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The Lord your God is with
you, the Mighty Warrior who
saves. He will take great
delight in you; in his love he
will no longer rebuke you,
but will rejoice over you

with singing.”

-Zephaniah 3:17
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What Students
Need To Know

How We Support Our Students

-

Appointments
(Virtual and In-Person)

Major Guidance

Career and Internship Guidance
Mock Interviews

Resume, Cover Letter, and LinkedIn
Profile Reviews

-

CBU Career Center

Handshake
(The Career Center’s Official
Online Job Board)

* Schedule appointments with a Career
Counselor

* Find on and off-campus jobs, internships,
and full-time roles worldwide; view and
register for FREE upcoming events and
career fairs

* Access hundreds of FREE resources on
resumes, LinkedIn, and interviewing

* Connect with employers

~

The Career Center is available to you whether you are an
undergraduate, graduate, online student, or an alumnus. We
equip students to engage and excel in their chosen

profession with excellence and integrity. Our team is excited
to get to know you to support you career journey!

General Resources

Resources
(Virtual and In-Person)

Video tutorials

Interview tips

LinkedIn Profile best practices
Negotiating Salary

Preparing for Graduate School

Resume & Cover Letter samples and tips
International Student tips

Preparing for an informational interview
Maijor and Career Assessments

-

Opportunites for
Professional Development

* 9 Career Fairs every school year

* 2 linkedIn Seminars

* Employer presentations and booths for
networking

* Rent professional clothes for an interview
or career fair for FREE

* Get an updated LinkedIn headshot for
FREE in our office using the Iris
Professional Photo Booth

~

General Resources

CBU Career Center




What Parents
Need To Know

We invite you to partner with us by encouraging your
student to begin considering their career goals and
utilizing the resources at the Career Center. It is highly
encouraged for students to visit at least once a
semester to ensure they are on track to graduate with a
plan! To stay connected on updates and opportunities,
follow us on social media @cbucareercenter.

EQUIPPED
TO SERVE

CBU Career Center General Resources

Choose a major within Create a career path
one's identified strengths

and skills

Develop professionally Obtain Internships and
Employment

an >

Practical Services We Provide to Make This a Reality

» Opportunities for Professional Career Development such as:
° Resume, Cover Letter, and LinkedIn Profile reviews
° T-on-1 Counseling Appointments
°  LinkedIn Workshops
° Internship Guidance and Resources
Mock Interviews
°  Employer Information and Engagment Sessions
* Handshake- CBU'’s online platform where students can make appointments, apply for on and off campus
employment, register for upcoming events, and access FREE online resources and videos
* Career Fairs

We know career exploration can be daunting, but we are committed to
supporting your student, giving them guidance, and providing opportunities
so that when they graduate they can confidently answer the inevitable
question... “So what now?”

General Resources CBU Career Center




4 Year Roadmap Career Search

GOAL: Learn About Yourself I o o I s
How to get there using the Career Center:

o Make a Major Guidance Appointment with a Career Counselor
o Take the FOCUS2 Assessment to identify your potential major

- Attend the Frashmen Path fo Success Workshop In the ever growing age of technology, you have numerous career search

o Get connected through extracurricular activities and clubs on campus resources at your ﬁngerhps. Here are |ust a few that can he|p you
\ ° Atfénd a resume wlorkshop to ge‘t familiar with resume basics find iObS in your field.

o Utilize Handshake's career readiness tools and job search to find on

campus and summer jobs
o Follow @cbucareercenter on Instagram

Sophomore

GOAL: Get Connected ”andSI’ake
How to get there using the Career Center:

> Meet with a Career Counselor for a * Utilize the all-in-one networking and job search platform
o Career Guidance Appointment * Build your professional profile

o Create a Linkedin profile Junior * Connect with recruiters and employees in your field

o Conduct informational interviews with GOAL Build Your Brand * Get your profile reviewed by the Career Center

o faculty and industry professionals
o Engage in virtual and in person Career
Center events (career fairs, workshops, ° Review your professional portfolio (Linkedin,
info sessions, etc.) Resume and Cover Letter) with the Career Center °
o Schedule a Mock Interview with a Career Counselor L I n ked m
o Start networking through Career Center events
(career fairs, workshops, info sessions, etc.)

o Leverage your LinkedIn to build connections
o Land an internship or related opportunity

How to get there using the Career Center:

* Outstanding Job Board: LinkedIn serves as a dynamic platform for job seekers, offering a
wide array of job listings tailored to internships and career opportunities in various industries

. * Professional Branding: You can establish and enhance your professional identity by showcasing

Senlor your skills and achievements to potential employers.

GOAL: Know Your “Why” * Company and Employee Insights: LinkedIn allows you to conduct in-depth research on

How to get there using the Career Center: companies and their employees, helping you make informed career decisions.

* Industry News Hub: Stay updated with your field's latest trends and developments, as LinkedIn
provides a wealth of industry-related news.

* Networking Opportunities LinkedIn is an excellent tool for connecting with professionals and
fostering relationships.

* Start building your profile: LinkedIn.com

o Refine your elevator pitch

o Schedule a Career Guidance Appointment to
develop a strategic job search method

o Prepare to land full-time opportunities through career
fairs and employer engagement opportunities

o Schedule a Mock Interview with a Career Counselor

CBU Career Center General Resources General Resources CBU Career Center




Recommended Resources

/'\
i

ChristionJobsg

New
Scientist
Jobs

We strongly encourage all job seekers actively investigate all positions before applying.

CBU Career Center

Indeed

Find jobs on one of the largest online job boards and utilize their resource tools, too.

EdJoin.org

Find positions in the school districts using the Nation's #1 Education Job Board.

GovernmentJobs.com
Find positions in the local and state governments, all filtered through one job board.

AMN Healthcare

Find positions in the healthcare and nursing field in various places such as hospitals, private
practice, and schools.

ChristianJobs.com

Find companies looking to hire Christians in all fields, like business, education, and ministry.

CollegeGrad

Find numerous entry-level positions designed for recent or soon-to-be college graduates.

New Scientist Jobs
Find positions in the science field across a multitude of disciplines and locations.

Psychology.org

Find positions and education opportunities in the behavioral sciences fields.

General Resources

Getting An
On-Campus Job

Getting an on-campus job provides excellent
opportunities such as:

Convenience: you are already commuting to or living on campus
Financial Benefits: earn wages to help pay for textbooks, food, and tuition

Flexible Hours: on-campus jobs cater to your schedule as a student, which
allows for an easy balance between work and academics

Skill Development: on-campus employment gives you opportunities to
expand time management, organization, customer service, and other
professional skills necessary in all career pursuits

Network and Mentoring: connect with faculty, staff, and peers, creating
a network of people who can speak into you and prepare you for the future

Resume Building: any work experience is a plus on your resume, plus
on-campus jobs allow you to expand your expertise and find career
interests before you officially enter the career world

CBU Career Center ]2

General Resources
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How to Apply For
On-Campus Jobs

Follow these easy steps to find on-campus jobs on Handshake

1. Login to your pre-created account on Handshake using your full name Lancermail
email address and password

2. Ifyou have not already, create your profile by adding ihnformation about your
education and work experience

3. From the “Home" page, click on “Jobs” in the left-hand column. This will take you
to Handshake's online job board

4. Inthe search bar type in “California Baptist University.” This will produce all of the
on-campus student employment that CBU offers

5. Click on the job(s) that sticks out to you and check the qualifications to see if you
are fit for the position

6. Ifyou are fit, click the “Apply” button and attach any required documents, such as
resumes, cover letters, or student worker applications

7. Ifyou are not ready to apply, you can also click the “Save” button and apply later

CBU Career Center General Resources

How to Apply For

Federal Work Study

Follow these easy steps to apply for Federal Work Study on Handshake

Log in to your pre-created account on Handshake using your full name Lancermail
email address and password

If you have not already, create your profile by adding information about your
education and work experience

From the “Home"” page, click on“Jobs” in the left-hand column. This will take you
to Handshake’s online job board

In the search bar type in “California Baptist University.” This will produce all of the
on-campus student employment that CBU offers

Click on the job(s) that sticks out to you and check the qualifications to see if you
are fit for the position

If you are fit, click the “Apply” button and attach any required documents, such as
resumes, cover letters, or student worker applications

If you are not ready to apply, you can also click the “Save” button and apply later

Federal Work-Study is designed to help you pay for college through federal
aid programs. This program does not change the frequency you are paid or

how much you are paid.

General Resources CBU Career Center
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Mock Interview
Instructions

The goal of the mock interview:

Build your
confidence!

Provide you
with personalized

feedback

Please treat this as a dress rehearsal for the real experience. If you are
interviewing with a guest or employer, please remember to exemplify
professionalism as you are a representation of CBU - They could also be your
future employer!

CBU Career Center General Resources

In-Person Mock Interview

To effectively complete the process,
you MUST do the following:

Virtual Mock Interview

To effectively complete the process,
you MUST do the following:

1. Arrive at the Career Center office no less
than 5 minutes prior to the interview to
check-in.

. Bring one printed copy of your resume
and a copy of the job description (you
will not be able to make copies at the

Career Center).

1. Atleast 1 hour prior to the interview, email an updated
resume and job description directly to your career
counselor or guest interviewer.
2. No less than 5 minutes prior to the interview, sign into the
waiting room on WebEx. Your interview will NOT be
conducted if you are on a phone, in a car, orina
distracting environment. You must be on a computer.
3. Be professionally dressed (professional attire, blouse,
blazer, jacket, etc.)

3. Be professionally dressed (no jeans of
any color, tennis shoes, sweatshirts,
t-shirts, or flip flops). You are welcome
to borrow business professional
clothes from the Career Center for
free!

If you DO NOT show up to your appointment, please note that
you WILL NOT be able to reschedule for the remainder of the semester
and your assignment will be incomplete.

General Resources CBU Career Center
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Resume Checklist Resume Checklist Continued
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Curriculum Vitae Checklist Curriculum Vitae Continued
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Structure of An Accomplishment
Statement

Writing
Accomplishment

n ] Think about the soft or hard skill you want to demonstrate through the bullet
point.

Ex: “Customer Service”

[ | 2 With a power verb (see Power Verb Sheet), explain the task you accomplished.

Ex: “Served customers at the cash register.” Sta te m e n ts

3 Look for where more details can be added. Ask yourself the following:
[

* Am |l incorporating numbers? L

* Do | talk about why or how | am doing this (reasons)?
> il ey LD el aemlitglal i Accomplishment statements are the bullet points listed under experiences. They state

Ex: “Served 40+ customers daily in the front of house to create a what you accomplished during your employment and demonstrate a skillset to any
welcoming environment contributing to overall customer satisfaction.”

employers reading your resume. This is achieved by giving context to the tasks

[ 4 Tailor your bullet point to the job description language. If the company is looking through numbers, reasons, ond/or results.
for “experience with x,” are you showing you have that experience?

Examples

Executed administrative tasks in a fast-paced
environment, processing 15 weekly reports Numbers represent any Reasons help establish better Result-driven bullet points

and maintaining accurate records. quantities that can be added understanding of the tasks you demonstrate the outcomes of
into your points. accomplished. your accomplishments.
Increased social media activity by 25% over a
3 week period by utilizing effective marketing Consider the following: Answer questions like these: Answer questions like these:
strategies like content creation and social listening. . :
* Number of people * Why did | do this? * What was the outcome?
Mentored 4 new hires through the office’s . Amountf of money  Why is.this task im!)orta'nt? * How did | measure success?
* Percent improvement * How did | accomplish this? * What was the benefit?

training procedure which resulted in better team
cohesion and office efficiency.

Designed and implemented a new automated
testing system using Python, reducing manual

testing time by 30% and improving overall

product quality.
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Power
Verbs

This list provides powerful verbs to help showcase your skills and experience in your

resume and cover letter. The categories will give you the ability to identify what kinds

of verbs you are looking for.

Leadership/

Management
Administered

Arranged
Chaired
Coordinated
Directed
Executed
Delegated
Headed
Implemented
Managed
Operated
Orchestrated

Oversaw
Planned
Produced
Programmed
Spearheaded

Supervised

CBU Career Center

Project

Creation/
Implementation

Initiated
Instituted
Introduced
Launched

Pioneered

Proposed
Built
Charted
Created
Designed
Developed
Devised
Engineered
Established
Founded
Formalized
Formulated

Incorporated

Efficiency/
Productivity

Accelerated
Achieved
Advanced
Capitalized
Conserved
Consolidated
Decreased
Deducted
Delivered
Enhanced
Expedited
Generated

Increased

Maximized
Outpaced
Reconciled
Stimulated
Yielded

Writing Resources & Checklist

Change/
Improvement

Centralized
Converted
Customized
Digitized
Integrated
Modernized
Overhauled
Redesigned
Refined
Restructured
Revitalized
Simplified
Standardized
Streamlined
Strengthened
Transformed
Updated
Upgraded

Partnership/
Resource
Acquisition
Acquired
Brokered

Closed
Contracted
Formed

Forged

Forged

Garnered
Leveraged
Navigating
Negotiated
Partnered

Pitched

Procured
Recruited
Secured

Sourced
Upsold

Achievement
Accomplished
Achieved
Attained
Completed
Demonstrated
Earned
Exceeded
Finished
Mastered

Met
Outperformed
Overcame
Reached
Realized
Showcased
Succeeded
Surpassed
Won

Customer
Support

Accommodated
Assisted
Collaborated
Communicated
Consulted
Delivered
Educated
Empathized
Fielded
Handled
Informed
Intervened
Listened
Mediated
Pacified
Provided
Supported
Understood

Oversight/
Regulation
Administered
Adjudicated
Authorized
Blocked
Dispatched
Enforced

Ensured
Governed
Inspected
ltemized
Legislated
Mandated
Monitored
Regulated
Screened
Scrutinized
Validated
Verified

Research/ Communication
Analysis Authored
Analyzed Briefed
Assembled Campaigned
Assessed Composed
Calculated Conveyed
Compiled Critiqued
Discovered Defined
Evaluated Drafted
Examined Edited
Forecasted lllustrated
|dentified Lobbied
Interpreted Outlined
Mapped Persuaded
Projected Presented
Qualified Promoted
Quantified Publicized
Reported Reviewed
Tracked Wrote
Visualized

People

Management/

Mentoring

Aligned

Cultivated

Encouraged

Evaluated

Facilitated

Fostered

Guided

Hired

Mentored

Mobilized

Motivated

Shaped

Supervised

Trained

Unified

Writing Resources & Checklist
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General Sample

@@w Career Center

CV TIP: Remember: Your CV will most likely be 2 or more
pages, be sure to add your contact information and number each

First Name, Last Name
City, State, Phone Number, Professional Email Address, Personalized LinkedIn URL

CV TIP: What is a Curriculum Vitae (CV)?

A CV’s Goal is to construct a scholarly identity while applying for academic, education, scientific or research positions.
It is also used for applying for grants and fellowships.

A CV is an extensive document or biographical statement of your experience and achievements. A Resume is a one-
page summary of your skills, accomplishments, experience, and education. It is brief and concise. A CV is a continuous
catalog and can allow for multiple pages with a more detailed abstract. There is less emphasis on content and action
verbs ina CV.

A CV should include most if not all the following: educational and academic background as well as any teaching,
research, presentations, coursework, grants, professional associations, awards and affiliations.
EDUCATION

Doctorate in Leadership Studies Expected: May 20xx
California Baptist University

Master of Arts, Liberal Studies
California Baptist University, Riverside CA May 20xx

Bachelor of Arts, English May 20xx
Chapman University, Santa Ana, CA

FELLOWSHIPS

Humanities Center Graduate Fellowship June 20xx
Chapman Graduate Fellowship June 20xx

PROFESSIONAL EXPERIENCE

Teaching Assistant “The Developments of Short Stories”
Department of English, California Baptist University Winter 20xx and Spring 20xx
Assisted with curriculum, lectures, and course evaluations.
Writing Tutor Academic Success Center, California Baptist University Fall 20xx — Spring 20xx
Writing Tutor Department of English, California Baptist University Fall 20xx — Spring 20xx
Teaching Assistant  English 213 Fall 20xx — Spring 20xx

Chapman University, Santa Ana, CA
Evaluated and aided in the creating of course as

951.343.5031 CALBAPTIST.JOINHANDSHAKE.COM @CBUCAREERCENTER ’
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General Cover Letter

ﬁ @U Career Center

ADDRESSING TIP:

By using the
company website
and the job posting,
indicate the name of
the hiring manager
or recruiter when
addressing the letter.
If you cannot find a
name, write “Hiring
Manager” or “Search
Committee.”

DO NOT USE:

“To whom it may
concern” or similar
cliches.

CONTENT TIP:

Be careful to not
overuse “I” and
“my.” Instead,
incorporate
transition sentences
to avoid repetition.

First Last Name

Personalized Linkedin URL | City, State | Phone Number | Email
Date
Contact Name
Contact Title
Company Name
Street Address

City, State, Zip code

Dear ,

INTRODUCTORY PARAGRAPH: State the name of the position or role you
are interested in. If applicable, share how you heard about the position or
organization. Make sure to communicate your unique interest in the
opportunity. Attempt to keep this paragraph 3-4 sentences long.

MIDDLE PARAGRAPH(S): Explain why you are interested in this
employer/position and your reasons for desiring this type of work. If you
have relevant education or experience, be sure to emphasize it. However,
do not repeat your resume. It is important to be confident when highlighting
your skills and abilities. This 1-2 paragraph section should also reflect what
you know about the position and company you are applying to. Do your
research.

ANTICIPATORY PARAGRAPH: Reiterate your overall interest in the
position as well as your enthusiasm for contributing your experience and
skills to the organization. Thank the employer for their consideration of
your application/resume. End the paragraph by stating that you look
forward to the opportunity to further discuss the position.

Sincerely,
COVER LETTER TIPS:
G ("’
S / . . Spell check and proofread
o 0’//44/ e« WW trere . Do your research on the company and
C position
. Keep it detailed and concise
(Physica| or D|g|ta| S|g natu re) . Individualize your cover letter to each specific
position

Typed First Last Name

HEADER TIP:

Make sure the cover
letter header is
identical to the
resume header to
create a personal
and cohesive
professional profile.

CONTENT TIP:

Make sure you
connect your
relevant, work, or
volunteer
experiences along
with education to
the desired position.

Nursing Cover Letter

FIRST NAME, LAST NAME

LinkedIn URL | City, State | Phone Number | Professional Email
May 9, 20XX
Ms. Jane Smith
Human Resources Director
Human Resource Management
Loma Linda University Children’s Hospital
11234 Anderson St.
Loma Linda, CA 92534

Dear Ms. Smith,

I am writing to apply for the New Graduate Nurse Residency Program at Loma Linda University Children’s
Hospital, as advertised at the California Baptist University Career Fair. As an aspiring NICU nurse with a
Bachelor of Arts in Biology from California State University, San Bernardino, and a Registered Nurse (RN)
license, I am currently pursuing a Master of Science in Nursing to further advance my career and clinical
expertise. My commitment to pediatric care and dedication to professional growth makes me enthusiastic about
the opportunity to contribute to your esteemed institution’s commitment to nurturing new nurses in pediatric care.

Throughout my academic and professional journey, I have sharpened my theoretical knowledge and
compassionate patient care skills through effective communication, empathetic patient interactions, careful
attention to detail, and dedication to learning and professional growth. My clinical experience as a Medical
Assistant at Mountain View Surgery Center provided valuable hands-on experience in patient care, including
monitoring vital signs, and ensuring adherence to HIPAA regulations. Additionally, my tenure at Starbucks, where
I advanced from Barista to Shift Supervisor equipped me with exceptional multitasking abilities, leadership skills,
and a commitment to delivering outstanding customer service—a skill set I am eager to use in the healthcare
setting.

What particularly resonates with me about Loma Linda University Children’s Hospital is its innovative RN
Residency Program, designed to provide new graduate nurses with comprehensive clinical experiences, classroom
education, mentorship, and support. I am drawn to the opportunity to work alongside skilled RN preceptors,
participate in skills lab education, and benefit from the guidance of dedicated RN mentors as I embark on this
transformative journey toward becoming a proficient pediatric nurse.

I am eager to bring my passion for pediatric nursing, commitment to excellence, and enthusiasm for continuous
learning to your renowned program. Thank you for considering my application. I am excited about the prospect of
contributing to the mission of LLU Children’s Hospital and look forward to the opportunity to discuss how my
skills and experiences align with the needs of your program.

Sincerely,

Lauren Lancer

951.343.5031 CALBAPTIST.JOINHANDSHAKE.COM @CBUCAREERCENTER ’
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Materials



Interview
Preparation

Checklist

Checklist preparation is key to any job interview. Fortunately, most interviewers ask
many standard questions during the interview process. This section will help you

organize your thoughts, articulate your responses, and plan your interview strategy.

Self Reflection

O Know Your Motivations - Be able to arficulate why you are interested in the industry, the
specific role, and the company you are applying for

O Develop Your Narrative - Use the STAR (Situation, Task, Action, Result) method to develop stories
and examples that highlight your skills, experiences, and achievements

Thorough Research

O Industry and Company Knowledge - Understand the organization’s mission, values, and

recent developments in the indusiry Self-Reflection Thorough Research | Technical Proficiency
What do | t the intervi t ical/i i
O Role-Specific Research - Obtain a clear understanding of what the role requires and how you h Ok e b o er\;ewer ° . .Who.t jo know oboult T.he for2 \::/hot tecZnLcol/Andustry s:”;doel
fit info the role now about meg position/industry | am applying for? ave, and how have | used thems?
o o (o 2
O Anticipate Questions - Utilize the next page or A.l. resources to find potential interview questions
. . (o 2 (o 2 (o 2
Technical Proficiency
O Refresh Your Knowledge - Review the relevant technical skills and concepts that are necessary (o 2 (o 2 (o 2
in your field or for the specific role
O Practice Software - If necessary, be prepared to demonstrate proficiency in required software o (o 2 o
applications or technical processes

Behavioral Skills

O Develop Communication Skills - Practice articulating your thoughts clearly and concisely Behavioral Skills Development Areas Questions
O Enhance Problem-Solving - Practice critical thinking skills to analyze complex situations and What soft skills do | have, and What are my Weoknessesue How | What questions can | ask about the
develop effective solutions how have | used them? can | strategically answer “Tell me role, inferviewer, or company?
about a weakness”? o
O Build Teamwork and Leadership Skills - Reflect on your experiences working collaboratively g (o 2

and taking initiative

Mock Interviews

o o o
O Practice with a Career Counselor - Schedule an appointment on Handshake to meet with a o (o 2 o
counselor and practice your interview skills
. L (o 3 (o 4
O Seek Feedback - Ask questions about your interview performance that help benefit you through (o 4
constructive criticism

77 CBU Career Center Interview Materials Interview Materials CBU Career Center 78




PI"OfESSiOnCII Career Fairs or Job Interviews
Attire & Presence DOs & DON'Ts

What to Wear

Think about this when dressing professionally: BN (T2 i DOs for men

Make a great first impression with your attire.

First impressions matter whether you are attending a career fair, preparing for an interview, or starting O Solid, neutral, and/or dark colored suit O Solid, neutral, and/or dark colored suit
a new job! It is essential to take the time to prepare not only how you dress, but also how you present jacket paired with a skirt or slacks jacket paired with matching slacks
yourself. O Dressy Blouse and/or top or trousers

O Close toed shoes, heels, or flats - O Collared or button-up shirt
Maintain a business professional appearance. professional in style O Tie - complimenting the outfit in style
Your attire should be business professional and suitable for corporate environments. Not only does this O Business dress or skirt - no shorter and color
create an instant impression, but it also conveys that you take your role seriously. Check out the dos than 3" above the knee O Dress shoes - professional in style

and donts for professional attire tips on the following page.

Understand the organization’s workplace dress culture. DON’Ts For Career Fairs or Job Interviews

Be sure to research the organization to customize and tailor your ouffit for the role you are applying

O Avoid excessively casual attire:
If the company maintains a relaxed dress code, refrain from wearing attire such as jeans,
shorts, or flip flops during an interview or career fair to demonstrate your seriousness towards

for. Whether it is a formal, conservative, or a more casual environment, dressing appropriately

demonstrates your understanding of the culture. If you are unsure, prioritize professionalism.

the opportunity.
Keep your attire simple and comfortable. O Say no to bold patterns:
If you are ever in doubt about your attire, stick to the basics by choosing classic and simple styles. Be Avoid wearing vibrant colors or loud patterns as they can divert attention. Focus on
showcasing your skills and experience rather than your attire.
O Limit accessories:
Keep accessories minimal and tasteful. Women can opt for a simple necklace, stud earrings,
and a classic watch, while men can stick to a tie, watch, and cufflinks. Remember, less is more.
O Refrain from strong fragrances:
While it is important to smell fresh and clean, overpowering perfumes or colognes can be

sure your clothing and footwear are also comfortable, especially when you are walking into an

interview or a career fair.

Use your nerves to fue]' your presence. off-putting to interviewers. Choose a subtle scent or consider skipping fragrance altogether.
As you prepare for a career fair or interview, it is essential to practice, prepare and research in advance O Avoid revealing attire:
to showcase your intentionality and readiness. While it is natural to feel nervous at these professional Dress modestly and professionally to protect the right image and sustain a respectful

environment.
O Avoid wrinkled and dirty clothing: Wear clean, ironed clothes to demonstrate your
professionalism and respect for the opportunity

events, remember to take a deep breath and be yourselfl Nervousness is a good indication that you
simply want to make a good impression. Let your personality shine, demonstrate confidence as you
speak, and don’t forget to SMILE!
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Why is LinkedIn important?

o o ®
O Professional Online Presence and Branding: Your LinkedIn profile serves as an online
resume; allowing you to showcase your skills, accomplishments, and career progression.
O Professional Network: LinkedIn expands opportunities to gain insights, access career
resources, and collaborate with other professionals globally.

I n e n o r O Career Opportunities: LinkedIn gives you the ability to stay updated about the internships and

job opportunities available within your field.
o
P O Industry Insights: By strategically following companies, and professionals aligning with your
ro e s s I o n a career goals, you can stay updated about the current trends, best practices, and news.

How to Build a Strong LinkedIn Profile:

O Professional profile photo and banner: Your profile picture and your banner are your virtual
first impression. Your profile picture should be professional. You should avoid any selfies, unpro-
fessional backgrounds, outdated and blurry photos. If you need a professional headshot, check
out the Iris Booth at the Career Center during business hours. No appointment is required, and
this resource is FREE. Your banner should also showcase your professional headline.

Professional Headline: If you want to make a solid first impression, establish a strong headline!
O Highlight key words related to your profession along with unique strengths, specialties or
achievements. For example, “Bilingual Certified Accountant Specializing in Corporate Taxes”

Linkedln is an invaluable resource for
g T prof653|on0| 9 rOWth = nd About Section: Your “About Section” is vital to captivate your audience and introduce yourself!

Qchie\/ing career-success! W|fh over O Ifyou don't know where to start, establish a past, present, and future method.
i . PAST: First, briefly summarize your professional background that has shaped

PRESENT: Mention your current role and/or the educational journey

network of professionals, recruiters and . evoren
indusfry |e(]der3. Statistics from 2024 CIISO FUTURE: Be able to articulate what your objectives and aspirations are by
® including potential internships, or job opportunities you are interested in

show that 122 million people received jobs seeking
and 8 people per minute are being HIRED!
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How to Build a Strong LinkedIn Profile Continued:

O Experience: When writing your descriptions, avoid mirroring your resume in using bullet points.

Write a narrative and articulate your unique experience for the role(s) that you have held ‘ a re e r
throughout your career progression in paragraph format. Consider highlighting key experiences

that you can further expand on. Adding numbers, reasons or results show validity.
See Example Below:

o
As a Food Server, | excel at multi-tasking by providing excellent customer
service, and handling food requests while demonstrating my passion for I I

hospitality. My ability to collaborate with a team of 10 people including

managers, fo