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Welcome & About Career Connections & Community Engagement
Many Paths, One Mills

Career Connections & Community Engagement is dedicated to providing
comprehensive career development education to Mills College students and alumni
so they can sketch out their unique path as college educated professionals. We aim
to provide students with the necessary career readiness skills to prepare them for a
successful transition into the workplace, and this career planning guide is one of
many necessary tools to think critically about navigating your career journey.

This guide is designed to help students navigate the career management process
through: career exploration & planning, preparing application materials, participating
in high-impact learning, connecting with alumni & employers, and securing future
opportunities.

The reality is that career exploration and management is a messy process that is not
a linear path to success. As you go through your journey as Mills, your career
interests and goals are going to change as you expose yourself to new academic
areas, participate in leadership experiences on campus, and develop new interest
and passion areas. For undergraduate students, we want to encourage you to
embrace this messy process, and seek support from career services staff to help
you make informed decisions! For graduate students, pursuing an advanced degree
has afforded you time to hone new technical skills and think about how you will
apply them to the complex challenges and problems of our world.

Whether your a career launcher trying to break into the professional sphere, a career
changer looking to transition out of your current industry or role, or a career
advancer using your education as a means of professional promotional opportunities
within your current industry or sector, this guide will help you manage your career
trajectory and sketch out actions for your future success.
Services

● Career Coaching
● Resume, CV, & cover letter review
● Interview prep
● Video interview room
● Internship, fellowship, & job search
● Graduate school application support
● Online networking via LinkedIn
● Career exploration assessments via Focus 2
● On-campus jobs
● Job offer & negotiation review



NACE Career Readiness Skills & Transferable Skills Inventory (Using NACE
Competencies)
The National Association of Colleges and Employers (NACE) has identified and
defined eight career readiness competencies for college graduates to be successful
in the workplace. Regardless of academic area of study, these competencies will
allow you to identify areas of growth throughout your career management process.
.

● Critical Thinking/Problem Solving: Exercise sound reasoning to analyze
issues, make decisions, and overcome problems.

● Oral/Written Communications: Articulate thoughts and ideas clearly and
effectively in written and oral forms to persons inside and outside of the
organization.

● Teamwork/Collaboration: Build collaborative relationships with colleagues
and customers representing diverse cultures, races, ages, genders, religions,
lifestyles, and viewpoints.

● Digital Technology: Leverage existing digital technologies ethically and
efficiently to solve problems, complete tasks, and accomplish goals.

● Leadership: Leverage the strengths of others to achieve common goals, and
use interpersonal skills to coach and develop others.

● Professionalism/Work Ethic: Demonstrate personal accountability and
effective work habits, e.g., punctuality, working productively with others, and
time workload management, and understand the impact of non-verbal
communication on professional work image.

● Career Management: Identify and articulate one's skills, strengths,
knowledge, and experiences relevant to the position desired and career
goals, and identify areas necessary for professional growth.

● Global/Intercultural Fluency: Value, respect, and learn from diverse
cultures, races, ages, genders, sexual orientations, and religions



Career Exploration Strategy
The mission of the Career Connections & Community Engagement office is to
provide Mills College students with comprehensive career development education
through: individual appointments, career programming, career management tools,
networking events, employer information sessions, alumni panels, career
assessments and so much more.

As educators, we aim to provide students with the necessary career readiness skills
to prepare them for a successful transition into the workplace.

The world of work has changed drastically from previous college-educated
generations, and university career centers have shifted away from 'job placement'
toward empowering students through education and exposure to make their own
future career and life decisions.

While only you can secure your next opportunity, know that you don't have to do this
alone and that we teach students the skills you'll need throughout your lifetime!

Career Assessments
Choosing the right career is an on-going process. Engaging in self-assessments
periodically allows you to explore your personality, skills, interests, and values. Begin
by taking the FOCUS 2 assessments and discussing it with a peer career coach or
career advisor.

Focus 2
This is a self-directed assessment program that enables you to take several
assessments to help identify career interests and values. After completing the
assessments, you will be able to see a report of recommended occupations of
interest to research further. This assessment tool is beneficial to first and second year
students exploring different majors and careers. Focus 2 can be found via the Mills
College Portal

Application Materials

Application materials such as resumes and cover letters are used to communicate
your skills & expertise, educational background, and professional work history. They
are tools used to highlight why you are qualified for any opportunity you are
pursuing.

The resume is your professional marketing tool to articulate your skills and
demonstrate your qualifications, and the cover letter provides you an opportunity to
communicate in a narrative form why you’re interested in a given opportunity and
how you’ll apply your skills & talent to a new opportunity.



Developing Resume Bullet Points (Accomplishment Statements)
Resume Do’s
● Highlight key accomplishments from your experience (jobs, academic,

student leadership, volunteer, travel, ect) using actions verbs and quantify
results (#, %, $, impact)

● Analyze the position description and identify key skills, attributes, and
qualifications to craft accomplishment statements

● Limit resume to one page unless you have extensive professional experience
● Proofread and receive feedback from career services staff
● Create resume in MS Word or Google Docs

Resumes Don’t
● Use creative design resume templates (google templates, canva, etc), unless

you design it yourself
● Include personal information, physical characteristics, or photographs in U.S.

based resumes. These standards may vary outside the U.S. job market
● “List References Upon Request”

Best Practices for Messaging Your Experiences

I- Make a List all about You
Compile a list of your experiences. These could range from jobs to volunteerism;
activities, club participation, leadership roles, and/or honors you acquired. This is an
opportunity to express and recognize all the experiences that make up who you are
and all that you bring to a potential employer.

II- Identify Accomplishments
Once you’ve brainstormed a list of experiences, it’s time to start drawing out what
you did into fully framed terms using accomplishment statements. Accomplishment
statements should be brief, specific, and results-oriented. Begin each statement with
an action verb. Use quantitative and qualitative measures wherever possible.
Consider an activity to be an accomplishment if any of the following occurred:

● Something new was achieved
● Your performance exceeded past performance (i.e. exceeded sales quota)
● You made a process easier, simpler and/or faster (i.e. created filing system)

An effective accomplishment statement consists of four parts….
1. A potential problem, opportunity or issue
2. What you did about it
3. What you actually accomplished
4. Measurement of result and the benefit to the organization

Example:
1. A potential problem, opportunity or issue – low membership in Environmental

Sustainability Club
2. What you did about it – created vibrant meetings with activities
3. What you actually accomplished – increase in membership



4. Measurement of result and the benefit to the organization leads to your
accomplishment statement – Increase in membership by 150% and increased
visibility on campus

III- Alignment, Presentation, and Research
While your resume’s content is key, its presentation also matters. You want to
present a resume that is polished, easy to navigate, draws a potential employer’s eye
to your relevant qualifications, and is aligned to the job for which you are applying. A
few fundamental components to consider:

● Do the research-Read the job posting carefully. How does the employer
describe the ideal candidate’s qualifications and skills? Do they want to hire
someone who is attentive to detail and innovative? Highlight these keywords.

● Match language – As many hiring processes are digitized, using keywords in
your resume is becoming more and more important in assuring your resume
gets a first read. Make sure to update your resume with matching keywords
before applying.

● Consider Format- Different resume formats convey different messages.
Choose a style based on what relays a message that authentically portrays
you and is both appropriate and relevant to the job for which you are applying.

○ Chronological: Shows consistency of employment; can be used to
highlight goal achieved over time

○ Skills: Highlights skills sets, usually used when beginning a career or
transitioning between careers

○ Hybrid: Best of both worlds; can be used to show both a skills set and
achievement or consistency over time

IV- Get another pair of eyes
Consider having another person review and edit your resume, preferably a
professional or someone with experience reviewing resumes. Career Services has
staff available to help you craft your stellar resume.

Action Verb Context Result

Action verbs should be in
the present tense for any
current positions. For past
positions, the action verbs
should be in the past tense

This can include any time
frames, the number of
people, type of issue or
population

Positive, tangible outcomes

Example of accomplishment statement

Original statement: Responsible for new Sustainability Club member orientation.

Accomplishment statement: Created dynamic new member orientation program for
10 prospective members; utilize relationship and team-building strategies to build
affiliation and club loyalty.



Active Verb List
Key Verbs : advocated, clarified, demonstrated, enforced, expedited, gained,
monitored, negotiated, revised, simplified supported, utilized

Administrative: approved, arranged, catalogued, classified, collected, compiled,
dispatched, executed, generated, implemented, inspected, monitored, operated
organize, prepared, organized, prepared, processed, purchased recorded

Communication: addresse, arbitrated, arranged, authored, corresponded,
developed, directed, drafted, edited, enlisted, facilitated, formulated, influenced,
interpreted, lectured mediated, moderated, motivated, negotiated, persuaded,
promoted, publicized, reconciled, recruited, spoke, translated, wrote

Finance: administered, allocated, analyzed, appraised, audited, balanced, budgeted,
calculated. computed, developed, forecasted, managed, marketed, planned,
projected. researched

Helping skills: assessed, assisted, clarified, coached, counseled, demonstrated,
diagnosed, empathized, educated, encouraged, expedited, facilitated, familiarized,
guided, referred, rehabilitated, represented

Management: administered, analyzed,assigned,attained,chaired, contracted
consolidated, coordinated, delegated, developed, directed, evaluated, executed,
improved, increased, organized, oversaw, planned, prioritized, produced,
recommended, reviewed, scheduled, strengthened, supervised

Research skills: abstracted, clarified, collected, critiqued, diagnosed, evaluated,
examined, extracted, identified, inspected, interpreted, interviewed, investigated,
organized, reviewed, studied, summarized, surveyed, synthesized, systematized

Technical skills: assembled, built, calculated, computed, designed, devised,
engineered, fabricated, maintained, operated, overhauled, programmed, remodeled,
repair, solved, trained, upgraded

Teaching skills: adapted, advised, clarified, coached, communicated, coordinated,
developed, enabled, encouraged, evaluated, explained, facilitated, guided,
informed, initiated, instructed, persuaded, set goals, stimulated, trained

Achievement: achieved, acquired, advanced, bolstered, eliminated, encouraged,
expanded, fostered, guaranteed, inspired, mastered, maximized, minimized,
motivate, obtained, provided, reduced, restored, stimulated, strengthened



Creating Your Resume

NAME
City, State Zip Code Phone Number Email

EDUCATION (List in reverse chronological order)
Name of Degree Date Expected or Received
Name of Institution City, State

Name of Degree Date Expected or Received
Name of Institution City, State

LICENSES/CERTIFICATIONS

EXPERIENCE (list in reverse chronological order)

Position Held Dates worked
Organization Name City State
• List accomplishments and tasks
• Start each bullet point with an action verb, present tense if still doing this work or
past tense if the duties have ended

Position Held Dates worked
Organization Name City State
• List accomplishments and tasks
• Start each bullet point with an action verb, present tense if still doing this work or
past tense if the duties
have ended

HONORS AND AWARDS

ACTIVITIES

SKILLS



Resume Samples (Undergraduate Ethnic Studies)
Orchard Meadow

PMB #1852 5000 MacArthur Blvd Oakland, California 94607 | 510-430-2255 |
blueclass@mills.edu

Education
Mills College, CA  - Expected Graduation May 20XX
Bachelor of Arts Ethnic Studies - 3.7/4.0 GPA

Honors and Awards
Mary Akins Excellence Scholarships, received 20XX

Skills & Certification
Language: Native fluency in written and spoken Spanish
Computer: Proficient in Microsoft Excel, Powerpoint, Filemaker Pro
CPR Certified, Issues June 20XX

Relevant Experience
The Womanist Magazine, Mills College - Oakland, CA
Feature Writer and Arts Reporter - Aug 20XX-Present

● Write 2-3 long-form feature articles about campus and Bay Area based arts,
theater, music performance

● Collaborate with Editor-in-Chief and Lead Editor to manage juniors writers to
develop journalism skills and copy-edit arts and entertainment section

Leadership Experience
Oakland Unity High School - Oakland, CA
Academic Counselor/Tutor - Sept 20XX-Dec20XX

● Improved students academic performance by utilizing my effective interpersonal
skills and monitoring student progress

● Provided students with outside resources such as college programs to help
them reach their full potential

Project Gear UP -  Los Angeles, CA
Mentor in Training (M.I.T.) - May 20XX-Aug 20XX

● Aided students with homework assignments in subjects such as Math, English,
Spanish, and Science.

● Provided assistance to students with financial aid and scholarships applications
A.V.I.D -  Los Angeles, CA
Peer Academic Counselor/ Tutor - July 20XX-Apr 20XX

● Organized students into small groups to help them focus and provoke problem
solving

● Invoked discussion among students allowing them to assist each other with
homework assignments



Resume Samples (Undergraduate Economics)
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�
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�� ���Á�Ê�›�Ã�Á�8�8�Ÿ�Á�Æ�›�Ã�Á�8�8
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Resume Samples (Undergraduate Pre-Nursing)
Pre-Nursing Student
P.O. BOX 1234, Oakland, CA 94613
510.555.2345, prenursingstudent@mills.edu

Skills and Certifications
● Dedicated pre-nursing student with more than 2 years volunteer experience

in various hospital units
● Certified in American Red Cross CPR/AED and First Aid
● Native Fluency in written and spoken Spanish

Education
Samuel Merritt College, Oakland, CA Expected May 20XX
�� �Þ�ú�' ���B�U�z�9�U���9�¡�ú�,���L�ú���9�,�L�9�k�“�z�‚�,�L� 

Mills College, Oakland, CA August 20XX-May 20XX
�–�z���(�k�“�z�‚�,�L� �9�J �Þ�<�Ur

Experience
�É�U�B�“�L�‹�����z, Highland Hospital, San Francisco, CA June 20XX-present

● Gaining exposure to the various facets and units of a large medical facility,
primarily serving low-income individuals from diverse backgrounds

● Demonstrate therapeutic communication skills when preparing patients for
screenings and orienting them to the facility; serve as a translator for spanish
speaking patients

● Assist patients in filling out medical history
● Increasing knowledge of medical terminology and patient care

�¡�‹�“�� ���L�‹�9�Ê�U�z�?���z, Mills College, Oakland, CA Sept 20XX-May 20XX
● Documented and updated student information while maintaining client

confidentiality
● Gained a deeper understanding of both visible and non-visible disabilities
● Assisted Director in designing time management workshops
● Informed and educated students about resources both on and off campus

�� �U�“�L�‚���B�U�z, Jefunira Camp , Stanford, CA Summers 20XX-20XX
● Helped develop programs and activities for youth campers
● Provided opportunities for campers to excel in a variety of physical activities
● Gained camper’s trust through one-on-one communication in order to

promote and encourage healthy and safe habits
● Developed effective leadership abilities by facilitating various activities

Professional Development Activities
Member, �Ñ�X�Ñ�9�k�“�z�‚�,�L� �9�� �U�Þ�B�,�‹�,�U�L, Mills College, 9/20XX-present
Volunteer, �� �Þ�±�9�� �z���Þ�9�Ê�Þ�B�?�9�‹�U�9�� �“�z���9�$�,�Þ�ù���‹���‚ , May 20XX
Volunteer, �¡�Þ�L�9�A�z�Þ�L�ú�,�‚�ú�U�9�� �,�� �‚�9�Ê�Þ�B�?, October 20XX and 20XX



Resume Samples (Undergraduate Biochemistry)

Sophomore Biochemistry Student
adinal@mills.edu 510.888.2678
Campus Address: PO Box 95329 - Oakland, CA  94613

EDUCATION
Bachelor of Science in Biochemistry, expected May 201x
Mills College, Oakland, CA

LAB EXPERIENCE
�a�Þ�ù�9�� �‚�‚�,�‚�‹�Þ�L�‹��Mills College, Oakland, CA, Sept 200x – May 200x

● Collaborate with a Ph.D. of Microbiology with collecting data on nitrogen
fixation in corn and soybean plots

● Charted plot date for further analysis to be incorporated into a scholarly
research paper for conference presentations

SKILLS
Cell Biology:

● Performed experiments consisting of pH gradients, cell function depending
on the pH of different fluids and the procedure of electrophoresis

Genetics:
● Created genetic experiments using Drosophila melanogaster and their ability

to mate with other flies producing mutations described by Gregor Mendel and
other famous geneticists

Microbial Ecology:
● Conducted ecological testing of different microorganisms from aquatic and

soil environments
Immunology:

● Performed texts on immunoserums and antibodies produced from rabbits.
The different tests used to observe antigens and antibodies; immunoassay,
Western Blot, and Eliza

Organic Chemistry:
● Performed a study of nomenclature, preparations, reactions, and reaction

mechanisms of functional groups of aliphatic and aromatic compounds
Biochemistry:

● Gained experience in the chemistry of major cellular constituents and their
metabolism of functional groups of aliphatic and aromatic compound

ACADEMIC DISTINCTIONS, ORGANIZATIONS
● Mills College Biology Club
● Mills College Dean’s List: 6 semesters
● Recognition of Excellence for Academic Success, Leadership, and Service by

American Association of University Women - 200X



Resume Samples (Undergraduate Studio Art)
ARTIST SAMPLE RESUME

(212) 684-2473 zhenya.jimenez@gmail.com Portfolio: www.zhenyart.com

Artist with 3 years of related work experience, as well as portfolio of varied
accomplishments including referenced articles, exhibitions, and academic achievements.
Possesses a strong sense of artistry and forward-thinking, which is consistently displayed
across all art pieces. Capable of communicating with clients regarding specifications for

customized art pieces.

EDUCATION
Bachelor of Fine Arts in Studio Art, Minor in Art History Oakland, CA
Mills College May 20XX - Phi Beta Kappa

PROFESSIONAL EXPERIENCE
Gallery Assistant Oakland, CA
�i �,�B�B�‚�9�� �U�B�B��� ���9�� �z�‹�9�i �“�‚���“�J August 20XX – Present

● Ensure the safety and security of the art
● Prepare food and drinks during museum events and receptions; assist with set-up

and clean-up
● Greet and direct visitors to the museum, answer questions, and sell museum

publications
● Participate in and attend artist and curator tours and lectures, and assist visiting

artists

Collections Cataloguer Oakland, CA
�t �Þ�?�B�Þ�L�� �9�i �“�‚���“�J �9�U���9�� �Þ�B�,���U�z�L�,�Þ May 20XX – January 20XX

● Catalogued a total of 1,200 items according to different categories, completing
project 30 days ahead of schedule

● Analyzed database record and ensured integrity of bibliographic contents
● Re-wrote new descriptions for 30% of items that were outdated or had insufficient

information

BIBLIOGRAPHY
● Linda Krasinski, “A New Point of View”, �«�' ���9�B�“�Þ�z�� �,�Þ�L��April 23, 20XX
● William J. Bore, “Crossing the Lines”, �¡�ú�“�B�w�‹�“�z���9�Ð�Ø, no. 1, October 20XX

EXHIBITIONS
● Solo Exhibition: Thesis Exhibition, John Kempt Gallery
● Two-Person Exhibition: Moore Contemporary,  New York, NY (with industrial artist

Lisa Meyer)

LEADERSHIP
● Book Art Club, Treasurer
● Indigenous Women's Alliance, Club Member

ADDITIONAL SKILLS
● Photography and Sculpture
● Adobe Photoshop

mailto:zhenya.jimenez@gmail.com


Resume Samples (Graduate MPP)

MPP Career Launcher
Oakland, California 94607 | 510-430-2255 | purpleclass@alumane.mills.edu

EDUCATION
MILLS COLLEGE, OAKLAND, CA Candidate, 5/20XX
Master of Public Policy

CALIFORNIA STATE UNIVERSITY, LONG BEACH, CA 5/20XX
Bachelor of Arts, Sociology, Minor in Literature

PROJECT
Public Policy Special Projects
Research Assistant Aug 20XX – May 20XX

● Created academic research databases about social policy topics in order to support
publication of “The Effect of Welfare Reform on the Marital Bargaining Power of Women” by
Dr. Mia Bird.

Issue Analysis: Unintended Pregnancies in the U.S. (Course: Public Policy & Economic Analysis) Spring
20XX

● Examined policies related to unintended pregnancies in the U.S. by analyzing economic
efficiency, social equity, and feasibility of various coverage options for Medicaid’s family
planning program.

EXPERIENCE
RESPONSIBLE SOURCING NETWORK, SAN FRANCISCO, CA Summer 20XX
Conflict Minerals Intern

● Communicated with corporations that may use conflict minerals in their products to evaluate
and assist in implementation of ethical supply chains.

● Wrote white paper comparing progress in compliance with Dodd-Frank Act among various
industries. Identified best practices and outlined resources for conflict-free supply chain
management.

CALIFORNIA STATE UNIVERSITY, LONG BEACH, CA Summer 20XX
Course Development Specialist

● Helped create a new component to the Elementary Statistics course to improve students’
technical writing skills.

● Authored Calibrated Peer Review online assignments for students to engage with academic
material, grade classmates’ responses, and perform final self-assessment to determine
mastery of subject.

URBAN STRATEGIES COUNCILSummer 2XX
Promise Neighborhoods Intern

● Researched evidence-based instructional improvement and family support programs to
support City of Oakland’s application for Promise Neighborhoods planning grant.

● Coordinated with local planning groups, Oakland Unified School District, city and county
administrators, and community members to assess needs, negotiate ideal outcomes, and
plan for future capacity building.

SUPPORTING EXPERIENCE
● Volunteer: Haven Domestic Violence Center (9/20XX – Present); Team-in-Training (Summer

2012)
● President of Sociology Student Association at California State University, Long Beach (9/20XX

– 5/20X

mailto:purpleclass@alumane.mills.edu


Resume Samples (Graduate MAE)
MAE CAREER CHANGER

Professional Phone • Professional Email

PROJECT MANAGER
Analysis • Creativity • Collaboration • Communication • Planning

● Over 10 years of experience coordinating detailed projects, leading diverse teams, and driving
initiatives to successful completion.

● Technologically savvy with proficiency in Siebel, and SalesForce and familiarity with SAP, ArcGIS
geographical software, and SAS statistical software.

EDUCATION
MILLS COLLEGE, OAKLAND, CA Candidate, May, 20XX
Master of Applied Economics
Significant Coursework

● Policy Analysis, Public Sector Economics, Research Methods, and Social Policy
Policy Analysis of Youth Unemployment ( �� �U�“�z�‚�����9�–�“�ù�B�,�ú�–�U�B�,�ú�±�9�t �9�*�ú�U�L�U�J �,�ú�9�� �L�Þ�B�±�‚�,�‚) Fall 20XX

● Examined policies related to youth unemployment by analyzing economic efficiency, social equity,
and feasibility of options to prepare high school students for work.

● Presented findings to department faculty, staff, and students.

CALIFORNIA STATE UNIVERSITY, SACRAMENTO, CA
Bachelor of Science, Business Administration

EXPERIENCE
Charles Schwab, San Francisco, CA
Senior Manager, Sales Implementation Oct 20XX – Dec 20XX

● Defined requirements for multiple Relationship Management systems as business project lead.
Technology platforms included Salesforce, Siebel, and in-house proprietary systems. Received the
Chairman’s Team Award for Excellence.

● Developed strong alliances throughout the organization, allowing for open communication and
collaboration.

● Communicated with senior management through meetings, calls, and presentations on various
projects; presented formal and informal milestone updates throughout.

Manager, Sales Analysis Nov 20XX – Oct 20XX
● Created allocation methodology for growth and revenue goals for $449B in asset management,

thereby enabling company leadership to distribute goals consistently across regions and roles.
● Analyzed pricing and profit data to provide actionable information used to address profitability

concerns and competitive pressures with clients.
● Established benchmarks for sales manager compensation goals tied to revenue and profitability to

facilitate analysis of individual and regional results.
Verizon Wireless, Walnut Creek, CA
Operations Manager, National Retail Sales Jul 19XX – Jan 20XX

● Coordinated a new prepaid service program from inception to launch, reporting key deliverables
to senior management. Awarded the President’s Service Award for Excellence.

● Researched financial viability of opening company-owned retail outlets; analyzed market to
recommend specific locations and strategies for future expansion opportunities.

● Liaised between local markets and national sales team to ensure successful launch and
administration of new promotions and programs.

● Designed and developed reporting materials for national sales team to track and evaluate
business trends, promotions, and performance to budget

ADDITIONAL
● Volunteer: Avon Walk for Breast Cancer (20XX – 20XX)
● American Cancer Society Relay for Life (20XX – 20XX)



Resume Samples (Graduate MBA/MPP Dual Advance)
MBA/MPA DUAL CAREER ADVANCER

PROGRAM MANAGEMENT & EVALUATION
Cross-Sector Partnerships • Volunteer Coordination • International Programs & Policy

Strategic and performance-focused professional with core competencies in:
● Quantitative and qualitative research methods and program evaluation
● Implementation of best practice in social entrepreneurship endeavors and public/private

partnerships
● Fundraising, event management, and donor engagement activities
● International development and cross-cultural education

EXPERIENCE

GRAMEEN FOUNDATION, ACCRA, GHANA 9/20XX – 8/20XX
�I ���B�w�‚�9�‹�' ���9�«�U�z�B���2�‚�9�w�U�U�z���‚�‹�9�,�J �w�z�U�ª���9�‹�' ���,�z�9�B�,�ª���‚�9�Þ�L�� ���‚�ú�Þ�w���9�w�U�ª���z�‹�±�9�ù�±�9�w�z�U�ª�,�� �,�L� �9�‹�' ���J �9�«�,�‹�' �9�Þ�ú�ú���‚�‚�9�‹�U�9�‚�J �Þ�B�B
�B�U�Þ�L�‚���9���‚�‚���L�‹�,�Þ�B�9�,�L���U�z�J �Þ�‹�,�U�L���9�Þ�L�� �9�ª�,�Þ�ù�B���9�ù�“�‚�,�L���‚�‚ �U�w�w�U�z�‹�“�L�,�‹�,���‚��
Market Analysis Consultant

● Conducted needs assessment by using NISC Africa-Wide Information Database in
conjunction with interviews among local NGO leaders and their clients.

● Developed and executed questionnaire for microfinance institutions to produce landscape
analysis and due diligence on potential client organizations.

● Authored report on intersection of agricultural extension and mobile technology in Ghana.
Presented findings to local advisory board in Ghana and Trustees of Grameen Foundation
Africa Sub-Committee in U.S.

● Evaluated JP Morgan-sponsored Financial Projections Modeling Pilot program. Collaborated
with JP Morgan liaison to ensure culturally-appropriate implementation of model.

● Cultivated relationships with local companies to develop pipeline of free and low-cost supply
sources.

TAPROOT FOUNDATION, SAN FRANCISCO, CA 8/20XX – 8/20XX
�¡�‹�z�Þ�‹��� �,�ú�Þ�B�B�±�9�B�,�L�?�‚�9�ù�“�‚�,�L���‚�‚�9�‹�Þ�B���L�‹�9�Þ�ª�Þ�,�B�Þ�ù�B���9�‹�U�9�U�z� �Þ�L�,�º�Þ�‹�,�U�L�‚ �«�U�z�?�,�L� �9�‹�U�9�,�J �w�z�U�ª���9�‚�U�ú�,���‹�±
Program Associate, Pro Bono Action Tank
Program Development

● Managed launch of “Competencies Map 1.0,” a signature online tool to assess and match
nonprofit needs with business skills. Developed and executed strategies for data
management, website integration, content development, and strategic messaging.

● Analyzed corporate volunteer engagement at international firms, including KPMG, Morgan
Stanley, Capital One, and Pfizer. Authored 15 published case studies to inspire scalable
volunteer programs in alignment with business strategy.

● Developed, implemented, and maintained website (probonoactiontank.org) and designed
communication and outreach materials for 600+ corporate, government, and nonprofit
constituents.

Event Management
● Managed planning and logistics for Pro Bono Roundtable Annual Conference and inaugural

training roadshow in 6 cities: established sponsorship, managed attendance, and assisted in
development of presentation content.

● Led “Best Practices in Pro Bono Service” conference call series attended by community affairs
leaders at Fortune 500 companies. Hosted calls, conducted research to guide content, and
synthesized key takeaways for web publication.

Independent Contractor 8/20XX – 8/20XX

http://www.probonoactiontank.org


Program Evaluation and Development
● Evaluated program effectiveness and offered strategic improvements for short- and

long-term. Designed new service models and created implementation roadmap. Created
cross-cultural competency trainings.

● Clients included: Kiva, Cross-Cultural Solutions, FACE AIDS, Google.org

BARBARY COAST CONSULTING, SAN FRANCISCO, CA 7/20XX – 8/20XX
�A�“�B�B�(�‚���z�ª�,�ú���9�w�“�ù�B�,�ú�9�Þff�Þ�,�z�‚�9fi�z�J �9�Uff���z�,�L� �9�w�“�ù�B�,�ú�9�z���B�Þ�‹�,�U�L�‚���‚�‹�z�Þ�‹��� �,�ú�9�ú�U�J �J �“�L�,�ú�Þ�‹�,�U�L�‚���9�U�“�‹�z���Þ�ú�' ���9�Þ�L��
�Þ�� �ª�U�ú�Þ�ú�±�9�‚���z�ª�,�ú���‚
Public Affairs Intern

● Interviewed San Francisco Board of Supervisors and Police Department officials to compile
organizational assessment findings for the Police Executive Research Forum resulting in a
new Vision Statement approved by the Police Commission.

● Audited media reference Health Care Security Ordinance for Mayor’s Office of Economic and
Workforce Development’s Health San Francisco campaign.

● Evaluated congestion pricing for Transportation Authority resulting in Golden Gate Bridge toll
that secured $158m federal Urban Partnership grant.

● Prepared media kits for successful Planning Commission campaigns, including Ralph Lauren
and Whole Foods.

GEFFEN PLAYHOUSE, WESTWOOD, CA 7/20XX – 6/20XX
�–���z���U�z�J �,�L� �9�Þ�z�‹�‚�9�‹�' ���Þ�‹���z�9�ú���B���ù�z�Þ�‹���� �9���U�z�9�,�‹�‚�9�ú�U�J �J �,�‹�J ���L�‹�‹�U�9�‹�' ���9�� ���ª���B�U�w�J ���L�‹�9�U���9�L���«�9�w�B�Þ�±�‚��
Donor Relations and Event Manager

● Coordinated three “Opening Night” fundraising events, raising $50k at each.
● Issued solicitation and organized fulfillment of donor benefits for $17.5m capital campaign.
● Researched foundations and individual donors and drafted letters of inquiry and grant

applications leading to 15% increase in yearly revenue stream.
● Constructed new houses for families who lost homes in Bosnian war (March 2000).

EDUCATION
MILLS COLLEGE, OAKLAND, CA Candidate, 5/2013
Master of Business Administration & Master of Public Policy

● Master’s Policy Report: Smart Practices in Community Engagement Among B Corporations
(Client: B Lab)

● Net Impact, Vice President of Events (20XX – 20XX)
● Significant Coursework: social entrepreneurship, program evaluation, statistics, economics,

government relations, political behavior, legal analysis

OCCIDENTAL COLLEGE, LOS ANGELES, CA 5/20XX
Bachelor of Arts, Theater

● Study Abroad: International Partnership for Service-Learning in Montpellier, France (Spring
2000)

SKILLS
● Advanced: Microsoft Office Suite (Excel, Word, Outlook, PowerPoint) , Salesforce, Vertical

Response
● Proficient: WordPress, Drupal, Raiser’s Edge, Tessitura, GIS
● Extensive travel experience. US and UK citizenship (raised in Germany and Holland). Fluent in

French.



Curriculum Vitae CV Sample (Graduate Credential and Education)
Laura Murillo

Berkeley, CA �1 greenclass.mills.edu  �1 (510) 555-1234 �1 E-Portfolio Link
Education

Mills College, Oakland, CA

Master’s of Arts in Education: Teaching 2016

�” Single Subject English Credential

Bachelor’s Degree in English, Creative Writing with honors           2015

● Thesis: �™���‚�ú�“�,�L� �9�� �B�,�ú�����9�N�L�‹���z�w�z���‹�,�L� �9�� �B�,�ú���9�,�L�9�Ê�U�L�� ���z�B�Þ�L�� �Ê�,�‹�' �9�� �9�A���J �,�L�,�‚�‹�9�a���L�‚

Awards

MSA San Francisco Bay Area Chapter Scholarship Award
2012-2015

● Awarded to high school seniors and current college students pursuing higher
education.

Teaching Experience

Student Teacher at REALM High School, Berkeley, CA 2015-2016
9th grade English classroom of 25 students

● Took daily attendance and recorded participation points.
● Facilitated partner, small group, and whole class discussions and activities

Student Teacher at Encinal High School, Alameda, CA Spring 2015
11th grade AP Language classroom of 32 students

● Facilitated whole class and small group discussions.
● Evaluated student work.
● Prepared and taught two lessons: the first about “Talking to the Text” and the second

on analyzing WWII propaganda.

Student Teacher at Martin Luther King, Jr. Middle School, Berkeley, CA  Fall 2014
6th grade Humanities classroom of 28 students

● Helped individual students with reading and reading quizzes.
● Facilitated partner discussions.
● Decided classroom seating arrangement.
● Prepared and taught a lesson on comparing and contrasting and evaluated student

work.

Observational Student Teacher at Fremont High School, Oakland, CA    Spring 2014
12th grade English classroom of 20 students

● Assisted with preparation of lesson materials.
● Engaged students in partner and small group work and discussions.
● Critiqued students’ presentations of their senior projects.

Related Work Experience

Office Assistant, Events Office, Mills College, Oakland, CA 2011-Present
● Complete organizational and administrative office tasks.
● Process and book event requests.



● Resolve scheduling conflicts and event problems.
● Aid in training of new student office assistants.
● Assisted with transition from Banner to new 25Live system; train students and staff

how to use 25Live.

Resident Assistant,, Mills College, Oakland, CA 2013-Present
● Assist and support residents by providing academic, social, and psychological

support, answering questions, and suggesting campus resources.
● Build community among 18-20 residents by planning and hosting two events per

month, mediating conflicts, and facilitating monthly hall meetings.
● Collaborate with other members of the RA team and on campus organizations to

design and host engaging programs for residential students.
● Explain and enforce residence hall and campus policies.
● Responsible for approximately 400 residential students and responding to

emergencies while on duty 19-20 times per year.
● Lead and participate in sessions during professional staff trainings at the beginning of

each semester as well as during weekly staff meetings.

Administrative Assistant, Housing Management and Dining Services,
Mills College, Oakland, CA Summer 20XX

● Assisted the department with preparing housing for over one hundred Middlebury
students, faculty, and staff by inspecting rooms, creating ID cards, and preparing and
sorting key packets

● Created Excel spreadsheets to organize and track data on loaned keys, room
damages, etc.

● Completed general organizational and administrative office tasks.

Phone Ambassador, Undergraduate Admission, Mills College, Oakland, CA 2011-2012
● Used effective communication skills to speak over the phone with potential or

accepted Mills students to answer questions and address concerns.

Leadership Experience

Historian of the 20XX Senior Class Council, Mills College              Spring 20XX
● Fundraised money for the senior class gift – a scholarship of over $10,000 for an

incoming student.
● Contacted community members and businesses for donations for the Senior Auction

to fundraise money towards the senior class gift.
● Planned and promoted a week of events for seniors including a carnival, rubber

ducky race, and a post-graduation information fair.

VP of Public Relations of the National Society of Collegiate Scholars, Mills College
20XX-20XX

● In charge of tracking club membership and sending notifications and updates about
club meetings and events to members and officers.



Resume Rubric

Resume should
effectively land
you an interview.

Resume could
land you an
interview
(borderline case).

Resume is average,
needs
improvement to
rise to the "top of
the stack."

Resume needs
significant
improvement
and would be
discarded
during
screening

Format This resume fills
the page but is
not overcrowded.
There are no
grammar or
spelling errors. It
can be easily
scanned.

This resume
almost fills the
page, but has
some uneven
white space.
There may be a
single spelling or
grammar error.

The font and
spacing of this
resume are not
appealing and
cannot be easily
scanned. There are
spelling errors and
grammatical
mistakes.

This resume is
either one-half
page or two to
three pages long.
The font is too
big or may be
hard to read.
There is more
white space than
words on the
page. There are
multiple spelling
and/or grammar
errors.

Education
Section

This section is
organized, clear,
and well defined.
It highlights the
most pertinent
information and
includes:
institution and its
location,
graduation date,
major, degree,
GPA, study
abroad (as
appropriate), and
any relevant
coursework.

This section is
well organized
and easy to read.
It includes the
institution and its
location,
graduation date,
major, and
degree. GPA and
“extra”
information, such
as study abroad
and course work
are missing

Information such as
institution and its
location, graduation
date, and major are
included, but
degree and GPA are
not listed. This
section is not well
organized and there
is no order to how
information is
formatted.

This section is
missing the most
crucial
information.
Institution is
listed, but not its
location and
graduation date
is missing. The
major is
included, but not
degree. No GPA
is stated.

Experience
Section

This section is
well defined, and
information
relates to the
intended career
field. Places of
work, location,
titles, and dates
are included for
each position.

Places of work,
location, titles,
and dates are
included for each
position.
Descriptions are
formatted as
bullets beginning
with action verbs,
but are not

Descriptions are not
presented in
bulleted lists that
begin with action
verbs. Instead,
complete
sentences in
paragraph form are
used to describe
positions. Places of

There is no order
to the
descriptions of
each position.
Descriptions are
not detailed and
don't illustrate
the experience.
No locations and
dates of



Descriptions are
clear and
formatted as
bullets beginning
with action verbs.
(This section
could be split into
related and other
experience.)

detailed enough
to help the reader
understand the
experience.
Information does
not relate 100
percent to the
intended career
field.

work are included
for each position,
but not locations,
dates, and titles.

employment are
listed.

Honors/
Activities

This section is
well organized
and easy to
understand.
Activities and
honors are listed,
and descriptions
include skills
gained and
leadership roles
held. Dates of
involvement are
listed.

This section
includes all
necessary
information, but is
difficult to follow.
Leadership roles
within
organizations are
listed, but skills
are not defined.
Dates of
involvement are
listed.

This section is
missing key
information such as
leadership positions
held or dates of
involvement.
Organizations are
listed; the
organization, not
individual
involvement in
each, are described.

This section is
missing—or
contains very
little—informatio
n. Organization
titles or dates of
involvement are
not included, and
there are no
descriptions.
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Creating a Cover Letter

Date

Recipient’s Name Note: If a hiring manager’s
Recipient’s Title information is not available
Name of Organization address it to: Hiring Manager, Hiring Committee
Street Address
City, State, Zip Code

Dear (Pronoun) Last Name:

Opening Paragraph: Introduce yourself to your reader (not, “Hi, my name is Julie
Mills”, rather something like: “I am a senior at Mills college writing to apply for
________”). Specify the position for which you’re applying. State where you saw it
posted. Mention the contact that referred you – with their permission – if the
employer knows them. You might briefly summarize your specific qualifications for
or interest in the position.

Middle Paragraph(s): Use the position description/job announcement as your guide
to focus on one or two specific examples from your resume that demonstrate you
have the skills the employer seeks. Don’t repeat long sections of your resume.
Highlight the most relevant skills/experiences and emphasize accomplishments and
results that relate to the position. Use terms and a language style to the field. Show
you’ve researched the organization, but don’t recite facts and figures from their
website. Connect what you know about the organization to your experience.

Your goal with the letter is to show where the match is between you, the position,
and this organization. What is it about their mission, clients, programs, services, and
so forth that attracts you? By now, the recipient should clearly understand what
you’d add to the organization, be convinced of your enthusiasm for the position,
want to read your resume, and talk with you. Make your skills and qualifications
obvious, not implied, to the reader.

Closing Paragraph:  You might briefly summarize your qualifications and interest in
the position, but avoid direct repetition from the above. Don’t give a long list of skills;
instead, you might mention the most important two or three. Offer a next step: Will
you be calling to arrange an in-person or phone interview? Be in the area on a
certain day and follow up to meet? Do you look forward to hearing from the
employer? Thank the employer for considering your application.

Sincerely,
Julie Mills



T-Chart Cover Letter (Undergraduate)

July 1, 201X
1245 Santa Clara Blvd
Los Angeles, California 90250

Mr. Jonathan Aquino, HR Business Partner
YouTube Space –Los Angeles
12422 Bluff Creek Dr,
Los Angeles, CA 90094

Dear Mr. Aquino:

I recently learned of a Market Research Associate position with YouTube Space –Los
Angeles from reviewing your website. I believe my experiences and skills would enable me
to make an immediate contribution to your growing firm.

I will soon be completing a Bachelor of Arts degree with a major in Art & Technology with a
minor in Business Administration. In a variety of full and part-time positions in business,
military and non-profit organizations, I have acquired excellent time management, written
and oral communication skills. I am extremely goal driven and motivated, which is evident
by pursuing my degree while holding full-time employment over the past several years.
Below I have outlined my qualifications related to your position description:

Your Requirements My Qualifications
Interview film
professionals and
gather data

● Interviewed directors/editors, compiled data and detailed
reports.

● Interviewed and evaluated applicants for employment.
Research or phone
experience

● Conducted extensive in person research as a part of a
cinema class project concerning socio-economic, sex, race,
and education levels of youth accused of crimes between
1999 and 2001.

Strong written and
oral communication
skills

● Successfully negotiated and resolved discrepancies or
problems with defective merchandise / workmanship with
customers, clients and high ranking officers/military officers.

Gathering /
analyzing data

● Compiled a customer database based on demographic and
income levels of prospective customers, resulting in a 25%
increase in sales.

I welcome the opportunity to discuss further how my qualifications, energy, enthusiasm and
willingness to learn can make a considerable contribution to YouTube Space –Los Angeles.

Sincerely,
Imani Jones



T-Chart Cover Letter (Graduate Student)

April 2, 20XX

Accenture
560 Mission Street, Suite 1200,
San Francisco, CA, 94105

Dear Hiring Manager:

With great enthusiasm, please consider this application to the HR Business Analyst position
as referred to me by my supervisor Tiffany Franklin at Mills College. My unique experience
as a Human Resource Intern and Co-President of our local university chapter of the Society
for Human Resource Management (SHRM) makes me an ideal candidate for this position. I
truly believe I embody Accenture’s mission to solve clients’ toughest challenges through
effective HR strategy and consultation.

In both of my roles, I have worked collaboratively with various senior-level staff to provide
solutions and best practices to complex issues of: student employee evaluation, pay-rate
compliance, and overall leadership of a student organization. I will be able to leverage this
knowledge to support cross-functional collaboration, manage and monitor productivity
targets, and develop performance plans based on Accenture’s project needs.

Please consider the following highlights from my resume that help support my candidacy:
Human Resource Management:

○ Create 10 departmental dashboards to highlight increased minimum wage
pay-rate compliance

○ Research student evaluation and feedback best practices, and summarize
findings in a detailed report

Management and Administrative Support:
○ Create and manage residential life student staff schedule in accordance

university HR policies and procedure
○ Administer senior survey to generate quantitative data-driven analysis for

board of trustee report on tight deadline
○ Plan professional development and networking opportunities for students

interested in human resources careers. Manage the budget of $2,000,
prepare funding requests, and write an annual report.

Accenture’s mission of

Please feel free to contact me at greenclass@mills.edu and (510) 555-5555 for additional
information to support my application. Thank you for your time and consideration.

Sincerely,
Mary Morse

mailto:greenclass@mills.edu


Cover Letter Rubric

Cover letter should
get you the interview.

Cover letter could
land you an

interview. This is
an average letter
(borderline case).

Cover letter needs
significant improvement
and would be discarded

during screening.

Business
format and
overall quality
of writing
ability

This letter uses the
correct business format
with date and
addresses at the top,
and a signature at the
bottom. This letter is
clear and concise, and
grammatically correct.
There are no spelling
errors.

This letter uses the
correct business
format with date
and addresses at
the top, and a
signature at the
bottom. There are
minimal grammar
and spelling errors.
While its content is
decent, this letter
does not convince
an employer to call.

Business formatting is not
used in this letter. There is
no address or date at the
top. This letter is not
signed. There are multiple
grammar and spelling
errors. The content of this
letter does not make sense
to the reader.

Section 1:
Introduction

This section identifies
the position for which
you are applying and
explains why you are
interested in the job.
You have described
how you heard about
the opening. The
wording is creative and
catches an employer’s
attention quickly.

This section
identifies the
position you are
seeking. This letter
does not describe
how you heard
about the opening.
You vaguely
describe why you
are interested in
this job. This
section is bland
and might not
catch someone’s
attention fast
enough..

This section does not
clearly identify what
position you are seeking.
There is no description of
how you heard about the
position or why you are
interested. This letter
definitely will not grab an
employer’s attention and
keep him or her reading.



Section 2:
Identification
of skills and
experiences
as related to
position

This letter identifies
one or two of your
strongest qualifications
and clearly relates how
these skills apply to the
job at hand. This letter
explains specifically
why you are interested
in the position and this
type of job, company,
and/or location.

This letter identifies
one of your
qualifications, but it
is not related to the
position at hand.
This letter restates
what is on your
resume with
minimal additional
information. You
explain why you
are interested in
the position but are
too vague.

This letter does not discuss
any relevant qualifications.
You have not related your
skills to the position for
which you are applying.
This letter does not state
why you are interested in
the position, company,
and/or location.

Section 3:
Closing

This letter refers the
reader to your resume
or any other enclosed
documents. This letter
thanks the reader for
taking time to read this
letter. You are assertive
as you describe how
you will follow up with
the employer in a
stated time period.

You thank the
reader for taking
time to read this
letter. You do not
refer the reader to
your resume or
application
materials. This
letter assumes that
the employer will
contact you to
follow up.

This letter does not thank
the reader for taking time
to review this letter. There
is no reference to a resume
or other materials. This
letter does not mention any
plan for follow up.
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Reference List (Website)

References for Tina Morales
Dr. Carol George
Department of Psychology
Mills College
5000 MacArthur Blvd.
Oakland, CA 94613
510.430.3268
George@mills.edu
Relationship: Faculty Advisor and Professor

Tanisha Williams
WOW! Program Coordinator Girls Inc. of Alameda County
13666 East 14th Street San Leandro, CA 94578 (510) 357-5515
twilliams@girlsinc.org
Relationship: Former Supervisor

Dr. Julia Sudbury
Department of Ethnic Studies
Mills College
5000 MacArthur Blvd.
Oakland, CA 94613
510.430.3163
jsudbury@mills.edu
Relationship: Professor



Information Gathering

The information gathering phase is key to your career success because it allows you
to consider your unique skills, values, interests, and personality, and will guide you
through your internship and job search.

As you matriculate through Mills and take on new courses and student leadership
opportunities, your initial career interest will continue to deepen, shift or even
transform! Meet with career services staff annually to discuss where you are in this
process.

To get started consider using Focus 2 a self-guided career, major and education
planning system designed to guide you through the steps of the career planning
process. You can use Focus 2 at any stage of your education and career planning
according to your personal needs.

Job Search Strategies and Tips

Searching for an internship or a job involves similar strategies, and are both time and
labor intensive. According to a National Association of Colleges and Employers
report*, the average time from job posting to interview is 38 days, the average time
from interview to offer is 24 days, and the average time given to accept/reject a job
offer is 14 days. Additionally, as recruitment timelines vary by industry and career
field, career services professionals typically coach students to plan 6-8 months in
advance to search for future opportunities.

Utilize these strategies and tips to get started on your search:

1. Organize and Prepare Application Materials
a. Schedule weekly time in your calendar to work on your resume (or CV)

and cover letter for each opportunity.
b. Create a spreadsheet to track your progress. This is a great way to

visualize your efforts!
2. Research Organization and Create Target List

a. Research professional fields and occupations that interest you based
on your skills, values, interests, and personality

b. Create a target list of local, state, national, and international
organizations that are interesting to you.

3. Leverage Your Network and Conduct Informational Interviews
a. Start networking with people you already know and discuss your career

interest and relevant experiences. Ask if they can connect you with
someone who has similar interest and experience.

b. Create a MillsConnect and LinkedIn profile to connect with MIlls
Alumnae.

http://portal.mills.edu/
http://portal.mills.edu/


c. Conduct an informational interview, which is a conversation with a
professional in your field of interest to gain a better understanding of
their career journey.

4. Prepare for Interviews
a. Review the job description and draft relevant examples from your past

experiences to highlight your fit for the position.
b. Connect with your peers and alumnae who have similar interest and

experiences for interview best practices
5. Apply Apply Apply

a. Search for opportunities in a variety of job and internship sites including
Handshake, LinkedIn, Idealist, and Indeed.

b. Utilize industry specific site professional associations and employer
websites for up-to-date opportunities.

c. Follow prospective organizations on social media to job alerts and
networking opportunities.

d. Attend on-campus employer events to learn about positions.

*Source: Job Outlook 2020, 2019 Internship & Co-op Report, and 2018 Recruiting
Benchmarks Survey Courtesy of the National Association of Colleges and Employers
| www.naceweb.org



Networking

Elevator Pitch

The “elevator pitch” is a concise, compelling introduction that can be communicated
in the amount of time it takes someone to ride the elevator to their floor. This is an
important skill to master when you’re introducing yourself during an interview, a
sales pitch, or a networking event.

Being able to communicate who you are and what you do quickly and effectively
will ensure that you get your most important points across, no matter how short the
conversation.

Part I: Write the pitch

1- Who are you now? — College year, major

What have you done in the past? — Paid and volunteer work, internships

What are you doing now? — School organizations, leadership roles, sports teams,
part-time jobs

2-What transferable skills have you acquired?

3-Where do you see yourself in the future? — Career goals and objectives

Why should Company X hire you? — Your strengths

�*�B���ª�Þ�‹�U�z�9�–�,�‹�ú�' �9�*�°�Þ�J �w�B���9�� �Ð�9�(�9�N�«�9�� �Þ�L�� �,�� �Þ�‹��

1. I am a college junior majoring in Computer Science and minoring in Business
Economics. I spent last summer working as an intern in the IT department of
Gap Inc. I was a part of a team that completed projects such as redesigning a
divisional website, and creating a database to better track inventory. During
the summer of 2015, I volunteered at a children’s day camp, and served as a
certified lifeguard. At my school, I am a member of the National Society of
Black Engineers chapter and was the co-chair of this year’s leadership
conference. This year we had the most financially successful conference
ever—it was so successful that we were able to provide three scholarships to
entering first year students. I am also a member of the tennis team.

2. I have a variety of experience in project development and project
management which I acquired through my work in IT and my co-curricular
activities. In addition I have developed strong leadership and communication
skills, enabling me to work effectively with diverse groups of people.

3. Once I complete my undergraduate degree, I plan to begin a career with a
leading company in a role that will allow me to use my technical skills, along



with my marketing and communication skills. I am a quick learner, excellent at
managing my time, organizing projects, and working on teams.
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2. My degree is in Economics and I will be graduating this December from Mills
College. While attending college, I worked 25 to 30 hours a week. I spent the
last 4 semesters working in a cooperative education position for UC Hastings
in their accounting and finance department. I was able to get “hands-on”
experience in cost accounting, cash-flow analysis, budget developing and I
assisted in preparing client proposals.

3. Through these job experiences, I have had the opportunity to strengthen
customer service skills as well as gain technical skills. I possess strong
planning and documentation abilities and I am analytically oriented.

4. My career goal is to work for a bank and eventually become a loan officer. I
have the key traits for success in banking. I have good common sense, I can
juggle multiple tasks, I have a positive attitude, and excellent communication
skills. My greatest strength is my ability to successfully translate complex
financial ideas and processes to clients.
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1. My degree is in English and I will be graduating in 2016 from Mills College.
The past 2 years I worked 20 hours per week at Kids Kollege, the childcare
facility here on campus, while attending school full-time. At Kids Kollege I was
able to gain valuable experience in pre-K teaching, lesson plan development
and a real knowledge of what it is like to teach at this level. I also have over
200 volunteer hours working in local elementary schools.

2. Through these teaching experiences, I have had the opportunity to polish my
teaching style as well as gain other valuable classroom skills. I have advanced
organization and communication abilities and thoroughly enjoy teaching
young children.

3. My career goal is to teach elementary age children and I would also like to
explore the possibility of moving into school counseling at some point. I
believe I have the key traits for success in teaching. I have good common
sense and can juggle multiple tasks. I have a positive attitude, excellent
communication skills and above all, a strong desire to teach young people.
My capacity to get along with a wide variety of people and personalities make
me a stand out asset to any team.



Informational Interviews

The best way to explore a potential career choice is by speaking with and/or
following someone who works in that career.

● Do an informational interview. Learn first-hand about your chosen profession
by asking questions about tasks, business environment, and educational
background.

● Shadow a professional. Follow someone in your career choice as they go
through a typical day or week on the job. Ask questions and observe the work.

Finding a Profession(al)

Finding someone to interview or shadow is not difficult. Ask your parents and your
friends’ parents if they know someone you can interview. Ask your professors for
recommendations of professionals in the field. Go to your career center: Many
maintain lists of alumni and employers who are willing to help in your career
exploration.

Next, call or write a letter requesting an informational interview or job shadowing.
People who like their jobs tend to enjoy talking about them. You compliment the
professional by expressing an interest in the career. In your phone call or letter,
explain how you found the person you want to interview and request time for an
appointment. Emphasize that you want to find out more about the career—you’re not
looking for a job. If you’re lucky, the professional you contact may have other
colleagues you can interview also.

Asking Questions

Take notes during your time with the professional. Here are some questions you
might ask:

1. What is your typical workday like?
2. What do you like most (and least) about your job?
3. What skills/abilities are most important to succeed in this job?
4. What is your educational background?
5. How did you get started in this field?
6. What courses were most helpful to you and which would you recommend?
7. What is the best way to get started in this field?
8. Do you have any additional advice to help me prepare?

Following Up Your Interview

Review your notes. What was your impression? Did you leave the interview feeling
as if you can envision a future in this occupation or were you discouraged—you don’t



feel you learned enough about the occupation or the job description doesn’t sound
appealing any longer?

Take your thoughts and concerns to the career center staff and get feedback on the
next step to take in your career exploration. You may want to do additional
information interviews in this career path or you may want to reexamine your goals
and find a different path for your interests.

No matter what you decide, send a thank-you note to anyone you interview or
shadow. Whether you decide to forge ahead on that career path or find another one,
this professional may be a good person to network with when you begin your job
search.

Courtesy of the National Association of Colleges and Employers.

http://www.naceweb.org


LinkedIn Profiles





Interviewing

14 Tips for a Successful Interview

1. Research the company before your interview so you know something about
the organization, including its products and services.

2. Prepare your questions in advance (based on your research). Avoid asking
questions that are easily answered through the company’s website.

3. Dress professionally and be neatly groomed.
4. Arrive 5 minutes early.
5. Turn off your phone.
6. Be respectful of everyone you meet—from the parking lot attendant to the

person who checks you in to the interviewer.
7. Carry a couple of copies of your resume, a pen, and a notebook.
8. Show your interest with a firm handshake, good eye contact, and genuine

attentiveness to what the interviewer says.
9. Use positive body language: Smile. Sit up straight. Nod occasionally at the

interviewer. Don’t cross your arms.
10. Take notes that will help you remember the details of the position and the

interview.
11. Be able to articulate how your skills and experience will apply to the job and

to the organization.
12. Avoid filler words such as “you know,” “like,” and “basically.”
13. At the end of the interview, ask about the next steps in the hiring process.
14. Follow up with a short email thanking the interviewer for his or her time and

reiterating your interest in the job. Write separate, personalized emails if there
is more than one interviewer.
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Interview Rubric

Question/Skill(s) Excellent Average Improvement
Needed

Presentation Skills

● Body Language
● Demeanor
● Preparedness
● Punctuality

Candidate arrives
10 minutes early,
has enthusiastic,
polished,
professional
presence while
entering and
exiting interview;
is prepared with
any necessary
materials;
candidate
effectively uses
body language
with intention;
maintains
appropriate eye
contact and
active listening
skills while in
interview
environment.

Candidate
arrives on time;
candidate is
dressed suitably
though shows
signs of distress,
confusion,
and/or unease;
candidate’s body
language cues
(i.e. fidgeting,
excessive
gesturing, poor
posture) distract
interviewer from
the message
being conveyed.

Candidate is
inappropriately or
unprofessionally
dressed; candidate
uses distracting or
incongruous body
language; candidate
does not engage
interviewer with eye
contact or use
active listening skills
to participate in
interview; candidate
is unaware of or
acts
unprofessionally in
the interview
environment and/or
arrives late.

Hypothetical
Questions

e.g “What would you
do if…”

Skills:

*Transferable Skills

*Problem Solving
Strategies

Candidate
displays ability to
translate past
experience
and/or skills into
a problem solving
strategy that ably
addresses the
hypothetical
situation posed
by the interviewer.

Candidate
answers
question without
effectively
emphasizing
problem solving
skills; candidate
may mention
skills but has
little or no
concrete
examples.

Candidate does not
demonstrate
problem solving
skills.



Behavioral &
Situational Questions

e.g “Describe a time
when…”

Skill: Use C.A.R Model

Challenge

Action

Result

Candidate uses
specific examples
or �� ���� ���™��to
analytically
engage questions
about how s/he
acted in certain
situations;
candidate links
experience to
larger skills set
and/or actively
conveys why
s/he would be a
good match for
the desired
position.

Candidate
describes a past
experience ,
though s/he
may not
effectively link it
to a skill set,
C.A.R example
or use this
opportunity to
highlight why
s/he would be a
good candidate
for the position.

Candidate lacks
narrative about past
experience and/or
supplies irrelevant
or inappropriate
information when
prompted by this
type of question.

Follow up questions

e.g As determined by
research and
interview/position
context

Skills:

*Company research

*Basic understanding
of   position

Candidate
demonstrates
prior knowledge
or research of
company
culture/mission
with relevant
questions that
reflect the
dynamic nature of
the interview.

Candidate asks
follow up
questions which
do not
showcase prior
research or
reflect the
interview’s
content or spirit.

Candidate has not
prepared follow up
questions, does not
demonstrate prior
knowledge of
position/company
culture or mission;
candidate does not
ask questions;
candidate asks
irrelevant or
inappropriate
questions.



Interview Questions

Qualification Questions

Personal
● Tell me about yourself.
● What are your major strengths and weaknesses?
● What achievements from your past work experience are you most proud of?
● Why should I hire you?

Education
● How does your college education experience relate to this job?
● How did you select your major? Why?
● What was the most difficult aspect in obtaining a college degree?
● What were your favorite college courses? Least favorite? Why?

Work Experience
● What prior work experience have you had and how does it relate to this job?
● How would your past supervisors describe you?
● Why are you interested in this position?
● Walk me through your resume
● What skills have you acquired from your work experience?

Employer Knowledge
● Why are you pursuing this field?
● What other positions are you interviewing for?
● What do you know about our company?

Goals & Objectives
● What are your short and long-term goals?
● Please describe your ideal work setting.
● What are your career interests?
● What do you look for in a supervisor?
● What do you expect to be doing in 5 years?

Behavioral Questions

Interpersonal/Communication Skills
● Discuss a situation where you resolved conflict.
● How have you dealt with a co-worker or subordinate who was incompetent?
● Describe a time when you used persuasion to convince someone to see things your way.
● Describe a project or experience where you worked with a team.

Initiative & Leadership
● Give me an example of when you had to go above and beyond the call of duty to get a job

done.
● Give an example that shows how you take initiative.
● Describe your leadership style.
● Tell me about a time when you had to take on a leadership role.

Planning & Organization
● How do you determine priorities in scheduling your time?
● Tell me about a time when you had too many things to do and how you prioritized your tasks.

Creativity & Innovation
● Describe the most creative project or presentation you’ve done.

Decision Making
● Give an example of a time you had to make a difficult decision.
● Describe a time when you had to defend your decision.
● What’s the best example of how you think logically and use sound judgment?



Graduate School

Grad School: Application Timeline

Follow this general timeline to keep yourself on track. Time frames are approximate:
Check the deadlines for your schools of interest and adjust accordingly.

Junior Year (Fall)

Many graduate schools look at applicants’ grades from the last two years of
undergraduate courses. If your GPA is an issue, it’s time to pull your grades up.

Junior Year (Spring)

Decide which fields interest you, then start looking for programs and schools that
match your interests.

As part of your research, investigate what kind of financial aid options will be
available to you at the various institutions, including grants, loans, fellowships, and
assistantships. This will help you weed out programs that you can’t pursue because
they don’t offer the level of support you need.

Schedule your entrance exams. You may want to take these exams in the spring of
your junior year so you get them out of the way (and have time to retake them if
necessary) and can spend the fall filling out your applications and working on your
writing samples.

Summer Before Senior Year

Most graduate schools look for well-rounded individuals with good grades �Þ�L��
some relevant work experience on their resumes. An internship can be an excellent
way to gain some professional experience in your chosen field. In some fields,
volunteer experiences are also helpful—provided they give you relevant experience
and are not simply “envelope stuffing” exercises. Stop in at your college’s career
center for help in identifying internship and volunteer opportunities.

Senior Year (Fall)

Get your transcripts from all your post-secondary education, including an
up-to-date transcript for your current institution. Be prepared to have transcripts
from study-abroad and other institutions that transferred credits.

Line up references and provide them with the information they need to write a
complete reference.

Schedule your entrance exams. If you weren’t happy with your scores or decided to
give yourself more time to prepare, you can take your entrance exams in the fall.



(Some exams offer multiple test dates in the fall, enabling you to retake your exams
again if necessary.)

Fill out your applications. Take your time, read directions carefully, and check and
re-check your applications to ensure they are complete and error-free. Have
someone proofread your applications.

Senior Year (Mid-Term Break/January)

Submit your applications.

Senior Year (Spring)

This is when acceptance letters begin to arrive. If you have applied to and been
accepted at multiple schools, you may want to pay another visit to your top choices.
Talk about your plans with a trusted faculty member or a career counselor at your
undergraduate institution.

Fill out the FAFSA (Free Application for Federal Student Aid) if you plan to apply for
financial aid. (You’ll need your prior year’s income tax return to complete this form.)

Once you make your decision, notify the school of your acceptance. As a courtesy,
tell the other schools that you are declining their offers.

If you’ll be relocating for graduate school, start researching housing options in your
new location. Can you afford to live alone, or will you need to find a roommate? Does
the school offer assistance with housing or pairing graduate students as
roommates? If so, call on those resources.
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Grad School: To Go or Not to Go

Should you go on to graduate school? Is it the right move for you at this point in your
career? Give your decision careful consideration, weighing all the factors, including:

Your career path

What do you truly want to do? What excites you more than anything? If it’s a
profession you absolutely, positively must pursue, and it requires advanced
education, then you’re probably an excellent candidate for further education.

“You go to graduate school to become an expert in a certain area or to be a
professional in certain industries, like law, medicine, or engineering,” explains Cindy
Parnell, director of career services at Arizona State University.

Investment of time, money, and energy

Graduate students find out very quickly that their days of frat parties, general
education courses, and hanging out with friends are over—graduate school is, well,
about school.

Are you ready to commit?

Also consider your post-undergraduate life plans. Are marriage and family in your
immediate future? Graduate school can put a huge financial strain on a young
couple already facing student loan debt, not to mention the burden of the time you’ll
be spending studying. Be sure you—and your family—are ready for the added
responsibility of a few more years of schooling.

Your marketability to an employer

Not every profession requires an advanced degree, so do some research on
potential career opportunities before committing to more education.

“Students run the risk of thinking today that grad school might be the answer.
Depending on the program, you want to have the fieldwork experience as well as
grad school. If you go on to grad school without having any fieldwork experience,
you run the risk of being over-educated [and under-experienced],” says Shayne
Bernstein, associate director, career development services, at Hunter College.

Opportunities within the field

If you do plan to work before going back for that advanced degree, will more
education help you move up the ranks at your company? Have you landed a job in
your undergraduate area of study, and now you’re thinking you want to enhance



what you’ve learned, or pursue a totally new field? Depending on your professional
career path, advanced education may help you reach your career goals.

Your motivation

Can’t think of what else to do next? Don’t think of graduate school as a way to hide
from the job search. You face wasting a lot of resources.

Bernstein suggests giving careful consideration to your decision to pursue graduate
school.

“Don’t go if you’re not passionate about something,” she stresses. “Don’t go for the
sake of going to graduate school. Go because you’re passionate and you want to
develop your skill set in a certain area.”
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Grad School: Getting In

�A�Þ�‚�‹�9�A�Þ�ú�‹��Each year, approximately one-quarter of the graduating class goes on to graduate
school.

Getting into grad school is far from a slam-dunk. Undergraduates are up against not only
their peers, but also nontraditional students who have been in the work force and are
returning to school to enhance their skills.

Set yourself apart from the competition and stand out to graduate school admissions
recruiters with these helpful tips.

Do your homework.

Thoroughly research the schools that fit your area of concentration. Take a look at the scope
of their programs, investigate their requirements, find out about financial aid options and
processes, and so forth. Get the lay of the land. Graduate school admissions recruiters want
to see that you are genuinely interested in attending their institution, so learn all you can and
make an informed decision about the schools you would like to attend.

Ask questions.

Tammy Manka, associate director of graduate admissions at Marywood University,
recommends scheduling a campus visit (or two) to get a better feel for a school than what’s
on the website or in marketing materials.

http://www.naceweb.org/


And ask plenty of questions.

“Ask for a meeting within the department you’re interested in. Research the area where the
school is located. Is it a place you can see yourself living for two-plus years? And ask to
speak to an alum, if possible,” she suggests.

In addition, “Be sure you have a good understanding of what the program offers that you’re
looking for, and what you’re looking for that it doesn’t offer,” says Ellen Driscoll, associate
director of graduate admission at Suffolk University in Boston. “Be realistic. Given what you
know about the program, be honest with yourself about your appropriateness as a
candidate.”

Understand each school’s application process.

Once you’ve done your homework and narrowed down your choice of schools, make sure
you have your materials together before you start applying. Every school is different, and
you may not have to send the same packet of information to each one.

Do the schools require scores from standardized tests like the GRE, MCAT, or GMAT? Give
yourself plenty of time to take (and retake, if necessary) the required tests.

Do you need to provide a writing sample? Carefully craft your sample.

“We look for quality as well as content,” Manka says. “We want to see that the applicant can
write at a grad school level. Think about what you’re writing.”

Do you need a list of references? Lisa Palacios, director of student recruitment at the
University of Texas - San Antonio, recommends putting together a packet of information for
references—a school brochure, information about the program you’re applying for, and a
copy of your resume so they can refer to it if necessary. Your references are vouching for
your academic performance as well as professionalism, so give them the tools they need to
write you a glowing referral.

Don’t procrastinate.

Graduate schools have firm deadlines that they expect applicants to meet. These deadlines
are in place for a number of reasons, not least of which is financial aid. Make sure you give
yourself enough time to complete in-depth documents like the FAFSA (Free Application for
Student Aid) or any financial paperwork. Keep track of necessary deadlines. Don’t leave
everything until the last minute.

Tailor your materials and check your work.

It sounds simple, but Driscoll recommends applicants read directions carefully.



“Make sure you’re sending admissions materials to the appropriate place, that you have all
materials in the form that the school requests, and that you have all of the credentials the
school is asking for,” she says.

Manka echoes that, and says that one of her pet peeves as a graduate admissions
representative is receiving poorly written application information. She receives materials
riddled with spelling and grammatical errors, or addressed to the wrong school.

Double- and triple-check your application packets before mailing them out. Spellcheck your
application �Þ�L�� have someone proofread it—spellcheck doesn’t catch everything, and
certainly won’t catch a missing word, misplaced comma, or garbled sentence. Verify school
addresses and check that you have addressed your materials to the appropriate contact
person.

Having trouble deciding on a field?

Maybe you aren’t ready for graduate school. Talk with a career counselor to clarify your
reasons for attending grad school and to identify the major that fits best with your goals.

Tips for graduate school applicants

If the program allows it, reach out to the program director in advance of applying to show
that you’re a serious candidate. This can also help you get a sense of whether you are a
good fit for the program (and give the admissions staff a sense of how good a fit you are).

If your program requires standardized testing, prepare for the test. That might mean a formal
prep course, if you’re so inclined, but the key is to know what to expect—don’t go in cold.
And, take the test well in advance of the deadline—early enough to allow you to retake it if
necessary.

Experience can make all the difference in being chosen. If you CAN get experience, get it. If
you HAVE experience, make sure that your resume is complete, accurate, and
demonstrative of your work.
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