Career Decision Making for Adults

CAREER DECISION MAKING FOR ADULTS
v 2.1

JAN COVILLE, DAVE DILLON, LINDA BRUCE HILL, JIM PEACOCK,
AND THOMAS PRIESTER

LINDA BRUCE HILL, LUMEN LEARNING, DAVE DILLON, JAN
COVILLE, AND JIM PEACOCK

Career Decision Making for Adults by Jan Coville is licensed under a Creative Commons Attribution 4.0 International License, except where
otherwise noted.

This work is licensed under the Creative Commons Attribution 4.0 International License, except where otherwise noted.
To view a copy of this license, visit http://creativecommons.org/licenses/by/4.0/.

DEDICATION

For Granite State College Students. May you all find careers and lives
filled with joy, meaning and purpose.

“

CONTENTS

License

ix

About the Authors

x

Jan Coville, Dave Dillon, Linda Bruce Hill, Thomas Priester, and Jim Peacock
Foreword

xiii

James Glapa-Grossklag
xiv
Thomas Priester and Dave Dillon
What to Expect for the Student

1
2

Thomas Priester and Dave Dillon
Learning Objectives

3

Chapter One: Professional Skill Building

5

Lumen Learning, Linda Bruce Hill, and Jan Coville
Chapter Two: Career Development

11

Lumen Learning and Linda Bruce Hill
Chapter Three: Networking

16

Lumen Learning and Linda Bruce Hill
Chapter Four: What is LinkedIn?

22

Chapter Five: Résumés and Cover Letters

27

Lumen Learning and Linda Bruce Hill
Chapter Six: Interviewing

38

Lumen Learning and Linda Bruce Hill
Appendix A Original Works

45

Appendix B Multimedia Links

46

Appendix C Recommended Reading

69

Appendix D Resources for Educators

70

Appendix E Preface from Foundations of Academic Success: Words of Wisdom

71

Thomas Priester
Version History

74

Accessibility Assessment

75

Glossary

78

Jeanne Hoover and Dave Dillon

LICENSE

©2020 Jan Coville
This work is licensed under a Creative Commons Attribution 4.0 International (CC BY 4.0) License, except
where otherwise noted.
You are free to:
• Share — copy and redistribute the material in any medium or format
• Adapt — remix, transform, and build upon the material for any purpose, even commercially.
The licensor cannot revoke these freedoms as long as you follow the license terms.
Under the following terms:
• Attribution — You must give appropriate credit, provide a link to the license, and indicate if changes
were made. You may do so in any reasonable manner, but not in any way that suggests the licensor
endorses you or your use.
• No additional restrictions — You may not apply legal terms or technological measures that legally
restrict others from doing anything the license permits.

ABOUT THE AUTHORS
Jan Coville, Dave Dillon, Linda Bruce Hill, Thomas Priester, and Jim Peacock

Jan Coville, curator and editor of Career Decision Making for Adults
Jan Hodges Coville serves as the Director of Career Services, Career Counselor and Instructor at Granite State
College. Jan is a certified Career Counselor (CCC) through the National Career Development Association and
a Global Career Development Facilitator through the Center for Educational Credentialing. She holds a B.A.
from Burlington College in Burlington, VT and an MS in Human Services/Counseling from New England
College in Henniker, NH.
Jan teaches APST505, Career Development and Life Planning to students ages 22 to 60, exclusively online.
She is passionate about coaching non-traditional adult students through launching, changing or advancing
their careers and enjoys helping them to discover their strengths and identify and overcome obstacles to
employment.

Dave Dillon, contributing author, Career Decision Making for Adults
Dave Dillon earned a bachelor’s degree in sociology from the University of California at Santa Cruz and a
master’s degree in counseling from the University of San Diego. His first career and passion was coaching
basketball which he did for seven years at the University of California at San Diego. Following a year of
substitute teaching (K-12), four years working in the entertainment department for the San Diego Padres
major league baseball organization, and a year as a product analyst in the video game industry, Dave continued
to pursue his passion of counseling and teaching at the community college level.
As a tenured professor and counseling faculty at Grossmont College, Dave enjoys connecting with students.
He does his best to keep up with the next generation and their use of technology in and out of the classroom.
His passion has not ceased from his UCSC commencement speech to presenting at local and national
conferences. Dave resides in Carlsbad, California, with his wife, two daughters, and yellow Labrador, Lucy.
This OER (Open Educational Resources) project has taken full advantage of the “5 R’s” or permissions of
OER, the ability to Retain, Reuse, Revise, Remix, and Redistribute content for educational purposes. It is
with great gratitude that I introduce the authors of the OER texts whose content was retained, reused, revised,
and/or remixed in some way and contributed to this final product. Links to the original OER texts, their
licenses, and peer reviews can be found in Appendix A.

ABOUT THE AUTHORS | xi

Linda (Bruce) Hill, contributing author to College Success
Linda (Bruce) Hill is the director of distance learning at Goucher College in Baltimore, Maryland, where she
works with graduate students and faculty to help them thrive in a global learning environment. Her career in
education spans decades of technology growth and change, but is centered on a love of teaching and learning
and on the rewards of continuing education. A lifelong learner herself, Linda earned a bachelor’s degree in
radio, television and film at the University of Maryland College Park, and a master’s in education and human
development at the George Washington University in a distance learning program that set standards for higher
education offerings. Outside of her full-time work at Goucher, Linda freelances as a writer and instructional
designer —pursuits that aligned her with Lumen Learning on the production of their College Success course,
built heartily with open education resources and original writing. A favorite quote exemplifying her
professional philosophy is from Arthur C. Clarke: “Before you become too entranced with gorgeous gadgets and
mesmerizing video displays, let me remind you that information is not knowledge, knowledge is not wisdom, and
wisdom is not foresight. Each grows out of the other, and we need them all.”

Jim Peacock, author, Chapter 4, What is LinkedIn?+
Jim Peacock is an award-winning career development specialist and owner of Peak-Careers. He has more than
25 years of experience giving career advisors and counselors the tools to help their clients see that they have
choices and that – with a little support – they can find the work they love to do. He is on the National Career
Development Association registry as a Facilitating Career Development (FCD) instructor and is a dynamic
trainer, consultant and speaker. Jim specializes in helping career development professionals improve their
career advising skills for a more holistic approach to addressing the needs of their students and clients. He
received the NCDA Outstanding Career Practitioner Award in 2007 and in 2020 received the NCDA Kenneth
B. Hoyt Career Practitioner Education Award.

Thomas C. Priester, editor of Foundations of Academic Success: Words
of Wisdom
A hope-inspired educator dedicated to helping others interact with the future, Thomas C. Priester holds a
Doctor of Education degree in Executive Leadership from St. John Fisher College, a Master of Science degree
in Student Personnel Administration from SUNY Buffalo State, and a Bachelor of Arts degree in Secondary
English Education from Fredonia (where he is also a member of the Alumni Board of Directors). Having
worked previously in the areas of academic success, student life, student leadership development, orientation,
academic advising, and residence life, Dr. Priester currently serves as the Director of Transitional Studies/
Assistant Professor at SUNY Genesee Community College in Batavia, NY where he is also an advisor to the
campus chapter of the Phi Theta Kappa Honor Society, the chairperson of both the Academic Assessment
and the Transitional Studies Committees, and a member of both the Institutional Effectiveness and the

xii | ABOUT THE AUTHORS

Academic Senate Curriculum Committees. Additionally, Dr. Priester is a faculty member in the Higher
Education Student Affairs Administration graduate program at SUNY Buffalo State in Buffalo, NY, has taught
conversational English at Fatec Americana in Americana, São Paulo, Brazil, and Academic Success at the
Attica Correctional Facility in Attica, NY. Dr. Priester has served as a contributing chapter author for the
books: Assessing Student Learning in the Community and Two-Year College (Stylus, 2013) and Examining the
Impact of Community Colleges on the Global Workforce (IGI Global, 2015) and has most recently published the
open access textbook: Foundations of Academic Success: Words of Wisdom (Open SUNY Textbooks, 2015).

FOREWORD
James Glapa-Grossklag

To think creatively about the future is to risk ridicule. To create the future by acting decisively is to guarantee
opposition. The original author of this book, Dave Dillon, and the author of this version (and your instructor),
Jan Coville, have encountered both ridicule and opposition in order for you to freely access this book.
The book that you are reading is not only about career decision making. Rather, this book demonstrates
that the author and your instructor care enough about academic freedom and your success that they have taken
decisive action to break away from conventional and traditional ways of packaging and providing textbooks
to students. In other words, this book was not produced by a traditional publisher that would have created a
product that costs more than you care to think about. Nor was it produced by a traditional publisher far away
from your classroom, your concerns, and your way of learning. Instead, this book was created by Dave Dillon
and Jan Coville, writing and editing and combining their own words with those of other dedicated teachers. It
is presented to you as an Open Educational Resource—a creative work that is licensed so that it can be used,
shared, and re-mixed freely and legally.
All of this means that you can focus on learning, not on student debt; you are learning with materials
carefully selected by teachers who care about your success; and you can keep the book, share it, and even re-mix
it (with proper attribution). Perhaps, after all, this book is about making good choices in one’s career.
James
——————————–
James Glapa-Grossklag
Dean, Educational Technology, Learning Resources and Distance Learning
Project Director, Distance Education Captioning & Transcription Grant
Co-Coordinator, Technical Assistance, CCC Zero Textbook Cost Degree program
Treasurer and Past President of the Board, Open Education Consortium
College of the Canyons
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WHAT TO EXPECT FOR THE STUDENT

This textbook is a “remix” of two previous open sourced textbooks along with new content woven in. Effort
was placed into maintaining consistency throughout while striving to strike a balance with preserving original
content. See the licensing and attribution information at the end of each chapter if you are interested in
identifying the chapter author.
Some of The Foundations of Success: Words of Wisdom essays are included in their original from and have
been distributed throughout the text with the title of each chapter beginning “Words of Wisdom.” The
authors of these essays are identified at the top of each chapter.
Videos are embedded within the text. Students with internet access and a device capable of playing videos
will be able to watch the videos as they are reading. Students reading offline, with a .pdf download, or on a
device that does not play video will see a link to the video in the text. All of the videos and multimedia are also
listed in the Appendix for future viewing and reference.

Licenses and Attributions:
Original content authored by Dave Dillon, additional content authored by Jan Coville. License: CC
BY: Attribution.
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Cover photo credit: “Occidental Commencement 2010” by Jason Bache via Flickr.com – Attribution 2.0
Generic (CC BY 2.0)

LEARNING OBJECTIVES

Learning Objectives

After you have completed this textbook you should be able to:
• List specific skills that will be necessary for your career path
• List transferable skills that will be valuable for any career path
• Describe the stages of career development, and identify the stage you’re currently in
• Identify career development resources in your school, community, and beyond
• Define network and identify strategies for networking
• Understand the purpose of LinkedIn and how to use it
• Identify sources for developing professional networks
• Define the purpose and contents of a résumé
• Identify characteristics of an effective cover letter and résumé
• Describe effective strategies to prepare for an interview
• Differentiate between different types of interview situations and identify appropriate
interview techniques for each
• Analyze different question types common in interviews

Licenses and Attributions:
CC licensed content, Original:
College Success. Authored by: Linda Bruce. Provided by: Lumen Learning. Located at:
https://courses.lumenlearning.com/collegesuccess-lumen/chapter/the-big-picture/

sources
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Career Exploration Unit beginning with The Big Picture chapter and beginning of all Career
Exploration Unit chapters). License: CC BY: Attribution. Adapted by Jan Coville.

CHAPTER ONE: PROFESSIONAL SKILL
BUILDING
Lumen Learning, Linda Bruce Hill, and Jan Coville

“Every artist was first an amateur.”
– Ralph Waldo Emerson

If you lived and worked in colonial times in the United States, what skills would you need to be gainfully
employed? What kind of person would your employer want you to be? And how different would your skills
and aptitudes be then, compared to today?
Many industries that developed during the 1600s–1700s, such as health care, publishing, manufacturing,
construction, finance, and farming, are still with us today. And the professional abilities, aptitudes, and values
required in those industries are many of the same ones employers seek today.
For example, in the health care field then, just like today, employers looked for professionals with scientific
acumen, active listening skills, a service orientation, oral comprehension abilities, and teamwork skills. And in
the financial field then, just like today, employers looked for economics and accounting skills, mathematical
reasoning skills, clerical and administrative skills, and deductive reasoning.
Why is it that with the passage of time and all the changes in the work world, some skills remain unchanged
(or little changed)?
The answer might lie in the fact there are are two main types of skills that employers look for: hard skills and
soft skills.
• Hard skills are concrete or objective abilities that you learn and perhaps have mastered. They are skills
you can easily quantify, like using a computer, speaking a foreign language, or operating a machine. You
might earn a certificate, a college degree, or other credentials that attest to your hard-skill competencies.
Obviously, because of changes in technology, the hard skills required by industries today are vastly
different from those required centuries ago.
• Soft skills, on the other hand, are subjective skills that have changed very little over time. Such skills
might pertain to the way you relate to people, or the way you think, or the ways in which you
behave—for example, listening attentively, working well in groups, and speaking clearly. Soft skills are
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sometimes also called “transferable skills” because you can easily transfer them from job to job or
profession to profession without much training. Indeed, if you had a time machine, you could probably
transfer your soft skills from one time period to another!
View this quick video on Soft Skills

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=36

What Employers Want in an Employee
Employers want individuals who have the necessary hard and soft skills to do the job well and adapt to changes
in the workplace. Soft skills may be especially in demand today because employers are generally equipped to
train new employees in a hard skill—by training them to use new computer software, for instance—but it’s
much more difficult to teach an employee a soft skill such as developing rapport with coworkers or knowing
how to manage conflict. An employer might rather hire an inexperienced worker who can pay close attention
to details than an experienced worker who might cause problems on a work team.
In this section, we look at ways of identifying and building particular hard and soft skills that will be
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necessary for your career path. We also explain how to use your time and resources wisely to acquire critical
skills for your career goals.

Specific Skills Necessary for Your Career Path
A skill is something you can do, say, or think right now. It’s what an employer expects you to bring to the
workplace to improve the overall operations of the organization. In your Awato assessments, you learned more
about your inclinations, interests and work values. Understanding these aspects of yourself is an important
part of deciding which careers to explore or transition into. Knowing your skills is also crucial to be able to
sell yourself on a resume – whether you are just launching your career, looking to change to a new field, or
advancing in a field you are already established in.

Transferable Skills for Any Career Path
Transferable (soft) skills may be used in multiple professions. They include, but are by no means limited to,
skills and personal traits listed below:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Dependable and punctual (showing up on time, ready to work, not being a liability)
Self-motivated
Enthusiastic
Committed
Willing to learn (lifelong learner)
Able to accept constructive criticism
A good problem solver
Strong in customer service skills
Adaptable (willing to change and take on new challenges)
A team player
Positive attitude
Strong communication skills
Good in essential work skills (following instructions, possessing critical thinking skills, knowing limits)
Ethical
Safety conscious
Honest
Strong in time management

These skills are transferable because they are positive attributes that are invaluable in practically any kind of
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work. They also do not require much training from an employer—you have them already and take them with
you wherever you go. Soft skills are a big part of your “total me” package.
So, identify the soft skills that show you off the best, and identify the ones that prospective employers are
looking for. By comparing both sets, you can more directly gear your job search to your strongest professional
qualities. Conduct a gap analysis. What are the skills listed in the job ads for your target positions? Of those
skills, which ones do you have? Identify those that you are missing, then you can make a plan to acquire them.

10 Top Skills You Need to Get a Job When You Graduate
The following video summarizes the ten top skills that the Target corporation believes will get you a job when
you graduate. Read a transcript of the video.

Video: 10 top skills that will get you a job when you graduate

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=36

“Lifelong learning” is a buzz phrase in the twentieth-first century because we are awash in new technology
and information all the time, and those who know how to learn, continuously, are in the best position to
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keep up and take advantage of these changes. Think of all the information resources around you: colleges and
universities, libraries, the Internet, videos, games, books, films—the list goes on.
With these resources at your disposal, how can you best position yourself for lifelong learning and a strong,
viable career? Which hard and soft skills are most important? What are employers really looking for?
The following list was inspired by the remarks of Mark Atwood, director of open-source engagement at
Hewlett-Packard Enterprise. It contains excellent practical advice.
• Learn how to write clearly. After you’ve written something, have people edit it. Then rewrite it, taking
into account the feedback you received. Write all the time.
• Learn how to speak. Speak clearly on the phone and at a table. For public speaking, try Toastmasters.
“Meet and speak. Speak and write.”
• Be reachable. Publish your email so that people can contact you. Don’t worry about spam.
• Learn about computers and computing, even if you aren’t gearing for a career in information
technology. Learn something entirely new every six to twelve months.
• Build relationships within your community. Use tools like Meetup.com and search for clubs at local
schools, libraries, and centers. Then, seek out remote people around the country and world. Learn about
them and their projects first by searching the Internet.
• Attend conferences and events. This is a great way to network with people and meet them face-to-face.
• Find a project and get involved. Start reading questions and answers, then start answering questions.
• Collaborate with people all over the world.
• Keep your LinkedIn profile and social media profiles up-to-date. Be findable.
• Keep learning. Skills will often beat smarts. Be sure to schedule time for learning and having fun!
This list is advice specific to Granite State College Students (Jan Coville) :
• Embrace the writing embedded in your college courses. Even when the topic of the paper doesn’t seem
relevant to your career goals, the act of writing is. Writing is the best way to get better at writing.
Whenever possible, choose topics and create assignments that ARE relevant to your career goal.
Research and write about things related to your career interests.
• Celebrate online learning as a form of professional development. Learning how to navigate and
communicate in an online learning community is a valuable and relevant competency. You are building
technological agility – it doesn’t get any more relevant than that!
• Build your network. Start connecting with your learning colleagues, advisors, instructors and other
Granite State College staff. It will be hard to remember all of your connections after you have
graduated.
• Understand and Identify competencies that you are building by being a student that are sought after by
employers. Learn how to articulate your transferable skills!
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• Explore work experience opportunities through the college. You may be able to gain valuable workplace
skills while pursuing your degree, which makes for the best career outcomes. Your academic advisor and
career services staff can assist you with acquiring work experiences that will help you to get hired.
• Experience discomfort. GROWTH ONLY EXISTS OUTSIDE OF YOUR COMFORT
ZONE. Understand that in order to develop professionally you will need to experience discomfort by
trying new things – embrace it as a valuable and necessary part of the process!

Licenses and Attributions:
CC licensed content, Original:
• College Success. Authored by: Linda Bruce. Provided by: Lumen Learning. Located at:
https://courses.lumenlearning.com/collegesuccess-lumen/chapter/professional-skillbuilding-2/ License: CC BY: Attribution. Edited by Jan Coville.
• 10 Top Skills That Will Get You a Job When you Graduate. Authored by: TARGETjobs.
Located at: https://youtu.be/jKtbaUzHLvw. License: All Rights Reserved. License Terms:
Standard YouTube License.
• Hard Skills vs. Soft Skills Created by: GCFLearnFree.org. License: All Rights Reserved.
License Terms: Standard YouTube License. Located at: https://www.youtube.com/
watch?v=0FFLFcB9xfQ&feature=emb_logo

CHAPTER TWO: CAREER DEVELOPMENT
Lumen Learning and Linda Bruce Hill

Career Development
See if you can remember a time in your childhood when you noticed somebody doing professional work.
Maybe a nurse or doctor, dressed in a lab coat, was listening to your heartbeat. Maybe a worker at a
construction site, decked in a hard hat, was operating noisy machinery. Maybe a cashier at the checkout line in
a grocery store was busily scanning bar codes. Each day of your life you could have seen a hundred people doing
various jobs. Surely some of the experiences drew your interest and appealed to your imagination.
If you can recall any such times, those are moments from the beginning stage of your career development.
What exactly is career development? It’s a lifelong process in which we become aware of, interested in,
knowledgeable about, and skilled in a career. It’s a key part of human development as our identity forms and
our life unfolds. At Granite State College, and in this particular class, you are likely to be learning with people
of all ages representing different stages of career development. At GSC, we use the terms Career Launchers,
Changers and Advancers. Below you will learn how this concept dovetails with the career development stages
of theorist Donald Super.

Stages of Career Development
There are five main stages of career development (developed by Donald Super). Each stage correlates with
attitudes, behaviors, and relationships we all tend to have at that point and age. As we progress through each
stage and reach the milestones identified, we prepare to move on to the next one.
Which stage of career development do you feel you are in currently? Think about each stage. What
challenges are you facing now? Where are you headed?
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# STAGE

DESCRIPTION

1 GROWING

This is a time in early years (4–13 years old) when you begin to have a sense about the future.
You begin to realize that your participation in the world is related to being able to do certain
tasks and accomplish certain goals.

2 EXPLORING

This period begins when you are a teenager, extends into your mid-twenties, and may extend
later. In this stage you find that you have specific interests and aptitudes. You are aware of your
inclinations to perform and learn about some subjects more than others. You may try out jobs
in your community or at your school. You may begin to explore a specific career. At this stage,
you have some detailed “data points” about careers, which will guide you in certain directions.

This period covers your mid-twenties through mid-forties. By now you are selecting or
entering a field you consider suitable, and you are exploring job opportunities that will be
3 ESTABLISHING
stable. You are also looking for upward growth, so you may be thinking about an advanced
degree.
This stage is typical for people in their mid-forties to mid-sixties. You may be in an upward
pattern of learning new skills and staying engaged. But you might also be merely “coasting and
4 MAINTAINING
cruising” or even feeling stagnant. You may be taking stock of what you’ve accomplished and
where you still want to go.
In your mid-sixties, you are likely transitioning into retirement. But retirement in our
technologically advanced world can be just the beginning of a new career or pursuit—a time
5 REINVENTING
when you can reinvent yourself. There are many new interests to pursue, including teaching
others what you’ve learned, volunteering, starting online businesses, consulting, etc.

Keep in mind that your career development path is personal to you, and you may not fit neatly into the
categories described above. It’s more common than it has been in the past for people to change careers in their
thirties, forties, fifties, and even sixties.Perhaps your socioeconomic background changes how you fit into the
schema. Perhaps your physical and mental abilities affect how you define the idea of a “career.” Chance is a
factor that plays into everyone’s career path in a way that can’t be predicted or anticipated. You are unique, and
your career path can only be developed by you.
Watch this video on the theories of Donald Super to learn more. The first part of the video explains the
career development stages. The second part of the video outlines Super’s life role concepts. Be sure to identify
your current career stage and the life roles you are playing, as you will need to discuss them in this week’s
discussion module. Life Role information begins at 3.03.
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A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=38

Career Development Resources in Your College, Community, and
Beyond
Career experts say that people will change careers (not to mention jobs) five to seven times in a lifetime. So your
career will likely not be a straight and narrow path. Be sure to set goals and assess your interests, skills and values
often. Seek opportunities for career growth and enrichment. And take advantage of the rich set of resources
available to you. Below are just a few.

Career Services at Granite State College
Whether you are a prospective student, a current student, a graduate, or even an employer, you can obtain
invaluable career development assistance from the career services department. In addition to taking this course,
you can get individualized support by working with a career advisor who will guide and empower you through
every step of the career development process. Take advantage of this valuable service!
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Plan, Do, Check, Act
PDCA (plan–do–check–act) is a four-step strategy for carrying out change. You can use it to evaluate where
you are in the career development process and to identify your next steps. The strategy is typically used in
the business arena as a framework for improving processes and services. But you can think of your career as a
personal product you are offering or selling.
1. PLAN: What are your goals and objectives? What process will you use to get to your targets? You might
want to plan smaller to begin with and test out possible effects. For instance, if you are thinking of
getting into a certain career, you might plan to try it out first as an intern or volunteer or on a part-time
basis. When you start on a small scale, you can test possible outcomes.
2. DO: Implement your plan. Sell your product—which is YOU and your skills, talents, energy, and
enthusiasm. Collect data as you go along; you will need it for charting and analyzing in the Check and
Act steps ahead.
3. CHECK: Look at your results so far. Are you happy with your job or wherever you are in the career
development process? How is your actual accomplishment measuring up next to your intentions and
wishes? Look for where you may have deviated in your intended steps. For example, did you take a job in
another city when your initial plans were for working closer to friends and family? What are the pros
and cons? If you like, create a chart that shows you all the factors. With a chart, it will be easier to see
trends over several PDCA cycles.
4. ACT: How should you act going forward? What changes in planning, doing, and checking do you want
to take? The PDCA framework is an ongoing process. Keep planning, doing, checking, and acting. The
goal is continuous improvement.

CC licensed content, Original:
• College Success. Authored by: Linda Bruce. Provided by: Lumen Learning. Located at:
https://courses.lumenlearning.com/collegesuccess-lumen/chapter/career-development-2/
License: CC BY: Attribution.
CC licensed content, Shared previously
• Donald E. Super’s Career Development Theory CED 6020. Authored by: Brandi Mathis.
License: All Rights Reserved. License Terms: Standard YouTube License. Located at:
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https://www.youtube.com/watch?v=ZxbqtEeEgA4&feature=emb_logo
• Adaptions: slight formatting changes, added Career Services at Granite State College
section.

CHAPTER THREE: NETWORKING
Lumen Learning and Linda Bruce Hill

“Communication—the human connection—is the key to personal and career success.”
– Paul J. Meyer

In the context of career development, networking is the process by which people build relationships with one
another for the purpose of helping one another achieve professional goals.
When you “network,” you exchange information.
• You may share business cards, résumés, cover letters, job-seeking strategies, leads about open jobs,
information about companies and organizations, and information about a specific field.
• You might also share information about meet-up groups, conferences, special events, technology tools,
and social media.
• You might also solicit job “headhunters,” career counselors, career centers, career coaches, an alumni
association, family members, friends, acquaintances, and vendors.
Networking can occur anywhere and at any time. In fact, your network expands with each new relationship
you establish. And the networking strategies you can employ are nearly limitless. With imagination and
ingenuity, your networking can be highly successful.
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A series of stick figures connected by dotted lines.

Strategies for Networking
We live in a social world. Almost everywhere you go and anything you do professionally involves connecting
with people. It stands to reason that finding a new job and advancing your career entails building relationships
with these people. Truly, the most effective way to find a new job is to network, network, and network some
more.
Once you acknowledge the value of networking, the challenge is figuring out how to do it. What is your first
step? Whom do you contact? What do you say? How long will it take? Where do you concentrate efforts? How
do you know if your investments will pay off?
Granite State College Career Services recommends the following strategies for working adult students:
1. Create an action plan (you will be doing it as part of this class) and use it to think through your career
goals and the steps you need to take to meet them.
2. Think of your network holistically. You probably know people who can help. Identify those you know
personally, professionally and through Granite State College. Let the people in your network know
what you are trying to achieve.
3. Attend as many events as you can. Put yourself into new situations and become comfortable talking
about your career goals and interests.
4. Create a great LinkedIn profile! Employers are using LinkedIn to find and screen candidates. If you
don’t have a stellar LinkedIn profile, it will negatively affect your ability to find a job. Not having a

18 | CHAPTER THREE: NETWORKING

professional LinkedIn profile presents you as someone who is unable to keep pace with the quickly
changing technological expectations of the work world. Learn more about LinkedIn by clicking the link
below use these tips to create or update your own profile. You will learn more about this in Chapter 4.

Strategies at College
• Get to know your professors: Communicating with instructors is a valuable way to learn about a
career and also get letters of reference if and when needed for a job. When you learn in a virtual
environment, it is important to be communicative to build relationships and be memorable. Your
instructor can’t provide you with an academic reference if they don’t remember you. Connecting with
your instructors might provide you with leads on job openings, internships, or research possibilities. Get
to know your instructors and connect with or follow them on LinkedIn. They are a valuable part of
your network.
• Network with Granite State College alumni: Attend alumni events to find people working in your
desired field. Search for GSC alums on LinkedIn – they might be willing to do an informational
interview or help you in some other way. It is easier to network with people that you share something
with.
• Network with your learning colleagues: Classmates are an excellent source of information and
connections, especially at Granite State College. Many of them may already be working in your desired
field. Remember to connect with them on LinkedIn and request to join Granite State College LinkedIn
groups related to your major and area of career interest. Build your professional and academic
connections in LinkedIn as you work on your degree.

Strategies at Work
• Join professional organizations and follow them on LinkedIn: You can meet many influential
people at local and national meetings and events of professional and volunteer organizations. Learn
about these organizations. See if they have membership discounts for students, or student chapters.
Once you are a member, you may have access to membership lists, which can give you prospective access
to many new people to network with. Following professional organizations on LinkedIn allows you to
see their content and keep abreast of emerging trends and best practices.
• Volunteer: Volunteering is an excellent way to meet new people who can help you develop your career,
even if the organization you are volunteering with is not in your field. Just by working alongside others
and working toward common goals, you build relationships that may later serve you in unforeseen and
helpful ways.
• Get an internship: Many organizations offer internship positions to college students. Some of these
positions are paid, but often they are not. Paid or not, you gain experience relevant to your career, and
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•

•
•

•

you potentially make many new contacts.
Get a part-time job: Working full-time may be your ultimate goal, but you may want to fill in some
cracks or crevices by working in a part-time job. Invariably you will meet people who can feasibly help
with your networking goals. And you can gain good experience along the way, which can also be noted
on your résumé. Talk to Career Services to learn more about the possibilities.
Join a job club: Your career interests may be shared by many others who have organized a club, which
can be online or in person. If you don’t find an existing club, consider starting one.
Attend networking events: There are innumerable professional networking events taking place
around the world and also online. Find them listed in magazines, community calendars, newspapers,
journals, and at the websites of companies, organizations, and associations.
Conduct informational interviews: You may initiate contact with people in your chosen field who
can tell you about their experiences of entering the field and thriving in it. Many websites have guidance
on how to plan and conduct these interviews.

Strategies at Home and Beyond
• Get comfortable and participate in online social media: An explosion of career opportunity awaits
you with social media, including LinkedIn, Twitter, Facebook, Instagram, Pinterest, and many more.
You will find an extensive list of suggested sites at CareerOneStop. Keep your communication ultraprofessional at these sites. Peruse magazine articles, and if you find one that’s relevant to your field and it
contains names of professionals, you can reach out to them to learn more and get job leads. Realize that
social media is public and posting pictures of yourself at parties or commenting in an unbecoming way
could cost you an opportunity.
• Ask family members and friends, coworkers, and acquaintances for referrals: Do they know
others who might help you? You can start with the question “Who else should I be talking to?”
• Use business cards or networking cards: A printed business card can be an essential tool to help your
contacts remember you. Creativity can help in this regard, too. Students often design cards themselves
and either hand print them or print them on a home printer.

Sources for Developing Professional Networks
The bottom line with developing professional networks is to cull information from as many sources as possible
and use that information in creative ways to advance your career opportunities. The strategies listed in the
section above provide you with a comprehensive set of suggestions. Below is a summary of sources you can use
to network your way to career success:
• Meet-up groups
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Conferences
Special events
Technology tools
Social media
Career centers
Alumni associations
Professional organizations
Volunteer organizations
Internships
Part-time job
Job club
Networking events
Magazine articles
websites
Career coaches
Headhunters
Career counselors
Family members
Friends
Coworkers
Vendors
College professors
Advisers
Classmates
Administrators
Coaches
Guest speakers

Licenses and Attributions:
CC licensed content, Original:
• College Success. Authored by: Linda Bruce Provided by: Lumen Learning. Located at:
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https://courses.lumenlearning.com/collegesuccess-lumen/chapter/networking-2/ License:
CC BY: Attribution. Edited by Jan Coville
CC licensed content, Shared previously:
• Image of 3D Social Networking. Authored by: Chris Potter. Located at: https://flic.kr/p/
d9K1Bc. License: CC BY: Attribution.
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Adaptions: Added text into Strategies at College

CHAPTER FOUR: WHAT IS LINKEDIN?

LinkedIn is the largest career database in the world and the best online platform to create your professional
online presence. With over 500 million people (as of August 2020) on LinkedIn and most of them in
professional positions, to be current you need to learn what LinkedIn is and how to leverage the power
of LI in your future.
Why LinkedIn?
•
•
•
•
•
•

Create a professional online presence
Identify & make connections to develop your network
Identify groups that are discussing topics of interest
Research companies
Find employment
Discover career pathways to your ideal job

You want to ensure you have presented yourself as professionally as possible. Below are tips on how to create
/ improve your LI profile.
To EDIT, simply go to your Profile page and click on the “pencil” in the upper right corner.
PICTURE: You should have a professional-looking picture of yourself, preferably with a blank
background. i.e. not taken at the formal dance. Do a quick search for people on LI and see how their pictures
show up for ideas. Not too close. Not too far away. Not too busy in the background.
TAG LINE / HEAD LINE: The area immediately under your name is your ‘tag line’ or ‘headline’ and
is pulled automatically from a section in your profile with your most current position. Edit this section to
highlight your career interests, skills or passion. When people search for you they see your picture and this tag
line, so it is important to capture a highlight of who you are in this section. Check out other people’s profiles
and generate some ideas on what might work for you.
Example: Career Coach | Passionate | Creative | Problem Solver
Example: Higher Education Professional | Collaborator & Connector
ABOUT SECTION: Near your name and Headline, you will see a blue box “Add Profile Section”. Click
on this and add ABOUT. Think of this section a bit like your cover letter. This is an area where you can write
about yourself, strengths, passions, interests, etc… Keep it short, bullets work well, and think of ways to set
yourself apart from the others looking for employment.
CUSTOMIZE YOUR LINKEDIN ADDRESS: You can change your LinkedIn address / public profile
URL and can then add it to your resume, business cards, and/or in your email signature.
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• On your Profile page, look to the right column for EDIT YOUR PUBLIC PROFILE
• In the upper right of that page is “Edit URL”
• Simply put in your name or if your name is taken, use your name with a simple number after it. SAVE is
at the bottom.
EXPERIENCE SECTION: This is the one area that will look much like your resume. You can add a few
‘bells & whistles’ here, but start with replicating what you have on your resume for experience.
SKILLS SECTION: Take some time and look at people’s profiles who are working in the industry /
occupation you are interested in. Check out their SKILLS listed and if you have those same skills, add them to
your section. Think about the top skills employers are looking for as this is one of the sections RECRUITERS
use to search for candidates.
BUILDING YOUR NETWORK
LinkedIn works best when you can have a minimum of 250 first connections or more. I suggest you set a goal
of 500 first connections. Think of first connections as people you meet at a conference or networking event
and you exchange business cards.
Everyone that that person knows, is your second connection.
Step one, think about people you currently work with, worked with in the past, and people who are working
in the industry you want to get into.
There are many places on LinkedIn where it will ask you to CONNECT with a person. I recommend you
do NOT connect at those points. Always go directly to a person’s profile in order to connect. This allows you
to add an individual note.
“I see we have a lot in common…” or “I like what you are doing…” or “Nice to have met you at ….”
Think of LinkedIn as relationship building and adding the note gives that feel.
1. Go to the person’s Profile
2. Click on CONNECT, it says “Add A note” That is the best place to do that.
3. Write a short note and CONNECT
If you are connecting on your phone.
1. Go to the person’s profile and click on the “More…” (3 dots) to the right of their name
2. Click on “Personalize invite” in order to add a note.
Here are four ways you can use LinkedIn to find work by communicating with real live people.
1. 1. CONTACTS
Go through your LI contacts. Who have you not talked to in a while and might be able to help you in some
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way? Maybe you had the same major. Or they are doing something you find interesting. Or are they in an
industry that could be a good move for you?
– Call them up or email them for a time to chat face-to-face, by phone, or Skype / Facetime.
Note: you do NOT have to use LI messages, you can go ‘old school’ and call them on the phone because
they are a friend of yours or you can google their company and get a phone number.
2. ALUMNI
(Updated: August 2020) On LI, simply do a search for the college or university you are interested in. On the
left, you will see HOME, ABOUT, JOBS, ALUMNI, and VIDEOS. Select ALUMNI.
As you can, at my alma mater, Oregon State University, I have nearly 140,000 alumni at my fingertips. Click
on the ARROW on the far right side to view WHAT THEY STUDIED.

This is only the first two columns of six available here. You can see next to my “arrow” in the screen capture,
there is <Previous Next >
Click on NEXT and it takes you to WHAT THEY DO and a WHAT THEY STUDIED screen. You can
see that 3,725 studied Marketing. You can click on that it will sort out only the Marketing Majors. You can now
see WHAT THEY DO.
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Are you more interested in “Business Development” or “Media and Communication”? All you have to do is
click on the WHAT THEY DO area you prefer and it will give you the Alumni who are working in that field.
I encourage you to look at their current jobs and also their path to their current job.
If someone has an interesting position or career pathway, reach out to them and see if they will give you some
advice on how to get into this field/occupation/industry.
Click on NEXT page to find the final two columns which are WHAT THEY ARE SKILLED AT and
HOW YOU ARE CONNECTED. The WHAT THEY ARE SKILLED AT column is a great way to add
skills to your profile or to see what skills you might want to develop
Use LinkedIn to discover people and pathways, then feel free to reach out to them via phone or
email. These folks are your “warm connections” and it is always easier to reach out to alumni of your
college.
Note: You do not have to only look at your college, you can do this activity for any college. Reaching out
to people is more difficult, but it can be a good way of generating some new thinking on your part.
3. GROUPS
If your college has an Alumni Group in LI, join it. As you can see in my screenshots of Oregon State
University, below, there are 10,592 people in this group. (To the left of the JOIN button in the upper right
corner). Once you are IN the group, you can ‘message’ anyone there that might be helpful to you in your job
changing process.
As you can see, in these three steps the theme is ‘people hire people’ and ‘people help people.’ Don’t
spend all your time clicking on a website for job openings. Spend at least 60-70% talking with people that can
help give you inside information about how to get into this industry or company. Eventually, there will be a job
at the end of this process… a slower feeling process because you are not applying to 100 positions, but a more a
better process.
Note: There are 1000’s of other groups that are formed around various topics. Search for topics, industries,
or organizations of interest and consider joining them…at least for awhile, you can always unsubscribe.
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4. RESEARCH
Most companies have profiles on LI with information about the latest news, career opportunities, and the
ability to “follow” them for updates. Go to your search bar, use the pull-down to the left of the bar and select
COMPANIES, and search away.
On the right side of your screen. You will see “How you are connected” to the company. A great tool for
identifying potential informational interviews.
You will also see a “People also viewed” section. This is a GREAT way to expand your list of potential
companies.
Of course, there is so much more on LI that cannot be covered here, but I hope this has given you some
helpful information on how to “kick start” using LI as a tool to find work and network with like-minded
people.

This article is a compilation of blogs by Jim Peacock at Peak-Careers Consulting. Learn more at PeakCareers.com

CHAPTER FIVE: RÉSUMÉS AND COVER
LETTERS
Lumen Learning and Linda Bruce Hill

“The most important tool you have on a résumé is language.”
– Jay Samit

A résumé is a “selfie” for business purposes. It is a written picture of who you are—it’s a marketing tool, a
selling tool, and a promotion of you as an ideal candidate for any job you may be interested in.
The word résumé comes from the French word résumé, which means “a summary.” Leonardo da Vinci
is credited with writing one of the first known résumés, although it was more of a letter that outlined his
credentials for a potential employer, Ludovico Sforza. The résumé got da Vinci the job, though, and Sforza
became a longtime patron of da Vinci and later commissioned him to paint The Last Supper.
Résumés and cover letters work together to represent you in the most positive light to prospective
employers. With a well-composed résumé and cover letter, you stand out—which may get you an interview
and then a good shot at landing a job.
In this section, we discuss résumés and cover letters as key components of your career development tool kit.
We explore some of the many ways you can design and develop them for the greatest impact in your job search.

Your Résumé: Purpose and Contents
Your résumé is an inventory of your education, work experience, job-related skills, accomplishments, volunteer
history, internships, residencies, and/or more. It’s a professional autobiography in outline form to give the
person who reads it a quick, general idea of who you are, and what skills, abilities, and experiences you have to
offer. With a better idea of who you are, prospective employers can see how well you might contribute to their
workplace.
As a college student or recent graduate, though, you may be unsure about what to put in your résumé,
especially if you don’t have much employment history. Still, employers don’t expect recent grads to have
significant work experience. And even with little work experience, you may still have a host of worthy
accomplishments to include. It’s all in how you present yourself.
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Watch the video most appropriate for your career stage. Please note, there are templates (See Career
Toolbox) available within the course that correspond to the advice in these videos.
For Career Launchers or students who need basic information on “How to Format a Resume” (5 min.30
seconds)

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=47

Experienced Career Changers and Advancers: 6 Steps to Creating a Great Resume for 2020 (Starts at 1.28 if
you want to start there. Then the video is 6 minutes, 99 seconds)
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A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=47

Elements of Your Successful Résumé
Perhaps the hardest part of writing a résumé is figuring out what format to use to organize and present your
information in the most effective way. There is no correct format, per se, but most résumés follow one of the
four formats below. Which format do you think will best represent your qualifications?
1. Reverse chronological résumé: A reverse chronological résumé (sometimes also simply called a
chronological résumé) lists your job experiences in reverse chronological order—that is, starting with the
most recent job and working backward toward your first job. It includes starting and ending dates. Also
included is a brief description of the work duties you performed for each job, and highlights of your
formal education. The reverse chronological résumé may be the most common and perhaps the most
conservative résumé format. It is most suitable for demonstrating a solid work history, and growth and
development in your skills. It may not suit you if you are light on skills in the area you are applying to, or
if you’ve changed employers frequently, or if you are looking for your first job.
2. Functional résumé: A functional résumé is organized around your talents, skills, and abilities (more so
than work duties and job titles, as with the reverse chronological résumé). It emphasizes specific
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professional capabilities, like what you have done or what you can do. Specific dates may be included but
are not emphasized. So if you are a career launcher with little or no actual work experience, the
functional résumé may be a good format for you. It can also be useful when you are seeking work in a
field that differs from what you have done in the past. It’s also well suited for people in unconventional
careers.
3. Hybrid or Combination résumé: The hybrid résumé is a format reflecting both the functional and
chronological approaches. It’s also called a combination résumé. It highlights relevant skills, but it still
provides information about your work experience. With a hybrid résumé, you may list your job skills as
most prominent and then follow with a chronological (or reverse chronological) list of employers. This
résumé format is most effective when your specific skills and job experience need to be emphasized.
4. Video, infographic, and website résumé: Other formats you may wish to consider are the video
résumé, the infographic résumé, or even a website résumé. These formats may be most suitable for
people in multimedia and creative careers. Certainly with the expansive use of technology today, a job
seeker might at least try to create a media-enhanced résumé. But the paper-based, traditional résumé is by
far the most commonly used—in fact, some human resource departments may not permit submission of
any format other than paper based.
An important note about formatting is that, initially, employers may spend only a few seconds reviewing each
résumé—especially if there is a big stack of them or they seem tedious to read. That’s why it’s important to
choose your format carefully so it will stand out and make the first cut.

Résumé Contents and Structure
For many people, the process of writing a résumé is daunting. After all, you are taking a lot of information and
condensing it into a very concise form that needs to be both eye-catching and easy to read. Don’t be scared off,
though! Developing a good résumé can be fun, rewarding, and easier than you think if you follow a few basic
guidelines.

Contents and Components To Include
1. Your contact information: name, town and state, phone number, professional email address (make
sure this is some version of your name, nothing odd or personal).
2. A summary statement: 2-3 sentences describing you in relation to the position. This statement
should describe who you are and what you are great at.
3. A summary of your skills: 6-8 skills you have gained in your field. Make sure you adapt this section for
each job and use only skills that you have that are specifically mentioned in the job ad.
4. Work experience: depending on the résumé format you choose, you may list your most recent job first;
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include the title of the position, employer’s name, location, employment dates (beginning, ending);
Working for a family business is valid work experience and should definitely be on a resume.
5. Volunteer experience: can be listed in terms of hours completed or months/years involved. Use the
same format as that used to list work experience.
6. Education and training: formal and informal experiences matter; include academic degrees,
professional development, certificates, internships, etc.

Caution
Résumés resemble snowflakes in as much as no two are alike. Although you can benefit from giving yours a
stamp of individuality, you will do well to steer clear of personal details that might elicit a negative response. It
is advisable to omit any confidential information or details that could make you vulnerable to discrimination,
for instance. Your résumé will likely be viewed by a number of employees in an organization, including human
resource personnel, managers, administrative staff, etc. By aiming to please all reviewers, you gain maximum
advantage.
•
•
•
•
•
•
•
•

Do not mention your age, gender, height or weight.
Do not include your social security number.
Do not mention religious beliefs or political affiliations, unless they are relevant to the position.
Do not include a photograph of yourself or a physical description.
Do not mention health issues.
Do not use first-person references (I, me).
Do not include wage/salary expectations.
Do not use acronyms and be sparing with abbreviations. Only use abbreviations when necessary for
solving spacing issues and only if the meaning of the word is still clear.
• Proofread carefully—absolutely no spelling mistakes are acceptable.

Top Ten Tips for a Successful Résumé
1. Aim to make a résumé that is 1 full page or 2 full pages long on letter-size paper. Don’t have 1 and a 1/
3rd or 1 and a 1/2 pages long. If you are more entry level, one full page is more appropriate. Edit until
you have an appropriate mix of text and white space.
2. Make it visually appealing, but forego graphics and columns or other types of formatting that will not
work well with applicant tracking software (ATS).
3. Use action verbs and phrases. Be sure to start each bullet with an action verb. Use THE SAME verbs the
job ad uses, even if the one you are using means the same thing.
4. Proofread carefully to eliminate any spelling, grammar, punctuation, and typographical errors. Have at
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5.
6.
7.
8.
9.

10.

least two other people look at it. If that is not possible, try reading it backwards. Reading it backwards
allows for your brain to fully take in each word instead of filling in what you know you meant to write.
Include highlights of your relevant qualifications or skills to attract an employer’s attention. Once again,
be sure to include those mentioned in the job ad.
Make your resume future-focused and job-specific. Know what door you are trying to open with the
resume and craft it with that in mind.
If you have more than one employment target then consider having multiple customized resume
versions.
Use a resume scanning software program (available in the course) to test your resume against the job ad
before you apply. Shoot for a score of at least 80%
Customize, customize, customize! Remember, you HAVE to have at least a 70 percent match with the
action verbs and descriptors in the job ad in order get past the applicant tracking software (ATS)
software.
Keep refining and reworking your résumé; it’s an ongoing project. Your resume is never finished!
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Building Your Resume

Professional Summary and Skills

Professional Summary
What
A one to two line teaser statement about you as an
employee related to the particular job for which you’re
applying. The statement should “hook” the reader into
learning more within the six to eight seconds they spend
reviewing your resume.
How
• Identify your top selling points as an employee.
What do you excel at?
• Use keywords and industry phrases from the job
advertisement. Cater to what they’re looking for.
• Write without the use of personal pronouns. I.e.
Don’t use “I”.
Examples
Compassionate and accomplished human services
provider with a passion for supporting those with substance
abuse problems. Ability to create, implement, and lead
recovery and rehabilitation programs.
Accomplished writer and editor with over 10 years of
experience in advertising copy. Excellent ability to use voice
and content to build thought leadership and convert leads
into sales.

Creating a Summary from a
Job Ad
Job Ad Responsibilities
• Answering calls and making outbound reminder
calls to clients
• Checking-in clients and scheduling appointments
for doctors and nurses
• Client account research and conducting fee
agreement appointments with clients and families
• Data entry and reconciliation research
• Verifying insurance coverage and obtaining
authorizations
• Conducting orientation appointments with new
clients
• Processing daily payments and logging deposits
• Tracking paperwork due dates for clinical and other
purposes
Professional Summary Example
Adaptable and precise administrative professional,
skilled at tracking paperwork, researching accounts and
scheduling appointments with excellent customer service and
communication skills.

Skills

Skills

What
Technical (hard) and people (soft) skills are those you’ve
obtained throughout your career. People skills are nontangible skills that you utilize while working with other
people. These skills are broad and can be utilized in many
industries.
Hard or tech skills are those that are tangible and
display your ability to perform concrete tasks.

How
Your resume can contain skill bullets highlighting
competencies you’ve obtained throughout your career.
Your bullets should be relevant and specific to the position
for which you’re applying.
Search the job ad for key required skills. When choosing
your bullets, be mindful of how each skill is useful and
necessary to the employer. Add additional descriptive
words to take your bullets from generic to field-specific.
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People (Soft) Skill Examples
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Adaptability/Flexibility
Analytical Thinking
Attention to Detail
Collaboration/Teamwork
Communication: Interpersonal, Leadership,
Written, Verbal
Composure
Creative Thinking
Critical Thinking
Decision Making
Diplomatic
Initiative
Leadership
Listening
Multitasking
Organization
Planning
Prioritization
Problem Solving Tact
Time Management

Technical (Hard) Skill Examples
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Accounting
AutoCAD
Automotive Repair
Bookkeeping Computer
Programming
CPR
Customer Service
Drawing Blood
Editing
First Aid
Manufacturing Microsoft
Project Management
Record Keeping
Research
Systems Analysis
Web Design
Word Processing

Remember that your résumé is your professional profile. It will hold you in the most professional and positive
light, and it’s designed to be a quick and easy way for a prospective employer to evaluate what you might bring
to a job. When written and formatted attractively, creatively, and legibly, your résumé is what will get your foot
in the door. You can be proud of your accomplishments, even if they don’t seem numerous. Let your résumé
reflect your personal pride and professionalism. A resume is also a “living document” and will change as your
experiences and skills change.

Your Cover Letter
A cover letter is a letter of introduction, usually 3–4 paragraphs in length, that you submit with your résumé.
It’s a way of introducing yourself to a potential employer and explaining why you are suited for a position.
Employers look for individualized and thoughtfully written cover letters as an initial method of screening out
applicants who may who lack necessary basic skills, or who may not be sufficiently interested in the position.
Often an employer will request or require that a cover letter be included in the materials an applicant
submits. There are also occasions when you might submit a cover letter uninvited (also called a letter of
interest). For example, if you are initiating an inquiry about possible work or asking someone to send you
information or provide other assistance.
With each résumé you send out, always include a cover letter specifically addressing your purposes.
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Characteristics of an Effective Cover Letter
Cover letters should accomplish the following:
• Get the attention of the prospective employer in 3-4 paragraphs – be succinct!
• Set you apart from any possible competition by showing your unique voice, writing ability, attention to
detail and knowledge of the company.
• Identify the position you are interested in and how you learned about the position or company.
• Answer the employers question of “Why is this person interested in this particular job at this particular
company?”
• Present highlights of your skills and accomplishments that are directly relevant to the employer’s stated
needs in the job ad.
• Express genuine interest in the company. Do research online include something about them in the
second paragraph. The mission statement is a great place to see what they value!
• Visually match the resume. Same header, font style, etc
• Be addressed to a specific person whenever possible.

The following video features Aimee Bateman, founder of Careercake.com, who explains how you can create an
incredible cover letter. Download a transcript of the video.
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Video: 5 Steps to an Incredible Cover Letter

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=47

Licenses and Attributions
CC licensed content, Original:
• College Success. Authored by: Linda Bruce. Provided by: Lumen Learning. Located at:
https://courses.lumenlearning.com/collegesuccess-lumen/chapter/resumes-and-coverletters/ License: CC BY: Attribution.
• Edited and adapted by Jan Coville
All rights reserved content:
• How to Format a Resume Fast, created by Heather Austin. https://www.youtube.com/
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watch?v=lzomFlIAPHc&feature=emb_logo license: All Rights Reserved. License Terms:
Standard YouTube License.
• The Key to a Winning Resume, created by Heather Austin. Located at:
https://www.youtube.com/watch?v=3iwCzT2P7vw&feature=emb_logo License: All Rights
Reserved. License Terms: Standard YouTube License.
• 5 Steps to an Incredible Cover Letter. Authored by: Aimee Bateman. Located at:
https://youtu.be/mxOli8laZos. License: All Rights Reserved. License Terms: Standard
YouTube License.

CHAPTER SIX: INTERVIEWING
Lumen Learning and Linda Bruce Hill

“One important key to success is self-confidence. An important key to self-confidence is
preparation.”

– Arthur Ashe

If your résumé and cover letter have served their purposes well, you will be invited to participate in an
interview with the company or organization you’re interested in. Congratulations! It’s an exciting time, and
your prospects for employment are very strong if you put in the time to be well prepared.
In this section we look at how to get ready for an interview, what types of interviews you might need to
engage in, and what kinds of questions you might be asked.

Preparing Effectively for a Job Interview
Carefully Review and Highlight the Job Description
When you prepare for an interview, your first step will be to carefully read and reread the job posting or job
description. The job description is your “cheat sheet” for adapting your resume appropriately and for preparing
for the interview. Although you won’t know exactly what questions you will be asked, you can count on being
asked questions that relate to aspects of the position as described in the ad. Go through the ad and highlight it
and make notes. Highlight the duties, skills and experience that you have that match. Write down examples of
times you exhibited the desired characteristics or performed the specified duties. This will help you develop a
clearer idea of how you meet the skills and attributes the company seeks.

Research the Company and Your Interviewers
Researching the company will give you a wider view of what they are looking for and how well you might fit in.
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Go to the “about us” section of the website. Find the company mission or vision statement and know how you
fit within it. Find any news articles they have posted about the company activities. This gives you a glimpse
into the culture and allows you to easily connect with your interviewers. Your prospective employer WILL
ask you what you know about the company. They may even ask what you think they could be doing better!
Being prepared to answer these questions shows that you took time and effort to prepare for the interview and
that you have a genuine interest in the organization. It shows detail orientation and good planning—soft skills
you will need on the job. Find your interviewers on LinkedIn. Know who they are and get a sense of what they
value.

Practice Answering Common Questions
Most interviewees find that practicing for the interview in advance with a family member, a friend, or a
colleague eases possible nerves during the actual interview. At Granite State College, you can meet with a career
advisor to practice your interview skills and telling your job stories. Practicing helps you to feel more confident
when you walk through the interview door. In the “Interview Questions” section below, you’ll learn more
about specific questions you will likely be asked and corresponding strategies for answering them.

Plan to Dress Appropriately
Interviewees are generally most properly dressed for an interview in business attire, with the goal of looking
highly professional in the eyes of the interviewer.

Come Prepared
Plan to bring your résumé, cover letter, and a list of references to the interview. You may also want to bring
a portfolio of representative work. Leave behind coffee, chewing gum, and any other items that could be
distractions.

Be Confident
Above all, interviewees should be confident and “courageous.” By doing so you make a strong first impression.
As the saying goes, “There is never a second chance to make a first impression.”

Job Interview Types and Techniques
Every interview you participate in will be unique: The people you meet with, the interview setting, and the
questions you’ll be asked will all be different from interview to interview.
The various factors that characterize any given interview can contribute to the sense of adventure and
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excitement you feel. But it’s also normal to feel a little nervous about what lies ahead. With so many unknowns,
how can you plan to “nail the interview” no matter what comes up?
A good strategy for planning is to anticipate the type of interview you may find yourself in. There are
common formats for job interviews, described in detail, below. By knowing a bit more about each type and
being aware of techniques that work for each, you can plan to be on your game no matter what form your
interview takes.

Screening Interviews
Screening interviews might best be characterized as “weeding-out” interviews. They ordinarily take place over
the phone or in another low-stakes environment in which the interviewer has maximum control over the
amount of time the interview takes. Screening interviews are generally short because they glean only basic
information about you. If you are scheduled to participate in a screening interview, you might safely assume
that you have some competition for the job and that the company is using this strategy to whittle down the
applicant pool. With this kind of interview, your goal is to win a face-to-face interview. For this first shot,
though, prepare well and challenge yourself to shine. This type of interview should be treated like a real
interview. This may mean dressing for the interview and having a resume in front of you so that it can be
referred to. Another suggestion is to use a land line phone if possible and/or make sure a cell phone is fully
charged and that the screening interview takes place in a location that is free of distractions. Try to stand out
from the competition and be sure to follow up with a thank-you note.

Phone or Web Conference Interviews
If you are geographically separated from your prospective employer, you may be invited to participate in a
phone interview or online interview, instead of meeting face-to-face. Technology, of course, is a good way
to bridge distances. The fact that you’re not there in person doesn’t make it any less important to be fully
prepared, though. In fact, you may wish to be all the more “on your toes” to compensate for the
distance barrier. Make sure your equipment (phone, computer, Internet connection, etc.) is fully charged and
works. If you’re at home for the interview, make sure the environment is quiet and distraction-free. If the
meeting is online, make sure your video background is pleasing and neutral, like a wall hanging or even a white
wall.

One-on-One Interviews
The majority of job interviews are conducted in this format—just you and a single interviewer—likely with the
manager you would report to and work with. The one-on-one format gives you both a chance to see how well
you connect and how well your talents, skills, and personalities mesh. You can expect to be asked questions like
“Why would you be good for this job?” and “Tell me about yourself.” Many interviewees prefer the one-on-one
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format because it allows them to spend in-depth time with the interviewer. Rapport can be built. As always, be
very courteous and professional. Have handy a portfolio of your best work.

Panel Interviews
An efficient format for meeting a candidate is a panel interview, in which perhaps four to five coworkers meet
at the same time with a single interviewee. The coworkers comprise the “search committee” or “search panel,”
which may consist of different company representatives such as human resources, management, and staff. One
advantage of this format for the committee is that meeting together gives them a common experience to reflect
on afterward. In a panel interview, listen carefully to questions from each panelist, and try to connect fully with
each questioner. Be sure to write down names and titles, so you can send individual thank-you notes after the
interview.

Serial Interviews
Serial interviews are a combination of one-on-one meetings with a group of interviewers, typically conducted
as a series of meetings staggered throughout the day. Ordinarily this type of interview is for higher-level jobs,
when it’s important to meet at length with major stakeholders. If your interview process is designed this way,
you will need to be ultraprepared, as you will be answering many in-depth questions. Be prepared.

Lunch Interviews
In some higher-level positions, candidates are taken to lunch or dinner, especially if this is a second interview
(a “call back” interview). If this is you, count yourself lucky and be on your best behavior, because even if the
lunch meeting is unstructured and informal, it’s still an official interview. Do not order an alcoholic beverage,
and use your best table manners. You are not expected to pay or even to offer to pay. But, as always, you must
send a thank-you note.

Group Interviews
Group interviews are comprised of several interviewees and perhaps only one or two interviewers who may
make a presentation to the assembled group. This format allows an organization to quickly prescreen
candidates. It also gives candidates a chance to quickly learn about the company. As with all interview formats,
you are being observed. How do you behave with your group? Do you assume a leadership role? Are you quiet
but attentive? What kind of personality is the company looking for? A group interview may reveal this.
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A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=49

Interview Questions
For most job candidates, the burning question is “What will I be asked?” There’s no way to anticipate every
single question that may arise during an interview. It’s possible that, no matter how well prepared you are, you
may get a question you just didn’t expect. But that is okay. Do as much preparation as you can—which will
build your confidence in your answers and being ready for unexpected questions. The video below explains
how you can use the job ad to anticipate the types of questions that will be asked. Proper preparation of “job
stories” ahead of time will also allow you to answer all types of questions more easily.

Video: Behavioral Interviews
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A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=49

Licenses and Attributions:
CC licensed content, Shared previously:
All rights reserved content:

Lumen Learning authored content:
• College Success. Authored by: Linda Bruce. Located at: https://courses.lumenlearning.com/
collegesuccess-lumen/chapter/interviewing-2/ License: CC BY: Attribution.
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• How to Answer Behavioral Interview Questions. Created by Don Georgevich.
https://www.youtube.com/watch?v=PHqcLX3qSYo&feature=emb_logo License:
Rights Reserved. License Terms: Standard YouTube License.
Adaptions: Videos added by Jan Coville. Text added and adapted by Jan Coville.
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MULTIMEDIA:
Please note that all videos are captioned, but there may be limitations accessing the captions depending on the
device you are using to access the digital text. All multimedia attributions are listed at the end of the chapter in
which they appear.
Preface
Santa Ana College OER Student Panel OpenEd 2017

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52

Chapter 2:
Student Voices: What Does it Mean to be College and Career Ready?
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A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Why College?

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Chapter 3:
Difference between Job, Work, and Career

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Job vs. Career – Think about a long time career

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Matching your skills to a career

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Childhood Interests Can Help You Find the Right Career

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Chapter 5:
How to Pick a Major
https://youtu.be/8I_Qw2NfSq0
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How to Select Your College Major – WiseChoice

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52

APPENDIX B MULTIMEDIA LINKS | 55

Choosing a College Major & Finding the Right Career Fit

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Chapter 6:
10 top skills that will get you a job when you graduate

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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How to find a new job – Transferable Job Skills

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Tips to improve your career from Monash Graduates

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Chapter 7:
The Secret to Getting a Job After College

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Chapter 9:
Networking Tips for College Students and Young People, Hank Blank

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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International Student Series: Finding Work Using Your Networks

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Hustle 101: Networking for College Students and Recent Grads, Emily Miethner

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Chapter 11:
Why Do I Need a Resume?

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Resume Tutorial

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Résumé Tips for College Students From Employers

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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5 Steps to an Incredible Cover Letter

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52

APPENDIX B MULTIMEDIA LINKS | 67

Chapter 12:
Job Interview Guide – 10 Different Types of Interviews in Today’s Modern World

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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Why Should We Hire You?

A YouTube element has been excluded from this version of the text. You can view it online here:
https://granite.pressbooks.pub/careerdevelopment/?p=52
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APPENDIX E PREFACE FROM
FOUNDATIONS OF ACADEMIC SUCCESS:
WORDS OF WISDOM
Thomas Priester

Please note: Four essays from Foundations of Academic Success: Words of Wisdom appear in this text. For the
link to the entire text, please see Appendix A.

Preface to Foundations of Academic Success: Words of Wisdom –
Thomas C. Priester
“Success doesn’t come to you…you go to it.” This quote by Dr. Marva Collins sets the stage for the journey
you are about to take. Your success, however you choose to define it, is waiting for you, and Foundations of
Academic Success: Words of Wisdom (FAS: WoW) is your guide to your success. Some may believe that success
looks like a straight and narrow line that connects the dots between where you are and where you are going,
but the truth is that success looks more like a hot mess of twists and turns, curves and bumps, and hurdles and
alternate pathways.
Putting this textbook together was challenging because there is so much to tell you as you embark on your
college journey. I have worked with college students on academic success at a number of college campuses, and
have hunted for the most effective and most affordable college student academic success textbook but could
never find everything I wanted to teach in one book. So, I figured the answer was to write my own textbook!
Like any good research project, the outcome was not exactly what I expected. In addition to a host of true-tolife stories written by real people who have successfully navigated the journey through college, the first draft of
the textbook included everything (and more) that the other similarly themed textbooks about college student
academic success do. The chapters were framed by a slew of “How To” facts according to me (such as “how to
efficiently take notes during a lecture and how to effectively use your preferred learning style to help you learn
better”) and research-based figures according to researchers in the field of college student academic success,
such as rules like “For every hour in class, successful college-level work requires about two hours of out-ofclass work: reading, writing, research, labs, discussion, field work, etc.” or “A 15-credit course load is about
equivalent to working a full-time job.”
Once the first draft was finished, I decided to test-drive my new textbook with the students in my First Year
Experience class to see what they thought. I figured, who better to give me feedback on the textbook than actual
students who would use the textbook in class, right? I gave the first draft of the textbook (facts and figures
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and all) to my students to read, review, and reflect upon. It turned out that the pieces that my students learned
the most from were the true-to-life stories. They either didn’t read or barely glanced over the facts and figures,
but provided very positive feedback (and even remembered) the words of wisdom from real people who have
successfully navigated the journey through college.
I guess it makes sense; students love when real-life stories are infused into the activities and lessons. Plus, as a
number of students told me, the facts and figures on topics such as note-taking and how many hours to study
per week can be found by searching online and can vary per person. What really mattered to students were the
real-life words of wisdom that you can’t find online. Thus, Foundations of Academic Success: Words of Wisdom
(FAS: WoW as I lovingly call it) emerged.
I share this story because my intended outcome (to be the author of the world’s best open access college
student academic success textbook) was not exactly what I expected it to be. The same is true of your journey
through college, and you’ll read more about that in the stories right here in FAS: WoW. You’ll find that this
is not your typical college textbook full of concrete facts and figures, nor does it tell you how to succeed. No
textbook can truly do that for you—success is defined differently for everyone. The stories in FAS: WoW are
relevant, relational, and reflective. The authors welcome you into their lives and offer ideas that ignite helpful
discussions that will help succeed.
FAS: WoW introduces you to the various aspects of student and academic life on campus and prepares you
to thrive as a successful college student (since there is a difference between a college student and a successful
college student). Each section of FAS: WoW is framed by self-authored, true-to-life short stories from actual
State University of New York (SUNY) students, employees, and alumni. You may even know some of the
authors! The advice they share includes a variety of techniques to help you cope with the demands of college.
The lessons learned are meant to enlarge your awareness of self with respect to your academic and personal
goals and assist you to gain the necessary skills to succeed in college.
In the text, the authors tell stories about their own academic, personal, and life-career successes. When
reading FAS: WoW, consider the following guiding questions:
• How do you demonstrate college readiness through the use of effective study skills and campus
resources?
• How do you apply basic technological and information management skills for academic and lifelong
career development?
• How do you demonstrate the use of critical and creative thinking skills to solve problems and draw
conclusions?
• How do you demonstrate basic awareness of self in connection with academic and personal goals?
• How do you identify and demonstrate knowledge of the implications of choices related to wellness?
• How do you demonstrate basic knowledge of cultural diversity?
After you read each story, take the time to reflect on the lessons learned from your reading and answer the
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guiding questions as they will help you to connect the dots between being a college student and being a
successful college student. Note your areas of strength and your areas of weakness, and develop a plan to turn
your weaknesses into strengths.
I could go on and on (and on) about college student academic success, but what fun is the journey for you
if I tell you everything now? You need to learn some stuff on your own, right? So, I will leave you to read
and enjoy FAS: WoW with a list of tips that I share with college students as they embark on their journey to
academic success:
•
•
•
•
•
•
•
•
•
•

Early is on time, on time is late, and late is unacceptable!
Get the book(s) and read the book(s).
Take notes in class and when reading for class.
Know your professors (email, office location, office hours, etc.) and be familiar with what is in the course
syllabus.
Put your phone away in class.
Emails need a salutation, a body, and a close.
Don’t write the way you might text—using abbreviations and clipped sentences.
Never academically advise yourself!
Apply for scholarships…all of them!
Speak it into existence and keep your eyes on the prize.

Enjoy the ride! Cheers,
TOM
Dr. Thomas C. Priester, tcpriester@genesee.edu

Licenses and Attributions:
CC licensed content, Shared previously:
Foundations of Academic Success: Words of Wisdom. Authored by Thomas Priester. Located at:
https://milnepublishing.geneseo.edu/foundations-of-academic-success/front-matter/preface/
License: CC BY: Attribution.
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ACCESSIBILITY ASSESSMENT

A note from the Rebus Community
We are working to create a new, collaborative model for publishing open textbooks. Critical to our success in
reaching this goal is to ensure that all books produced using that model meet the needs of all students who will
one day use them. To us, open means inclusive, so for a book to be open, it must also be accessible.
As a result, we are working with accessibility experts and others in the OER community to develop best
practices for creating accessible open textbooks, and are building those practices into the Rebus model of
publishing. By doing this, we hope to ensure that all books produced using the Rebus Community are
accessible by default, and require an absolute minimum of remediation or adaptation to meet any individual
student’s needs.
While we work on developing guidelines and implementing support for authoring accessible content, we
are making a good faith effort to ensure that books produced with our support meet accessibility standards
wherever possible, and to highlight areas where we know there is work to do. It is our hope that by being
transparent on our current books, we can begin the process of making sure accessibility is top of mind for all
authors, adopters, students and contributors of all kinds on all our open textbook projects.
Below is a short assessment of eight key areas that have been assessed during the production process. The
checklist has been drawn from the BCcampus Accessibility Toolkit. While a checklist such as this is just one
part of a holistic approach to accessibility, it is one way to begin our work on embedded good accessibility
practices in the books we support.
Wherever possible, we have identified ways in which anyone may contribute their expertise to improve the
accessibility of this text.
We also welcome any feedback from students, instructors or others who encounter the book and identify an
issue that needs resolving. This book is an ongoing project and will be updated as needed. If you would like to
submit a correction or suggestion, please do so using the Rebus Community Accessibility Suggestions form.
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Webbook Checklist
Area of
focus

Requirements

Pass?

Organizing
Content

Contents is organized under headings and subheadings

Yes

Headings and subheadings are used sequentially (e.g. Heading 1, heading 2, etc.) as well as
logically (if the title is Heading 1 then there should be no other heading 1 styles as the title is the
uppermost level)

Yes

Images that convey information include Alternative Text (alt-text) descriptions of the image’s
content or function

Yes

Graphs, Charts, and Maps also include contextual or supporting details in the text surrounding
the image

Yes

Images do not rely on colour to convey information

No

Images that are purely decorative contain empty alternative text descriptions. (Descriptive text is
unnecessary if the image doesn’t convey contextual content information)

Yes

Tables include row and column headers

No

Table includes title or caption

No

Table does not have merged or split cells

Yes

Table has adequate cell padding

Yes

The weblink is meaningful in context, does not use generic text such as “click here” or “read
more”

Yes

Weblinks do not open new windows or tabs

Yes

If weblink must open in a new window, a textual reference is included in the link information

n/a

Images

Tables

Weblinks

Embedded A transcript has been made available for a multimedia resource that includes audio narration or
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Term

Definition

Source

80 | GLOSSARY

Academic Major

The academic discipline
you commit to as an
undergraduate student.

https://press.rebus.community/blueprint2/chapter/
36-college-majors/
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Career

An occupation (or series of
jobs) that you undertake
for a significant period of
time in your life

https://press.rebus.community/blueprint2/chapter/
34-career-paths/
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Career Counselor

A counselor who focuses
on helping others identify
career paths that suits their
experience, education, and
interest.
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Career Development

“The lifelong process of
managing learning, work,
leisure, and transitions in
order to move toward a
personally determined and
evolving preferred future.”

https://en.wikipedia.org/wiki/Career_development
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College and Career
Readiness

A point when a student
has gained the necessary
knowledge, skills, and
professional behaviors to
achieve a college degree or
certificate, career training,
or obtain a professional
job.

https://press.rebus.community/blueprint2/chapter/
33-the-big-picture/
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College Catalog

An online or print catalog
that contains information
on degree programs and
school rules at the college

https://press.rebus.community/blueprint2/chapter/
4-choosing-a-college-to-attend/
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Cover Letter

A letter or written
communication that serves
to introduce an
accompanying document;
especially, a letter that
introduces a résumé or
curriculum vitae.

https://en.wiktionary.org/wiki/cover_letter

GLOSSARY | 87

Functional Résumé

A resume that lists overall
skills and abilities before
work history.

88 | GLOSSARY

Group Interview

An interview where a
hiring manager interviews
a group of applicants at the
same time.
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Hard Skills

Concrete or objective
abilities that you learn and
are easily quantifiable, like
using a computer or
speaking a foreign
language.

https://press.rebus.community/blueprint2/chapter/
37-professional-skill-building/
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Hybrid Résumé

A resume that combines
features from a reverse
chronological résumé and a
functional resume.

GLOSSARY | 91

Job

Refers to the work a
person performs for a
living.

https://press.rebus.community/blueprint2/chapter/
34-career-paths/
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Job Headhunters

A professional who is hired
by companies to identify
candidates for a job
opening. This is often used
for higher level jobs like
executive positions.
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Lifelong Learner

“An ongoing pursuit of
knowledge for personal or
professional reasons.’

https://en.wikipedia.org/wiki/Lifelong_learning
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Lunch Interview

An interview conducted
over lunch.
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Networking

The process of meeting
new people in a business or
social context.

https://en.wiktionary.org/wiki/networking
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One-on-One
Interview

An individual interview
between an applicant and a
hiring manager.
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Panel Interview

An interview between an
applicant and a group of
employees that will make
the hiring decision.

98 | GLOSSARY

A strategy to carry out
PDCA
change that involves for
(Plan-Do-Check-Act) steps: plan, do, check, and
act.

https://press.rebus.community/blueprint2/chapter/
38-career-development/
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Phone Interview

An interview that takes
place over the phone.
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Résumé

A summary of an
individual’s educational
and employment history. It
may also include
professional certifications
or skills. It may be in
chronological order.
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Reverse
Chronological
Résumé

A resume that focuses on
employment history and
lists the most recent or
current position first.

102 | GLOSSARY

Scientific Acumen

Wisdom or quickness
related to science.
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Soft Skills

A personal skill that is
usually interpersonal,
non-specialized, and
difficult to quantify, such
as leadership or
responsibility.

https://en.wiktionary.org/wiki/soft_skill
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Teamwork Skills

The ability to work
collaboratively, effectively,
and efficiently with a team.
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Web Conference
Interview

An interview that takes
place online using web
conferencing software.

106 | GLOSSARY

Work

An occupation or position.
It may also by effort
https://en.wiktionary.org/wiki/work
expended on a particular
task.
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