumni to reach out to.

CAREER GUIDE: EIGHTH EDITION A
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Once you have completed your resume (see page 20), how do you get itinto the hands of employers?
An aggressive job search will keep you busy reading, writing, researching, questioning, placing
phones calls, consulting your interview attire and practicing for your interview. Use the check list
below to stay in control of your job search:

JOB SERRCH/INTERNSRIP CHECRLIST

~ L] GET ORGANIZED
MARKETING BASED ON WHAT
MATERIALS YOI‘_’E‘_:"\‘{\(')\'JR
\ NETWORK KNOW!
CREATIVITY
EQUALS SUCCESS [ GET READY TO
IN YOUR JOB INTERVIEW &
SEARCH PRACTICE/CONDUCT
-REACH OUT 0 A MOCK INTERVIEW
TO YOUR
NETWORK FOR
ASSISTANCE T
‘e
m
A CAREER GUIDE: EIGHTH EDITION



SEARCH T00LS

TITAN CONNECTION
« #1 Job search database for CSUF
current students and alumni for both

CAREER FAIRS/ERPOS

Career fairs/expos are opportunities to meet
employers that come to campus to recruit stu-
dents and alumni for jobs and internships.

on and off campus jobs

LARGE JOB SITES

« CareerBuilder
« SimplyHired
« Indeed
« Monster

ECS

CAREER FAIR

EXP®

INTERNSHIP
B#CAREER

E X P 0

NACELink Network
GoinGlobal

SMALL NICHE JOB SITES
« Geographic specific sites
« National professional associations
« Local affiliates of national professional
organizations
« Industry specific job boards

PART-TIME

pu_o 8 F 1 | ¢

COMPANY WEBSITES

META SEARCH SITES
« Metasearch pulls job postings fromup p

SALARY NEGOTIATION
0

to 500 different sites: « Research salary ranges before beginning the
« Indeed job search process
« Usa.gov « Postpone salary talk until you have had time

to sell yourself and assure the employer of

SOCIAL NETWORKING your capabilities

« LinkedIn « Tryto let the employer talk salary figures first

« Facebook Jobs DON'T:

+ Hashtag search « Bring up salary in an interview unless the
YOUR NETWORK employer brings it up

« Under-value your worth
« Lie about your past salary

AUOID THE SCAMS!

Do not give out your credit card, bank account numbers, or copies of personal documents.
Do not send payments by wire services or courier.

Avoid organizations that ask for fees or payments to get the job.

Avoid positions in which they offer you a large sum of money to use your bank account.

Make sure you know up front how you will be getting paid for your work.

The Career Center and CSUF do not authorize individuals to come on-campus to recruit students
except at authorized venues, such as tables on the Titan Walk or at career fairs.




Your Resume is

« Your first professional handshake

« Anintroduction to future employers

« An advertisement about your skills and
experiences

« Adocument of achievements

A CAREER GUIDE: EIGHTH EDITION

What Goes on Your Resume?

« Contactinformation « Projects
« Objective (optional) « Skills
« Education « Technical

« Experience « Language
o Professional

« Internship
« Research
« Leadership

RESUME DON'TS

¥ Use“l" or “"MY" statements

¥ Provide salary information

X Include references or state
“available upon request”

X Include photographs

X Disclose personal information:

age, gender, religion, weight,

marital status, test scores, etc.

List skills without backing them up

Leave out dates

XX



WHAT EMPLOYERS SAY ABOUT RESUMES

! Attt

10P SHILL
ONE PAGE? MOST COMMON RESUME MISTAKES I
/3 133 ]ﬂ) 209 75 AN APPLICANT?

LEADERSHP

SPELLING/ 0 FOCUS 100L0NG  LEAUING OUT  LACK OF 100 SHORT
GRAMMAR ORTES HEY WORDS ADAPTRBILITY

TECHNICAL
COLLABORATION

COME PREPARED WITH KNOWLEDGE OF [nnovaTIon
THE ORGRANIZATION. POSITIONS, AND

THEIR QURLIFICATIONS. PRSSION

-CALRECYCLE OHER

HI]U'SE GET INTERNSHIP EXPERIENCE. Y0U WILL
STAND OUT FROM THOSE WITH ONLY A

"] HHUE FIND YOUR UNIQUE URLUE. BE CONIFIDENT IN YOURSELF, & HAOU THE ROLE, DEGREE.

~NORTHWESTERN MUTUAL IRVINE -INSIGHT GLOBAL -HCC SURETY GROUP

0BJECTIVE?

YES no
81 40 129

9 k2 196 233 29

*This information was gathered from recruiters attending the career expos

CAREER GUIDE: EIGHTH EDITION A




The Bureau of Engineering is leading thetransformation
of Los Angeles into the world’s most livable city.

Join us.

Join the award-winning Bureau of
Engineering and be part of the team that
plans, designs, constructs and manages the
City’s public buildings, open space and
infrastructure projects.

Infrastructure.

Open Space.
Architecture.
Innovation.

ENGINEERING

I I ' | l To learn more about career opportunities at the

Y Bureau of Engineering, visit http://eng.lacity.org/careers/jobs.htm
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Communicanon (MAnAeement — Caeariue
addressed achieved acted
arbitrated administered applied
arranged analyzed composed
authored assigned conceived
communicated attained conceptualized
corresponded  chaired created
counseled conceived designed
developed contracted developed
defined consolidated directed
directed coordinated established
drafted decided evaluated
edited delegated fashioned
enlisted developed formed
formulated directed formulated
influenced encouraged founded
interpreted evaluated illustrated
lectured executed instituted
mediated handled integrated
moderated implemented introduced
motivated improved invented
negotiated incorporated loaded
persuaded increased molded
promoted inspired originated
publicized launched perceived
reconciled led performed
reunited managed planned
renegotiated motivated presented
reported organized produced
researched outlined refined
summarized oversaw rewrote
spoke planned updated
translated prioritized
wrote produced

recommended I[HEH"]G

reevaluated adapted
M rejected advised
clarified repprted clarified
collected reviewed coached
conceived scheduled communicated
critiqued strengt.hened coordinated
detected superwsed defined
diagnosed united developed
disproved enabled
evaluated encouraged
examined M evaluated
extracted analyzed explained
identified assembled facilitated
inspected built guided
interpreted calculated informed
interviewed computed initiated
investigated designed instructed
organized devised lectured
researched engineered persuaded
reported fabricated presented
reviewed inspected set goals
searched maintained stimulated
studied operated taught
summarized overhauled trained
surveyed programmed updated
systematized remodeled
wrote repaired

solved

trained

upgraded

Cuenicat/Der Hewping

activated
altered
assembled
approved
arranged
catalogued
classified
collected
compiled
described
dispatched
edited
estimated
executed
gathered
generated
implemented
inspected
listed
maintained
monitored
observed
operated
organized
overhauled
prepared
processed
proofread
published
purchased
recorded
reduced
retrieved
screened
specified
streamlined
systematized

Financial

adjusted
administered
allocated
analyzed
appraised
audited
balanced
budgeted
calculated
compared
computed
developed
estimated
forecast
forecasted
managed
marketed
planned
projected
reevaluated
reconciled
researched
sold

\

advised
aided
assessed
assisted
brought
clarified
coached
coordinated
counseled
dealt
demonstrated
diagnosed
educated
encouraged
enlisted
expedited
facilitated
familiarized
guided
helped
inspired
maintained
modified
performed
referred
rehabilitated
represented
supported
upheld

Aonmonal

anticipated
arbitrated
ascertained
charted
checked
classified
collected
completed
conducted
conserved
consolidated
constructed
controlled
coordinated
counseled
created
decided
defined
delivered
detailed
detected
determined
devised
diagnosed
directed
discovered
dispensed
displayed
disproved

/

/

dissected
distributed
diverted
dramatized
drew

drove
eliminated
empathized
enforced
established
estimated
evaluated
examined
expanded
experimented
explained
expressed
extracted
filed
financed
fixed
followed
formulated
founded
gathered
gave
generated
guided
handled
headed
helped
hypothesized
identified
illustrated
imagined
implemented
improved
improvised
increased
influenced
informed
initiated
innovated
inspected
installed
instituted
instructed
integrated
interpreted
interviewed
invented
inventoried
investigated
judged
kept

led

learned
lectured
lifted
listened
logged
maintained

made
managed
manipulated
mediated
memorized
modeled
monitored
motivated
navigated
negotiated
observed
obtained
offered
operated
ordered
organized
originated
painted
perceived
performed
persuaded
photographed
piloted
planned
played
predicted
prepared
prescribed
presented
printed
processed
produced
programmed
projected
promoted
proof-read
protected
provided
publicized
purchased
questioned
raised

read
realized
reasoned
received
recommended
reconciled
recorded
recruited
reduced
referred
rehabilitated
related
rendered
repaired
reported
represented
researched
resolved
responded
restored
retrieved
reviewed
risked
scheduled
selected

\
sensed
separated
served
sewed
shaped
shared
showed \
sketched
solved
sorted
summarized
supervised
supplied
symbolized
synergized
synthesized
systematized
talked
taught
tended
tested
trained
transcribed
translated
traveled
treated
troubleshot
tutored
typed
unified
united
upgraded
used
utilized
verbalized \
warned
washed
weighed
wired
worked
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Graduate Education That
Makes an Impact

We foster learning that moves you forward—
In your profession and in your life

Earn your master’s or doctoral
degree from:

California School
of Professional Psychology

California School of Education

California School
of Forensic Studies

California School
of Management & Leadership

San Francisco Law School

Inquire today.

www.alliant.edu .
1.866.825.5426 International

SAN DIEGO | LOS ANGELES | SAN FRANCISCO | FRESNO | SACRAMENTO | IRVINE
ONLINE | HONG KONG | TOKYO

University

Alliant is a private university accredited by the WASC Senior College and University Commission (WSCUC). We are an equal opportunity employer and educator. For more
information about our graduation rates, the median debt of students who completed the program, and other important information, please visit www.alliant.edu/consumer.




BEF[]RE THE INTERVIEW @

DAY OF THE INTERUVIEW

Review your resume.
Always know ahead

of time who will be
conducting the interview
and what type of interview
format will be used
(individual, panel, lunch,
Skype, phone, etc.).
Research the company,
position, and industry
Practice responses

to potential interview
questions.

Have correct directions and plan accordingly
for traffic and parking time.

Make sure interview clothes fit well and are
clean and pressed.

Schedule a mock interview with the Career
Center or use InterviewStream to help you

prepare.

Dress to impress.

Always arrive 15 minutes
early.

Be nice and courteous to
everyone with whom you
come in contact.

Bring extra copies of

your resume and a list of
references in a portfolio with
a notepad and pen.

INTERVIE

[]UHIﬂG THE INTERVIEW

Have a firm handshake.

« Always remember to smile, show
enthusiasm and make eye contact
with all interviewers.

« Be prepared with a 60 second
commercial.

« Limit responses to no more than
2-3 minutes per question.

« Know strengths and weaknesses.

« Be prepared to identify specific
skills as they relate to the job.

« Provide examples that illustrate
or demonstrate a specific skill or
function.

« Beready to handle situational/behavioral
questions utilizing the STAR (situation, task,
action, result) approach.

« Always ask informative questions at the end of

the interview.
« “What are the next steps in the interview
process?”
- “Tell me about a typical week in this position.”
« Iflam hired, what is the first thing you ,l-\

would like me to accomplish?” =
« Remember to shake everyone’s

hand and thank them. Tﬁanﬁ

You!

HFTEH THE INTERUIEW

Send a thank you note or
email to all interviewers.

« Follow up with the employer
at an appropriate time.

CAREER GUIDE: EIGHTH EDITION 4&\




COME JOIN THE

SOUTHERN GLAZER’S

FAMILY

FULFILL THE POTENTIAL OF OUR BUSINESS
ASPIRE TO EXCELLENCE

MISSION AND VISION DRIVEN

INTEGRITY AND INCLUSIVENESS
[LEADERSHIP IN EVERYTHING WE DO

Y OU ARE CRITICAL TO OUR SUCCESS

FOR MORE INFORMATION ABOUT CAREER OPPORTUNITIES, VISIT:

JOBS.SOUTHERNWINE.COM



1YPES OF INTERUIEWS

’

ON-CAMPUS 1] {{R 1]
IMERVIEWS - Rt

During an interview, non-verbal and verbal messages are the ways that recruiters will be

evaluating each interviewee. Here are some samples of both types and how you can put your
best foot forward:

NON-VERBAL UERBAL

« Take your time in answering

« Give a firm handshake the questions
« Have straight posture & « Remain professional & positive
dor]’t slouch « Avoid filler words
. Sm!le . . (such as like, um, uh, you know)
+ Maintain eye contact with all « Avoid profanity and slang words
Interviewers « Use the STAR approach for
- Tryto control any nerves situation/ behavioral questions
(avoid twirling your hair or bouncing . .
your leg) S - Situation
« Exude confidence Lo
A - Action
R - Result

CAREER GUIDE: EIGHTH EDITION A



CHOOSE THE

UCI MERAGE SCHOOL

for your Accounting Career Success

The UC Irvine Paul Merage School of Business offers a
rigorous and innovative top-ranked Master of Professional
Accountancy (MPAc) program that thoroughly prepares you
for an executive career in accounting.

LEARN MORE

Full-time, one-year or a part-time, two-year program

GMAT/GRE waived for qualified applicants with a 3.2 GPA
or higher

Summer Intensive program for non-accounting majors

Employment rate of
94% within six months of
graduation (Class of 2014
and 2015)

CA residents accepted
are eligible for a minimum
$10,000 scholarship
More than 80 top firms

and companies recruit our
graduates

‘ merage.uci.edu/go/MPAc

TODAY AT or call 949.824.9240

UCI Paul Merage

School of Business




FIUE DIFFICULT QUESTIONS

Why should I hire you? [IP: Focus on the organization’s needs rather than
your own. (It may be helpful to think of yourself as a
consultant)

Tell me one thing you would [IP: Never criticize a former supervisor or colleague in

change about your last position? an interview. Try to describe a positive change and
fit it into the position that you are applying for now.
[IP: Keep the answer brief, professional and try

Tell me about yourself. to cover a few topics such as education, work
experience, and any recent career/internship
experience.

What would your supervisor say [IP: Use a recent positive performance review or

about you? mention the trait that you have that everyone comes

to you for. You can also come up with three or four
words that positively describe you (i.e. creative, hard
working, thoughtful, team player).

Why do you think you will be [IP: Define what you think success means for the role

successful in this job? your applied for and use examples of things you
have done that make you the ideal candidate.

THANK YOU INTERUIEW EMAIL SAMPLE

To: Mr. Affleck (baffleck9515@techmail.com)

From: Blake Potter (bpotter@fullerton.edu)

Subject: Thank You!

Dear Mr. Affleck,

Thank you for the opportunity to interview and discuss the Office Assistant position with me
today. Based on our conversation | am even more excited for the opportunity to work with
ACME Corporation, as the culture seems great. Additionally, based on your description of the
daily tasks required of the Office Assistant, | am confident that my previous administrative
experiences set me up well to succeed in the position.

Please feel free to contact me if you need any further information. | look forward to hearing from
you soon!

Sincerely,
Blake Potter
bpotter@fullerton.edu | 555-555-9000
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YOU GOT THE CAREER NOW WHE

lﬂﬂﬂHGE YOUR CAREER

Make a list of career goals
Keep an open mind and look out for long
term potential

« Show you are a leader even if you are not in
a leadership role

BECOME AN INDUSTRY EXPERT

« Continue your education to stay up to
date with industry trends and learn new
techniques

« Join groups based on your industry and form
a strong network

CONTINUE T0 BUILD YOUR PROFESSIONAL
ﬂETlU[]HH

Join professional associations and be active
within them

Participate in cross-functional teams outside
of your department when the opportunity
arises

BECOMING A PART OF THE A
IITAN ALUMNI NETWORK

Join and take advantage of the programs and
services offered by Cal State Fullerton’s Alumni
Association. Whether you're a CSUF graduate
or a local community member, association
membership will enrich your life and save you
money in the process.

You will not only secure your connection

to more than 265,000 CSUF alumni, but

your membership dues will directly support
association programs, events and student
scholarships efforts for future Titan graduates.
Join today!

ﬁ CALIFORNIA STATE UNTVERSITY

FULLERTON

ALUMNI ASSOCIATION

www.alumni.fullerton.edu
(657) 278-2586
alumniengagement@fullerton.edu

0000
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RDUATE @8R PROFESSIONAL SCHOOL

S [T FOR ME?

Making the decision to attend graduate or
professional school is a long-term commitment.
People offer many explanations for their own
decisions to pursue graduate or professional
school. It may be worthwhile to examine your
own reason for pursuing an advanced degree.

A period of self-assessment may prove beneficial.
Knowing why you are going to graduate or
professional school will help you get what

you want from your graduate or professional
experience. It will help you maintain the
motivation and dedication needed to succeed in a
graduate or professional school program.

You also need to ask yourself the following
questions:
« Am | ready to continue my formal
education?
« Do I have sufficient financial resources?
« Dol know enough about the field to make
the commitment?
« Would if be more appropriate to work first
and then return to school?
« Arethere other options that | should
consider?
Is this the best career path?

/&\ CAREER GUIDE: EIGHTH EDITION

RESOURCES

The following resources will assist you in
identifying graduate programs in your chosen

field and assist you with the application process:
www.fullerton.edu/career
www.graduateguide.com
www.graduateschools.com
www.myplan.com
www.petersons.com
www.princetonreview.com
www.mapping-your-future.org

www.gradschooltips.com

Test Information & Prep
The Princeton www. princetonreview.com/home.asp

Review
CPA Exams www.aicpa.org
MCAT www.aamc.org
GRE www.gre.org
LSAT www.|sac.org
CBEST www.cbest.nesinc.com/about_cbest.asp
GMAT www.gmat.org
Test Prep www.studyguidezone.com

Financial Aid
www.fafsa.ed.gov
www.scholarships.com
dream.csac.ca.gov
www.fastweb.com



SPRING

[ Research what graduate/professional programs
you are interested in and request information
directly from each program

[ Select at least six programs to apply to
* 2 top tier schools
* 2 mid range schools
+ 2 safety schools

[ Register and prepare to take the required
graduate/professional admission test
* GRE
* GMAT
* LSAT
* MCAT

[ Look into different national scholarships
and grants and their deadlines

[] Begin to create a list of faculty,
peers, and employers to ask for
a letter of recommendation

EARLY FALL

[] Attend the Graduate School
Expo

[ Send letter of recommendation
requests (early fall)

[ secure official transcripts
[ Secure letters of recommendation

[ Begin to put together your finished
application

LATE FALL

[] Submit your completed application

[] Follow up with your official transcript and letters
of recommendation to make sure they were
submitted

[ Check with the schools you applied to ensure all
materials were received

[] If an interview is part of the application, practice
using InterviewStream software on the Career
Center website or schedule a Mock Interview

SUMMER

[ Take required entrance exams and send
results to your chosen schools

[ Begin writing your personal statements
and make an appointment with a
Career Specialist to have them reviewed

[JRequest an admission application and
financial materials from your chosen
schools

O Make a schedule of due dates
(include dates for:)

« Exams

« Letters of recommendation

* Application

* National scholarships & grants

g2

~ SPRING

[ Wait to hear if you were
accepted

[ If accepted send in your
deposit

[ Send thank you notes to the
people who wrote letters of
recommendation

[] Outline a contingency plan
in the event that you are not
accepted into graduate
or professional school




CC S D s ‘ Clark County School District

APPLY TO TEACH TODAY! CAPE INCLUDED.

Don’t wait; apply today at www.Teach.Vegas.

CCSD CHANGES LIVES, STARTING WITH YOURS

Accept the challenge and teach where you can make a difference.
We are searching the globe for those committed individuals with
extraordinary passion, the keen ability to connect with students,

and a relentless drive to achieve life-changing results.

HAVE A DEGREE, NOT IN TEACHING? NO PROBLEM!
BECOME A HERO IN LIGHTNING SPEED...

After six weeks of training and practice, those who earn their capes are
eligible for hire into a full-time position, with medical and retirement
benefits. Be the FIRST hero in a child’s education. To learn more, visit us
at www.Teach.Vegas or call us at 702-799-5427.

You may be eligible for financial assistance, contact Workforce Connections
at 702-638-8750 for more information.



HOW TO

USE THE
CAREER &
ACADEMIC

PLAN

wpN =

&

b

Record any previous CSUF semester’s work on your Graduation Plan worksheets
Save three categories for 9 units of upper-division coursework.

. Transfer these chosen GE courses to the grids on your worksheets in the semester

in which you want to take them.

Select the courses you want to take from your list of major requirements and add
them to your worksheet.

Add your units each semester so you have running totals of all units in each
category.

Be sure to take at least 40 units of upper-division courses.

. Apply for a graduation check one year before you plan to graduate.

Take your completed plan with you when you see your specialist and major advisor.

-
Dept # = department & course number | M = Major | GE = General Education | E = Elective

COURSE TITLE M GE E SEMESTER GOAL

ONIYdS
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CALIFORNIA STATE UNIVERSITY

+ FULLERTON

CAREER CENTER

Langsdorf Hall, Room 208
www.fullerton.edu/career | careercenter@fullerton.edu
(657) 278 - 3121 | 800 N. State College Boulevard, Fullerton, CA 92831




