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Every attempt has been made to be accurate and complete; however, we apologize for any errors or omissions. Resumes included in this guide are samples; they are not intended to be duplicated. The names are not real; 
however, the resumes are based on students at Western Michigan University. Employment practices change quickly. In order to stay current, check your industry standards and speak with a career development specialist or 
other career expert on campus for the most up-to-date advice and tips.
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WHO AM I?

LEARN MORE ABOUT YOURSELF 
& YOUR CAREER POSSIBILITIES
In what type of environment would I like to work? How do I like to work with 
people? What are my strengths and skills? If you have questions like this, these 
tools can help you!

WMU Career and Student Employment Services and the Zhang Career  
Center in the Haworth College of Business offer several career inventories 
to help guide you in the process of choosing a major or career.

WHO AM I?

Personal
Assessment
Tools

WHAT DO 
I WANT TO 
DO?

Career
Exploration
Resources

FOCUS 2
Complete the FOCUS assessment to discover your values, interests, skills and 
personality. Get an interpretation from Career Services or self-select your major 
options through the assessment site.  » Free at wmich.edu/career.

CLIFTONSTRENGTHS for STUDENTS
Strengths will provide you with a customized report describing your Top 5 themes 
of talent. You’ll learn more about how you build relationships, execute work, solve 
problems and influence others. » Free by making an appointment at  
wmich.edu/career or wmich.edu/career/business.

MYERS-BRIGGS TYPE INDICATOR (MBTI)
The MBTI will help you identify with one of 16 personality types so you can  
explore your natural preferences and compatibility with other people. The goal 
is self-awareness in reference to life and work choices. » Make an appointment 
at wmich.edu/career for access and pricing.

O*NET ONLINE
Use O*Net to learn more about occupations, like daily tasks and activities,  
technology skills, education requirements, wages, and job search resources.
» onetonline.org

WHAT CAN I DO WITH THIS MAJOR?
Check out the profiles for hundreds of featured majors with information on 
common career paths, types of employers that hire in the field, and strategies to 
maximize opportunities.  » wmich.edu/career/students

WMU POST-GRADUATION ACTIVITY REPORT
Explore data collected from thousands of WMU alumni to learn what job they 
landed when they graduated, where they are working, and how much they are 
earning. See how many Broncos are working full-time in jobs related to their 
degree and are satisfied with their job. Find out if Bronco grads had an internship 
while at Western, and if they are continuing their education beyond graduation.
» wmich.edu/career/outcomes#report

These are not tests, nor will they predict what career field you should enter. Instead, 
they will assist in evaluating your strengths, interests, values, skills and personality 
type within the workplace and allow you to generate satisfying options for your WMU 
major and career path.

Explore the world of work and find comprehensive data to answer the questions you 
have about potential career fields, what responsibilities a job entails and where to 
search for internships and jobs.

http://wmich.edu/career
http://wmich.edu/career
http://wmich.edu/career
http://onetonline.org
http://wmich.edu/career/students
http://wmich.edu/career/outcomes#report
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MAKE CONNECTIONS

GET EXPERIENCE & DEVELOP SKILLS
Internships, externships, part-time jobs, service-learning and participation in a Registered Student 
Organization (RSO), are great ways to develop professional skills. These opportunities increase your 
competitive edge for professional positions after graduation.

INTERNSHIP An internship is the bridge between the classroom and your professional career—
it offers you a chance to learn skills and practice with the supervision of a more 
experienced professional. Completing one or more internships will increase your 
competitive edge.  
» wmich.edu/career/students/internships

EXAMPLE: Hi, I am Demetrius Samson, and I am working on my bachelor’s degree in finance from WMU. 
I understand that you are searching for an investment advisor intern, and I believe I have the 
qualities that would contribute to your company’s goal to increase the client base while  
continuing to provide sound investment advice. Last year, I was a part of a new course managing 
$500,000 for the Western Annual Fund and it was exciting to see the portfolio grow. I enjoy  
building relationships and I pride myself on being detail-orientated and driven. May I share a 
copy of my resume with you?

EXTERNSHIP Part job shadow, part informational interview, these one to three day site visits 
with employers can help you understand various work environments, corporate 
cultures and daily job tasks. This experiential learning opportunity super charges 
your major/career exploration.

PART-TIME JOB On-campus: Consider working in academics, the library, dining services or program 
offices throughout campus. Campus contacts can serve as references for  
internships and professional employment after graduation.
Off-campus: Many retail stores, restaurants, and non-profit organizations seek 
student employees each year. In addition to references, you will build skills to use in 
future positions.

COMMUNITY- 
ENGAGED  
LEARNING

Community-engaged learning is a mutually beneficial endeavor where students 
learn while addressing community-identified needs. Community-engaged learning 
includes critical reflection of the work and is a collaboration among community 
partners, students, and staff/faculty.  
» wmich.edu/volunteer

STUDENT 
ORGANIZATIONS

Getting involved in one or more of the Registered Student Organizations (RSOs) on 
campus is a great way to pursue your personal interests and make new friends.  
It is also a way to gain leadership experience and enhance classroom learning.  
The ultimate goal is for you to develop into a well-rounded person and be able to  
transfer the leadership skills that you acquire in life beyond and outside of WMU.
» experiencewmu.wmich.edu

MAKE CONNECTIONS

TELL ME ABOUT YOURSELF
HOW TO INTRODUCE YOURSELF TO AN EMPLOYER
A key aspect of networking is introducing yourself to others. A personal commercial (also known as 
elevator speech, personal introduction, 30-second commercial) is a quick, effective way to make an 
impressive introduction. Having a self-marketing introduction that defines who you are, what you 
want and how you would benefit an employer will help you stand out. It is also used as the  
foundation for responses to the popular interview question: “Tell me about yourself.” Use the  
following template to create your intro—and be sure to practice a few times (see page 67 for  
information on Big Interview, a resource for strengthening interview skills).

PERSONAL INTRODUCTION TEMPLATE 
Your personal commercial should be conversational and natural. The statement should not sound memorized,  
  but take care not to ramble. You want to appear confident, poised, and professional.  

GREETING:

GOAL:

INTEREST/PASSION:

STRENGTHS:

BRIEF EXAMPLE of EXPERIENCE:

QUESTION:

Hello, my name is

I am looking for an/a

I am interested in

I have many skills to contribute including

Previously, I worked at

and

where I

at .

.

.

.    I am a

at Western Michigan University.

studyingname

internship/full-time position

interests related to the company/industry

strengths

company name

Ask a question to keep the conversation going

achievements and/or responsibilities - use STAR method (pg. 42)

skills

company name

major

year in school

http://wmich.edu/career/students/internships
http://wmich.edu/volunteer
http://experiencewmu.wmich.edu
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Informational interviews are a process for gathering career information from reliable, “inside” 
sources. They are a way to gain firsthand knowledge about a career by speaking with someone 
who is in your position of interest or who is familiar with the industry. Ask the person if you can 
take a few minutes of their time to learn more about their position and industry, then follow 
these tips:

•	 Always look and act professionally. Remember to practice your personal introduction 
and be prepared to use it.

•	 Remember that informational interviews are not about asking for a job. The point is 
to learn something.

•	 Do your homework before the meeting. Set the agenda and know what you want to ask.
•	 Prepare Questions: Tailor them to the person or organization you are interviewing,  

examples include:
•	 How did you get into this field/position? What is a typical day like for you?
•	 What are the typical issues faced in this work/industry? What are the best ways to 

learn more about the industry?
•	 What qualities and skills do you feel a person in this field should have/demonstrate?
•	 Would you look over my resume and let me know what you recommend me adding, 

changing, or improving?
•	 Follow Up and Stay Connected: Follow up with the person and thank them for their time. 

Reach out periodically so they’ll remember you.
•	 Organization and Tracking: Stay organized in a notebook, database file, or contact  

management app on your phone. It is important to keep track of your contacts and your 
communication with them.

For more help and samples questions, see wmich.edu/career/students.

Who belongs in my network?

Everyone! Networking means developing a broad list of contacts. Initially, you will utilize your existing 
resources of contacts to spread the word that you are looking for an internship or a job. For college  
students and new grads, the best networking contacts are:

•	 Relatives, friends and acquaintances
•	 Classmates and former classmates
•	 Alumni, including recent grads
•	 Parents of classmates
•	 LinkedIn contacts and groups

•	 Professors, instructors and advisors
•	 Members of organizations and groups you 

belong to
•	 Coaches and administrators
•	 Current and former coworkers

INFORMATIONAL INTERVIEWING AND TIPS!
MAKE CONNECTIONS

BUILD YOUR NETWORK,  
MEET PEOPLE
Networking is getting to know people, and you are doing this everyday as you chat with someone 
in line at the store or meet someone at a school event, or when you are visiting with a family friend. 
Building your network is a valuable job search resource. To be successful at networking you must 
learn to form mutually beneficial relationships with others. Someday, you may be contacted as a 
networking connection for someone else. In today’s competitive market, networking tends to be 
the primary way to secure employment.

How do I get started? Brainstorm for contacts. There are three different types of contacts, 
and while you may begin with those contacts closest to you, eventually 
you will include all three types of contacts in your network.

Cold contact
Someone you  
do not have a  
connection with.

Warm contact
Someone you have 
a connection with, 
but you may not 
know personally.

Hot contact
Someone you know 
well and have a 
direct connection.

http://wmich.edu/career/students


CAREER DEVELOPMENT GUIDE 1110 CAREER DEVELOPMENT GUIDE

MAKE CONNECTIONS

PROFESSIONAL ETIQUETTE
GENERAL MEETING ETIQUETTE 

•	 When speaking, try to avoid filler words such as 
“um,” “you know,” “like,” etc. Taking quick  
pauses to think about a response is okay. 

•	 Particularly in formal settings, address others 
with their titles such as Mrs., Mr., Doctor, or 
Professor unless given indication to do  
otherwise.  

•	 Expression and presentation matter. Make sure 
to say “please” and “thank you,” and be  
courteous.  

•	 Be an active listener; do not be afraid to nod,  
respond, and/or smile. 

•	 Silencing and staying off mobile devices is a 
good practice during meetings.   

•	 Dress appropriately for the occasion,  
organization, or activity.

•	 It’s encouraged to research or ask about what 
is considered appropriate attire. 

IN-PERSON MEETING ETIQUETTE  

For interview resources, see pg. 40.

•	 Be on time. Arrive 10-15 minutes prior to your 
meeting. 

•	 Have a firm handshake and good posture, this 
demonstrates confidence.  

•	 Try not to fidget or make unnecessary  
movement outside of gestures and active  
listening.

•	 Keep your hands on your lap or on the table 
unless you use your hands to gesture or make 
a point while speaking.  

VIRTUAL MEETING ETIQUETTE 

•	 Be sure to have the correct invitation code/link 
or make an arrangement to receive the  
information prior to the meeting’s start time.  

•	 Find a quiet place without distractions,  
preferably a private room or office space. 

•	 Most virtual meetings or interviews require the 
use of a camera. Adjust the platform’s  
background settings for your video or situate 
yourself in a location where your background 
is appropriate (bare walls with little art, close 
doors behind you or use a background filter to 
blur out distractions or undesired clutter). 

•	 Enter the virtual channel, lobby, or waiting 
room a few minutes early so that you can  
adjust and double check your settings.  

•	 Make sure that your name in the virtual  
meeting is set as your preferred first and  
last name.  

PHONE ETIQUETTE 

•	 Make sure you have a strong enough cell signal 
to converse without static or interruptions.  

•	 Use a greeting when answering the phone such 
as: “Good morning, this is Juan Rodriguez.” If 
you’re not available to take a professional call, 
let it go to voicemail and call back when ready. 

•	 Set up your voicemail and use a professional 
voice message. Following up on voicemails are 
key to building credibility with others: “You 
have reached Sarah Smith. I’m unavailable to 
answer the phone right now, but if you would 
leave your name and number, I will return your 
call as soon as possible. Thank you.”

•	 If leaving a voicemail, keep the message brief 
and to the point. Remember to leave your 
name and number.  

EMAIL AND SOCIAL MEDIA ETIQUETTE 

•	 Employment correspondence is legal and  
official.  

•	 Use an appropriate email address for all  
business communication (firstname.last-
name@domain.com). 

•	 Treat your emails like any other business  
communication; watch your spelling, grammar, 
and verbiage.  

•	 Fill in the subject line and use formal greetings 
when emailing professionals.  

•	 Avoid ALL CAPITAL LETTERS—it indicates  
shouting.  

•	 Text speak (ex:  thru, u, gl, thx) and excessive 
exclamation points are not for professional 
writing.  

•	 Set your social media profile privacy settings  
to high and keep any information posted  
online professional. This includes content 
posted on sites such as: Facebook, X, Snapchat, 
Instagram, and TikTok.

» monster.com/career-advice/article/interview-dining-etiquette
TIPS FOR DINING ETIQUETTE!

•	 Pick an appropriate photo – wear  
professional clothes and have a neutral 
background.

•	 Write an informative profile headline –  
create a short, memorable professional 
headline. 

•	 Include your education – your schools,  
major(s)/minor(s), activities, and  
accomplishments.   

•	 Develop a professional summary – be  
concise and confident about your  
qualifications and goals, identify why your 
skills matter, and how you can add value.   

•	 Identify and add skills that are relevant and 
update occasionally. Adding skills offers the 
easy option for others to endorse you.   

•	 Share YOUR experience – like your resume, 
go beyond simply listing the tasks for a job  
directly from the job description. Focus on 
listing accomplishment statements.   

•	 Grow your network – connect with contacts 

and join industry and affinity groups that 
you listed at the bottom of your profile.   

•	 Engage with your feed – share, comment on, 
and post content that you find  
genuinely interesting and aligns with your 
point of view. This contributes to online  
professional dialogue, as well as boosts 
your visibility on others’ feeds. 

•	 Claim your unique LinkedIn URL – to  
increase the professional results that  
appear when people search for you online, 
set your LinkedIn profile to “public” and 
create a unique URL. Shorten your LinkedIn 
URL under “Edit Profile”> “Edit public profile 
and URL” and keep it simple. 

•	 Share your work. You can also add actual  
examples of your writing, design work, or  
other accomplishments on your profile,  
demonstrating passion and commitment to  
your industry.

Building a Great LinkedIn Profile   Tips to market yourself professionally online. 

http://monster.com/career-advice/article/interview-dining-etiquette
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WHAT EMPLOYERS WANT

UNDERSTANDING APPLICANT 
TRACKING SYSTEMS (ATS)

•	 It is best to create a simple Word document 
when you are applying for a position online. 
Resume templates are often hard to edit, and 
they can jam in an ATS.

•	 Use standard, professional sans serif fonts to 
create your resume, such as Arial or Calibri. 
Fancier fonts may not be recognized by ATS.

•	 Only use black font color on your resume as 
any other color may distort in the ATS.

•	 Instead of the “columns function,” try using the 
Tab key to move across the page and create 
“faux” columns that have the same design, but 
won’t impact the ATS.

•	 Be careful with hyperlinks – type out the URL, 
but don’t create an actual link. Employers will 
still have access to the information by typing 
the link in themselves.

•	 Use the “bullet point function” and choose the 
traditional black dot symbol – do not use  
intricate characters or the “insert symbol  
function” as they may be incompatible with 
ATS. Make sure to use periods at the end of 
each bulleted statement, so the ATS recognizes 
the information as a sentence.

•	 Be mindful of white space on a resume. Not 
only is it distracting for a reader, too much 
white space and gaps between content can 
confuse the ATS.

Read 
me!

Applicant Tracking Systems (ATS), or candidate management systems, are used by employers to 
assist in the recruiting process, including screening resumes and gathering candidate information. 
It is common in nearly every industry and understanding the dynamics of ATS can be the  
difference in your resume getting seen by employers. We recommend tailoring your resume for 
each job you apply to!

•	 Quantify your achievements if you can by using 
data when describing your role.

•	 Don’t forget about soft skills! While including 
hard or technical skills is extremely important 
on a resume, the majority of employers think 
that soft skills are very important, too. Soft skills 
are also known as people skills or  
characteristics and are interpersonal abilities 
that affect how well you can work with others. 
Examples include communication, teamwork, 
adaptability, conflict resolution, creativity,  
patience, etc.

Applicant Tracking Systems: Everything You Need to Know by Robert  
Henderson, posted 1/24/2024 on jobscan.co/applicant-tracking-systems.

Formatting is crucial!
Tailor Your Resume to the JobMost of these systems are not very sophisticated and they can’t handle certain formatting,  

which means that employers might not see your resume. To lessen the risk of your resume  
scrambling in an ATS, avoid formatting that includes templates, tables, text boxes, columns,  
colors, hyperlinks, icons, pictures, QR Codes, etc.

ATS enables employers to filter resumes based on  
keywords and phrases that are used in the job  
description/posting. Mirroring the language and 
buzzwords found within the job listing is the easiest 
way to demonstrate that you are a better match than 
the competition. Caution: be careful about ‘resume 
keyword stuffing’ or using hidden keywords (entering 
words and making the text white so it is invisible to 
human eyes). Recruiters can tell if you are doing this, 
and it may backfire on you.

Employer Tip:

I always look to see if they are 
involved in any student  
organizations on-campus or 
other organizations in the 
community and if they have 
taken on a leadership role 
within those organization(s). 
I’m also hoping to see  
teamwork experience noted in 
their resume. Whether that be 
in a student organization,  
athletic team, or a class  
project.”

—Lauren from Plante Moran
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Artificial Intelligence (AI) plays a transformative role in the modern job search process.  
It can benefit both applicants and employers.

EMPLOYERS APPLICANTS
Employers leverage AI to streamline hiring processes, 
reduce biases, evaluate candidate skills, gain market 
insights, and even facilitate virtual recruiting events and 
interviews.

Application Materials 
Resumes are filtered through Applicant Tracking  
Systems (ATS) before they are seen by the hiring team. 
AI-powered ATS software scans resumes for keywords 
and qualifications that match job descriptions, helping 
employers to manage large volumes of applications 
efficiently.  

Filtering Algorithms: AI algorithms can analyze  
candidate resumes and cover letters and compare them 
with job postings to recommend suitable candidates.  

Interviewing and Hiring 
Automated Interviews: AI tools like chatbots can  
automatically schedule interviews, reducing the time  
and effort needed for communication. Sometimes  
first-round interviews are powered by AI. Applicants 
record their responses to interview questions and this 
software will filter these responses for the best  
candidates for the specific role. TIP: Practice for  
interviews like this on Big Interview (see pg. 67).

Online Assessments: Some employers use AI platforms 
that administer and evaluate assessments to ensure 
candidates meet job requirements. This can help  
minimize unconscious bias by focusing on skills and 
qualifications instead of demographic information.  

Virtual Career Fairs and Networking Events: Virtual 
fairs and events allow employers to meet students like 
you, when they might otherwise be unable to attend 
an in-person career fair. AI-powered platforms, like 
Handshake, facilitate real-time interactions between job 
seekers and employers during virtual events.

Your Job Search  
Programs like ChatGPT can suggest job titles and  
industries that might interest you! Job search  
platforms like LinkedIn use AI to suggest job listings 
tailored to your skills, experience, and interests. 

Application Materials: There are many different 
websites that can assist in writing or editing your 
resume or cover letter. Be careful not to rely on AI to 
do the work for you! Employers can tell when your 
materials are written by AI, so use it sparingly and 
always edit. 

Interview Prep 
Practice for your interview skills with Big Interview, 
(see pg. 67)! Big Interview uses AI to provide instant 
feedback with tips on how to improve. The software 
tracks your body language, vocabulary, and even your 
eye contact! 

Negotiation and Offer 
Market Analysis: AI tools like Glassdoor and LinkedIn 
Salary analyze vast amounts of salary data to provide 
accurate benchmarks for specific roles, industries, 
and geographic locations. This can help you  
understand if the offer is competitive. 

Negotiating: Practice negotiating by role playing with 
an AI assistant or chatbot! They can provide tips on 
how to improve your skills.   

WHAT EMPLOYERS WANT

ARTIFICIAL INTELLIGENCE (AI)
IN THE JOB SEARCH

! It’s important to remember that AI 
is a tool – you will need to edit, fine 
tune, and add to any generative 
content that AI produces to ensure it 
represents the real you! AI can make 
mistakes, be sure to fact check! 

LinkedIn 
•	 Create a profile to showcase your work  

experience, interests, and achievements.   
•	 Research companies, search for jobs, and find 

potential mentors. 

Instagram 
•	 Showcase your creativity, passions, and  

day-to-day life.   
•	 Build a visual portfolio that shares a glimpse 

of your skills and interests. 

YouTube 
•	 Find in-depth explanation video, tutorials, and 

tips on a variety of topics.   
•	 Create your own channel to showcase your 

interests and expertise.  

Leveraging Social Media for Your Career

WHAT EMPLOYERS WANT

USING SOCIAL MEDIA
Protect Yourself: Keep your privacy settings up 
on personal accounts. Be mindful when following 
and interacting with people you don’t know  
online. Be cautious before sharing any personal 
information, responding to any requests that 
make you uneasy, or meeting a new online 
connection in-person. When in doubt, ask for a 
second opinion on something that makes you 
uncomfortable. 

Be Authentic: Make sure your pages accurately 
represent you. Social media can be like a resume 
of your character. Many people who connect with 
you will use social media to get to know you  
better, including your passions, hobbies, and  
accounts you follow. Be positive in your posts 
about classes, work, coworkers, etc. You may  
consider disabling accounts while job searching. 

Image Matters: If you use your real name online, 
be aware that you are searchable, and your  
posted content can be used to form an  
impression of you. Don’t post anything that puts 
you in a bad light or could be used as evidence of 
unlawful activity. A helpful rule can be to  
imagine what a parent, employer, or instructor 
would think about what you’re about to post. 

Understand the Policies: Many schools and 
workplaces have social media usage policies. It 
is important to understand and adhere to the 
rules of your organization. Depending on your 
position or involvement within an organization, 
your behavior and personal image can be seen as 
a representation of your school or employer and 
could have unforeseen ramifications. 

Connect and Network: Use platforms like  
LinkedIn to connect with industry recruiters, 
follow organizations and companies of interest to 

you, and have professional conversations.  
Research and consider joining professional  
organizations that pertain to industries in which 
you may work. Share professional  
accomplishments and credentials, and take 
advantage of forums, groups, and trainings for 
professional development opportunities. Use 
talking points from your personal commercial to 
share your online personal brand (see “Introduce 
yourself” on pg. 7). 

Social Media Career Cleanup Tips
•	 Google yourself to see what employers 

could see. 
•	 Find all of your social media accounts and 

make them private. 
•	 Delete any inappropriate posts or comments. 
•	 Deactivate any unused accounts. 
•	 Audit your followers and friends list. 
•	 Unfollow any inappropriate accounts. 
•	 Use appropriate handles and profile pictures. 
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STANDARD CHRONOLOGICAL RESUME FORMAT

NAME 
Phone Number | Email Address

LinkedIn | Personal Portfolio/Website

OBJECTIVE (SUMMARY or PROFILE)
An objective should focus on the value you can bring an employer, not what you hope to gain from 
the employer. Let the employer know: 1) what you are seeking [internship, full-time position, etc.]; 2) 
what skills and characteristics match you to the job description; and 3) how these skills and character-
istics will add value to the job and company. 

EDUCATION 
Bachelor of __________ (Your official WMU degree) 	 Expected Graduation: Month Year
Western Michigan University 	 Kalamazoo, MI 
Major(s): __________, Minor(s): __________	 GPA: ___ /4.00 

RELEVANT COURSEWORK or ACADEMIC PROJECTS 
Course Name: Brief summary of skills gained, projects completed, research conducted, results and 
outcomes of case study experiences, presentations delivered, etc.  The employer is interested in what 
you gained from this course so avoid inserting the course description or number here.   

Project Team: Describe purpose of project, your role on the team, materials or methods used, 
outcomes, presentations, etc.  Your teamwork and leadership skills can be highlighted here as well as 
content or consulting skills. 

EXPERIENCE 
Position Title	 Month Year – Month Year 
Company Name	 City, State 
•	 Identify what you did, how you did it, and why you did it. 
•	 Start with a strong action verb and describe the scope of your responsibility. Avoid using  

Responsibilities included... 
•	 Use verb phrases rather than full sentences; provide concise statements without unnecessary 

words. 
•	 Avoid the use of personal pronouns such as I, me, and my. 
•	 Begin with an action followed by a purpose, or a problem resulting in action, concluding with the 

result, e.g., Provided high level of customer service by thoroughly answering product questions, 
ensuring satisfaction and return business or Contributed to organizational stability by generating 
over $10,000 in new revenues.

•	 Provide examples of skills developed or enhanced, e.g., Gained valuable organizational skills by 
transforming a disorganized, inefficient filing system into an operation for easy retrieval and 
storage.

•	 Provide quantitative information when possible: how many, how much, how often, etc.  
Quantitative information begins to create a picture for the reader: e.g., Supervised _____  
cashiers, Managed a cash drawer of up to $_____. 

•	 Describe the work environment or atmosphere, e.g., Excelled in fast-paced team-oriented work 
environment or Worked independently to meet deadlines.

SKILLS (or TECHNICAL SKILLS) 
Use this section to include additional skills the employer seeks and/or technical items like computer 
skills or languages. 

HONORS and ACTIVITIES  
Treasurer and Member, Student Organization	 September 2023 – Present 
WMU Dean’s List	 Fall 2023, Spring 2024 
Intramural Athletics 	                September 2022 – April 2023

An objective is 
optional and can be 
used to catch the 
reader’s attention. It 
should be custom-
ized to match the 
job for which you are 
applying. A summary 
or profile is appropri-
ate for someone with 
more experience.

Adding a Relevant 
Coursework or 
Academic Projects 
and Presentations 
section to your 
resume is a good 
way to highlight 
your skills and in-
dustry knowledge, 
especially when 
lacking related 
work experiences. 
This is an optional 
section that can 
be replaced with 
relevant work  
experience or lead-
ership experience.

This section is op-
tional and alternative 
headings include 
Academic Achieve-
ments, Honors and 
Awards, Volunteer 
Activities, Organiza-
tions, Professional 
Memberships, etc. 
Be sure to include 
level of skill, type of 
involvement and/or 
dates of involvement.

List jobs in reverse 
chronological order; 
most recent experi-
ence first. If currently 
employed, describe 
in present tense. If no 
longer employed, use 
past tense. Section 
can be titled: Related 
Experience, Profes-
sional Experience, 
Work Experience, In-
ternship Experience, 
Employment History, 
etc. In most cases, 
it is best to have 3-5 
bullet points that 
describe each job.

Resumes should be 
one page for those 
with bachelor’s 
degrees while two 
pages are appropri-
ate for those with 
master’s degrees. 
Some majors such 
as teacher education 
may be two pages.
Use a clear, simple 
font such as 10-12 pt. 
Calibri or Arial with .5 
to 1” margins.

Include: Degree 
expected, graduation 
date, school name 
and location, major(s) 
and minor(s). Recom-
mended: GPA if 3.0 or 
higher. Omit all high 
school data. Optional: 
Academic highlights 
such as study abroad, 
capstone projects or 
senior design, etc.

OPTIONAL

OPTIONAL

RESUME BEFORE AND AFTER
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Curriculum Vitae (or CVs) are traditionally used for individuals who are looking for employment in 
academic, research, scholarly or legal positions. Many PhDs, educators and teachers working at the  
university level (and higher) will use a CV rather than a resume to outline their work history, their 
published academic papers and their professional accomplishments.

Resumes Curriculum Vitarum (CV)
•	 One to two pages at most
•	 Defines you in professional terms
•	 Highlights accomplishments specific to position

•	 As long as needed
•	 Defines you in scholarly terms
•	 Summarizes education and all areas of expertise

WHAT EMPLOYERS WANT

CV OR RESUME?

What goes into a CV?

Who you are. A CV should always include your basic information starting with your name, phone 
number and email address. If you are looking to submit to other countries, it is important to 
research the country’s standard format.

What you have done. A CV is a thorough detailing of your history, including your education, 
work experience and any training you may have received. If you are the author of a dissertation 
or thesis, include that information as well as the name of your advisor.

Your skills. How many languages do you speak? What software are you fluent in?

You are the best. Have others recognized you for the work you have done? Do you have any 
awards or honors that you have received for teaching? For service or work? Have you applied for 
and received any grants or scholarships?

Publications and talks. Have you authored any papers, articles or books? Have you given talks?

I’m in the club. Are you a member of any professional organizations, guilds or clubs?

And the rest. Study abroad, professional licenses, consulting work, professional development, 
research and teaching experience.

! Remember: Your CV should be specific to the industry or area of work you are entering, 
so while much of the basic information should be fairly standard, always find examples 
that relate to the job you are after to ensure that you are including everything necessary.
See page 55 for a sample CV.

You may be wondering… What could poor 
grammar and spelling mistakes say about me?  

This applicant may not be entirely truthful or 
qualified. 
This is their first impression of you. If you claim to 
be “detail-oriented” or say that you have  
“excellent communication” skills, mistakes on 
your professional documents invalidate these 
claims as well as potentially the rest of your  
qualifications.  

This applicant is not very motivated to work 
for us. 
If you failed to take the time to proofread and 
correct your professional documents for your  
application, you may not appear to respect or 
value a position with them.   

This applicant will probably overlook things 
like this in the future. 
Your professional documents represent your  
written communication skills. If their sample size 
of your written communication is one and you 
have a few errors in it or it does not flow well, a 
recruiter may assume you do not possess this 
skill.  

Tips for Good Grammar:  
•	 Spellcheck – Be aware, spellcheck does not 

catch everything. For example, to has a  
different meaning than too.  

•	 No text language – Always spell out your 
words. Casual language can give an employer 
the idea that you are not to be taken  
seriously. Avoid LOLs and emoticons… always.  

•	 No contractions – Contractions are words 
that use apostrophes to replace letters. These 
sound informal and unprofessional. For  
example, write (and speak) I am instead of 
I’m.  

•	 Read it aloud – It is often easier to catch 
mistakes when we read something out loud, 
even if it feels silly! Try reading to yourself or 
having a friend read it aloud for you.  

•	 Know the rules – When in doubt, look it up! A 
good rule of thumb is that commas go where 
you would naturally take a pause in your 
sentence.

WHAT EMPLOYERS WANT

THE IMPORTANCE 
OF PROPER GRAMMAR
Grammar is the foundation for communication. The better your grammar, the clearer your  

message. Of course, we all make mistakes, but take extra precaution with your professional 
documents because with such intense competition in the job market, you do not want to give  
hiring managers any reason to disqualify you for the position. Remember, it’s all in the details.

» Let’s eat Grandpa.  
Let’s eat, Grandpa.  

Correct punctuation  
can save a person’s life.  
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WHAT EMPLOYERS WANT

COMPETENCIES EMPLOYERS 
LOOK FOR

Based on consultation with employers, the National Association of  
Colleges and Employers (NACE) established the list below of core  
competencies that employers expect new graduates to demonstrate.  
It is important that you work on developing and strengthening these  
competencies and incorporate them into your resume, cover letter and 
personal introduction to show employers how valuable you can be.

ARE YOU READY?

•	 Solicit and use feedback from many  
perspectives to make inclusive and equity 
minded decisions.

•	 Contribute to inclusive and equitable practices 
that influence change.

•	 Eliminate barriers resulting from inequities  
and biases.

•	 Keep an open mind to diverse ideas and new 
ways of thinking.

•	 Demonstrate flexibility by adapting to diverse 
environments.

Leadership 
•	 Recognize and capitalize on personal and team 

strengths to achieve organizational goals. 
•	 Inspire, persuade and motivate self and others 

under a shared vision.
•	 Seek out diverse resources and feedback from 

others to inform direction. 
•	 Use innovative thinking to go beyond  

traditional methods. 
•	 Serve as a role model to others by approaching 

tasks with confidence and a positive attitude. 
•	 Motivate and inspire others by encouraging 

them and by building mutual trust. 
•	 Plan, initiate, manage, complete and evaluate 

projects. 

Professionalism 
•	 Knowing work environments differ greatly, 

understand and demonstrate effective work 
habits, and act in the interest of the larger  
community and workplace. 

•	 Act equitably with integrity and accountability 
to self, others and the organization. 

•	 Maintain a positive personal brand in  
alignment with your career values.

•	 Be present and prepared.
•	 Demonstrate dependability (show up  

consistently and on-time for work or meetings).
•	 Prioritize and complete tasks to accomplish 

personal and organizational goals.
•	 Consistently meet or exceed goals and  

expectations.  

•	 Have an attention to detail, resulting in few if 
any errors in your work.

•	 Dedicate yourself to doing a good job in school 
and work. 

Teamwork 
•	 Build and maintain collaborative relationships 

to work effectively toward common goals, while 
appreciating diverse viewpoints and shared 
responsibilities. 

•	 Listen carefully to others to understand and 
ask appropriate questions without interrupting.

•	 Effectively manage conflict, interact with and 
respect others; meet ambiguity with resilience. 

•	 Be accountable for individual and team  
responsibilities and deliverables.

•	 Use your personal strengths, knowledge and 
talents to complement those of others.

•	 Exercise the ability to compromise and be agile.
•	 Collaborate with others to achieve common 

goals.
•	 Build strong, positive relationships with  

supervisers team members or coworkers.

Technology 
•	 Understand and leverage technologies ethically 

to enhance efficiencies, complete tasks, and 
accomplish goals. 

•	 Navigate change and be open to learning new 
technologies.

•	 Use technology to improve efficiency and  
productivity of work. 

•	 Identify appropriate technology for  
accomplishing specific tasks. 

•	 Manage technology to support relevant,  
effective and timely decision-making.

•	 Adapt to new or unfamiliar technologies. 

Career & Self Development 
•	 Proactively develop yourself and your career 

through continual personal and professional 
learning, awareness of your strengths and 
weaknesses, navigation of career opportunities, 
and networking to build relationships within 
and outside of your organization. 

•	 Learn about your strengths and areas for  
development. 

•	 Seek out and apply feedback.
•	 Develop plans and goals for your future career.
•	 Advocate for yourself and others,  

professionally.
•	 Be curious, participate in opportunities to learn 

and develop.
•	 Take on positions that will help you develop 

professionally.
•	 Develop relationships with employers, faculty, 

staff and other students.
•	 Volunteer, participate in training or other  

opportunities to support your career.

Communication 
•	 Clearly and effectively exchange information, 

ideas, facts, and perspectives with persons 
inside and outside of an organization. 

 

•	 Practice and demonstrate verbal, written and 
non-verbal body language. 

•	 Employ active listening, persuasion and  
influencing skills.

•	 Communicate in a clear and organized way that 
others can understand.

•	 Communicate taking your audience into  
consideration. 

•	 Ask appropriate questions to gain specific 
information from others.

Critical Thinking 
•	 Identify and respond to needs based upon an 

understanding of situational context and logical 
analysis of relevant information. 

•	 Make decisions and solve problems using 
sound, inclusive reasoning and judgment.

•	 Gather and analyze information from a diverse 
set of sources to fully understand a problem.

•	 Anticipate needs and prioritize action steps.
•	 Accurately summarize and interpret data.
•	 Effectively communicate actions and rationale.
•	 Multi-task well in a fast-paced environment.

Equity & Inclusion 
•	 Demonstrate the awareness, attitude,  

knowledge and skills required to equitably 
engage and include people from different local 
and global cultures. 

» wmich.edu/business/academics/spurs

TIPS FOR 
SPuRS STUDENTS

!

http://wmich.edu/business/academics/spurs
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Summary
Summaries are used when you have a variety of experiences. Summaries highlight the 
most important experiences relevant to the position, giving visibility to key strengths 
and talents for a specific field or academic discipline. With a summary, customize the 
cover letter or email for a specific position. 

Four years of editing and writing experience for college and high school newspapers. 
Interned as an assistant account executive with copywriting responsibilities at local  
advertising agency. Sold advertising space, managed advertising sales, promotion,  
production, and circulation. Awarded scholarship from Journalism Education  
Association. 

Profile
Profiles are best used for experienced candidates and graduate students. Profiles are 
opening statements packed with skills, personal attributes, and often bullet several 
accomplishments and qualifications.

Seeking a health services position leading a team to improve the lives of patients.
•	 Redesigned an outpatient clinic that resulted in a 15% increase in productivity.
•	 Led a project team to evaluate space utilization in a pharmacy that managed over 

3,000 medications.
•	 Utilized data, focus groups, and process improvement teams to optimize efficiency 

and reliability initiatives with 22 food service employees.

Branding Statement
A personal brand is how others see you. It consists of all the information that exists 
“out there” relating to you. We all have a personal brand. A branding statement can 
be crafted to sum up this information in words that you choose, and it should address 
three things:

•	 Who is your audience.
•	 In what way can you help solve problems.
•	 How do you do this differently than others.

Energetic health services recruiter with the contacts, finesse with people, and 
persistence to attract top talent.

Objective
Objectives work best when you know the job title, you have minimal experience in 
their field (i.e. student or recent graduate), or your career goals are not obvious from 
your experience and education. Objective statements should be brief (2-3 lines),  
simple, and specific. Let the company know:

•	 What you are seeking (internship, full-time job, etc.)
•	 What skills/characteristics you have to offer
•	 How those skills/characteristics will add value to the job and/or the company

Enthusiastic and detail-oriented management student seeking a summer internship  
with Target Stores. Offering strong communication and customer service skills to  
maintain satisfied and loyal store guests.

WHAT EMPLOYERS WANT

SHOW EMPLOYERS YOUR VALUE
These statements should focus on what you can do for the employer, not what you hope to get from 
them. An objective, summary, profile, or branding statement will help to establish a professional 
identity while summarizing key qualifications and accomplishments that employers will find 
valuable. This section is optional on the resume; it is a personal choice.

OBJECTIVE, SUMMARY, PROFILE AND BRANDING STATEMENTS



CAREER DEVELOPMENT GUIDE 2524 CAREER DEVELOPMENT GUIDE

Examples of accomplishment statements
•	 Designed and created brochures that were adapted by the organization to increase  

volunteer recruitment. 
•	 Collected and analyzed data from 15 projects and created comparative charts to assist  

management in revising the company’s strategic plan.
•	 Applied attention to detail while reconciling sales accounts with receipts to enable easy  

access for accountants.
•	 Trained 6 peer mentors in resume writing skills to ensure a consistent, high quality,  

experience for all students.
•	 Served over 60 customers during a 5-hour shift, completed financial transactions accurately, 

and engaged in a friendly manner to encourage return visits.

Use this template to write impactful accomplishment statements for your resume.

RECALL – Think of experiences. Consider jobs, volunteering, community service, internships,  
athletics, music, clubs, etc.

RECORD – Write down the details of an experience you had. Include what you did, how you did it, 
and why you did it.

REFERENCE – Select skills you used and identify action verbs that align with your experience (pg. 26).

REWRITE – Write an accomplishment statement starting with a strong action verb and highlight 
skills, ending with a clear result.

Identify Keywords & Phrases
•	 Analyze job postings for position-specific  

keywords (see page 12 for more information  
on Applicant Tracking Systems).

•	 Highlight the skills, personal qualities, and 
knowledge required for the desired industry.

•	 Use O*Net (onetonline.org) and refer to page 
20 of this guide to identify additional  
competencies that employers desire.

Recall Experiences
•	 Brainstorm all the ways in which you have 

gained knowledge, skills, and abilities desired 
by employers.

•	 Remember that you do not need to get paid to 
gain from an experience. Think of all the skills 
you have acquired from work, volunteer  
activities, and coursework.

Record Your Accomplishments
•	 Think about your accomplishments by record-

ing what you did, how you did it, and why you 
did it and/or the impact you had. 

•	 What is something that you are proud of doing?
•	 What did you do that connects you to the job or 

internship you are seeking?
•	 What action did you take that resolved a  

problem?

•	 Reference skills that you used during the  
experience using page 20. Employers  
determine career readiness by the skills you 
have developed. 

•	 How did you use communication skills in the 
experience?

•	 How did you demonstrate your work ethic?
•	 How did working with others help you to be 

successful?

Effective accomplishment statements are  
examples of something you are proud of  
because they contributed to the employer’s  
or team’s success.
•	 Start with an action verb, see “Use your words” 

on page 26.
•	 Tell the reader what you did, how you did it, or 

how well you did it.
•	 Highlight actions that you performed using 

your strengths and include results of your 
activities.

•	 How did the employer benefit from hiring you? 
•	 What was the outcome of your actions? Did you 

save money or time?
•	 Did the employer use your solution? Did you 

improve a process or practice?

WHAT EMPLOYERS WANT

DESCRIBING YOUR EXPERIENCES
When you write your resume, you communicate how your knowledge, skills, and abilities align with 
employer needs, and provide specific examples of your accomplishments. These accomplishment 
statements (or bullet points) are usually included with each work experience you describe.

Keep in mind that you will be highlighting skills from the NACE Career Competencies list (pg. 20), 
as well as transferrable skills you used to complete your work. Transferrable skills can be hard skills, 
like computer knowledge, or soft skills, like active listening, and they can be gained from every kind 
of work experience you’ve had, whether it relates to your major or not.

WRITING ACCOMPLISHMENT STATEMENTS AS BULLET POINTS

TIP: Bolding quantitative data in the statements helps employers notice the impact you made.!

http://onetonline.org
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WHAT EMPLOYERS WANT

USE YOUR WORDS
Keywords are specific words or phrases that job seekers use to search for jobs and employers  
use to find the right candidates. These are most easily found in the job description under the  
responsibilities, tasks and recommended skills sections. Keywords can include action verbs,  
technical skills and desired personal qualities. Try the company mission statement or values  
for additional ideas.

COMMUNICATION
addressed
advertised
arbitrated
articulated
clarified
collaborated
communicated
composed
conferred
consulted
contacted
conveyed
corresponded
debated
defined
described
directed
discussed
drafted
edited
encouraged
enlisted
explained
expressed
formulated
incorporated
interacted
interpreted
interviewed
involved
listened
marketed
mediated
moderated

motivated
negotiated
observed
outlined
presented
proposed
publicized
reconciled
recruited
referred
reinforced
reported
resolved
responded
solicited
suggested
summarized
synthesized
translated
wrote

CREATIVE THINKING 
AND CREATIVITY
acted
adapted
began
combined
composed
conceptualized
created
customized
designed
developed
directed
displayed

drew
established
evaluated
fashioned
formulated
illustrated
improved
initiated
instituted
integrated
introduced
invented
modified
predicated
revised
revitalized
shaped

FINANCIAL DATA
administered
adjusted
allocated
analyzed
appraised
assessed
audited
balanced
budgeted
calculated
computed
conserved
corrected
determined
developed
estimated

measured
planned
prepared
processed
programmed
projected
reconciled
reduced
researched
retrieved

HELPING AND 
CUSTOMER SERVICE
adapted
advocated
aided
answered
arranged
assisted cared for
coached
collaborated
communicated
contributed
cooperated
counseled
demonstrated
encouraged
facilitated
familiarized
guided
helped improved
listened
monitored
motivated
organized

prioritized
provided
reconciled
rehabilitated
represented
resolved
responded
retained
scheduled
served
supported
trained
valued
volunteered

LEADERSHIP 
AND MANAGEMENT
administered
appointed
approved
assigned
attained
authorized
chaired
considered
contracted
controlled
coordinated
decided
delegated
demonstrated
developed
directed
eliminated
enforced
established
executed
generated
handled
headed
hired
hosted
improved
implemented
increased
initiated
managed
merged
motivated
overhauled

oversaw
planned
presided
prioritized
produced
recommended
replaced
restored
scheduled
secured
selected
streamlined
strengthened
supervised
trained
transformed

ORGANIZATION
AND DETAILS
approved
arranged
catalogued
categorized
charted
classified
coded
collected
compiled
corrected
distributed
generated
implemented
incorporated
inspected
logged
maintained
ordered
organized
prepared
recorded
registered
reserved
reviewed
routed
scheduled
screened
submitted
supplied
standardized
systematized

updated
validated
verified

RESEARCH
AND TECHNICAL 
adapted
analyzed
applied
assembled
authored
built
calculated
clarified
collected
compared
computed
conducted
conserved
constructed
converted
critiqued
designed
detected
determined
developed
devised
diagnosed
engineered
evaluated
examined
experimental
explored
extracted
formulated
gathered
identified
implemented
inspected
integrated
interpreted
interviewed
invented
investigated
located
maintained
measured
modified
operated
organized

printed
programmed
regulated
repaired
replaced
researched
restored
reviewed
searched
simulated
solved
specialized
standardized
studied
summarized
surveyed
systematized
tested

TEACHING 
adapted
advised
clarified
coached
communicated
conducted
coordinated
critiqued
developed
enabled
encouraged
evaluated
facilitated
focused
guided
individualized
informed
instilled
instructed
motivated
persuaded
set goals
simulated
stimulated
taught
tested
trained
transmitted
tutored
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Remember, there 
is not a “right” way 
to document your 
experiences on your 
resume. 

WHAT EMPLOYERS WANT

EXAMPLES

TIPS FOR HAWORTH COLLEGE OF BUSINESS STUDENTS

SPuRS EXPERIENCE ON A RESUME

With SPuRS as a graduation requirement, 
WMU business students have a unique 

opportunity to communicate and share how 
their SPuRS experiences have supported their 
personal and interpersonal skills, connected 
their chosen field of study to their desired  
career goals, and further advanced their  
career readiness competency development.

SPuRS experiences are officially recorded and 
tracked in ExperienceWMU, but students are 
encouraged to consider how SPuRS experiences 
can be included on their resume. There is not a 
one-size fits all approach to this process – your 
SPuRS experiences can be listed in your  
education section, in an honors and awards 
section, in an extracurricular section, or you can 
even create your own Career Readiness and 
Engagement section. The choice is yours.

Some possible examples are provided on the 
next page. Explore these options and then take 
time to update your resume in a way that best 
suits you.

Education 

Western Michigan University – Haworth College of Business 
Bachelor of Business Administration 
Major: Sales and Business Marketing 
GPA: 3.9 
Lee Honors College 
Active SPuRS Member (foundational level complete)

 
Career Readiness and Engagement  
Student Professional Readiness Series (SPuRS) 
Bronze Designation Earned 
•	 Communication and professional networking experience gained through actively engaging in a discussion with a panel 

of professionals in the Food Marketing industry.
•	 Applied leadership, teamwork and critical thinking skills in an interactive escape room experience.
•	 Established professional digital profiles through Handshake, LinkedIn, ExperienceWMU, and maintained a social media 

presence for Phi Chi Theta.
•	 Explored interpersonal and personal awareness through participation in Women in Leadership and completing parts 1 

and 2 of the Build Your Brand Workbook.

 
HONORS & AWARDS:
•	 IHSA Baseball State Champion 
•	 Dean’s List – Western Michigan University
•	 Student Professional Readiness Series – Foundational Level 
•	 Student Professional Readiness Series – Advanced Level (Silver Designation) 
•	 Bloomberg Market Concepts Certified	  

                          
EDUCATION 
Western Michigan University, Haworth College of  Business Kalamazoo, MI 
Bachelor of  Business Administration 
Major: Digital Marketing & eCommerce 
Gold Level Graduate from the Student Professional Readiness Series (SPuRS)

SPuRS Experiences and Co-Curricular Engagement 
•	 Attended Major Match-up and participated in WIRED events to explore business majors and business industries;  

developed personal interest toward Integrated Supply Management.
•	 Completed the FOCUS assessment and met with a Career Development Specialist to discuss career opportunities  

and ISM related roles: purchasing, procurement, and quality assurance.
•	 Participated in the Business Externship Program – visited Coyote Logistics, Eaton Corporation, and PepsiCo,  

connected with ISM employers.
•	 Joined the Supply Chain Management Association as an active member.
•	 Attended ISM Career Night and professionally networked with employers at the career fair; led to on-campus  

and virtual interviews.
•	 Seeking a professional internship in Integrated Supply Management for the summer 2022.

Kalamazoo, MI 
Expected Graduation: April 2024 

Minor: General Business 
Dean’s List 2020-Present

Graduated: December 2020 
WMU Signature: Leadership 

Cumulative GPA: 3.0/4.0 
Major GPA: 3.5/4.0
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For more information, visit usajobs.gov or federaljobs.net

WHAT EMPLOYERS WANT

GOVERNMENT RESUME TIPS
There is no such concept as “one size fits all” when 
preparing a federal resume. Below are a few tips to 
help you bridge the compatibility differences in most 
of the common application systems.

•	 Use white space and line breaks to separate 
topics and sections.

•	 Use 10- or 12-point type size.
•	 Use a margin of at least one inch on all sides.
•	 Use CAPITAL LETTERS to highlight sections.
•	 No graphics of any kind, including bullets.
•	 Use date format mm-yyyy (05-1988).
•	 No bold, italic, or underlined text.

While all federal resumes typically require the same 
information, check usajobs.gov to learn the significant 
character count requirements for the online resume 
builder to file your application successfully.

Your resume(s) MUST contain:
JOB INFORMATION
•	 Announcement number, title and grades of  

the job for which you are applying.

PERSONAL INFORMATION
•	 Full name, mailing address and phone number.
•	 Social Security Number, country of citizenship.

VETERANS’ PREFERENCE
If you served on active duty in the United States  
military and were separated under honorable  
conditions, you may be eligible for veterans’  
preference.  » federaljobs.net/veterans

REINSTATEMENT ELIGIBILITY
If requested, former federal employees must attach a 
SF-50 proof of your career or career-conditional status.
•	 Highest federal civilian grade held, job series, 

and dates.

EDUCATION
High School
•	 Name, city, state and zip code.
•	 Date of diploma or GED.
Colleges and universities
•	 Name, city, state and zip code.
•	 Majors.
•	 Type and year of any degrees received (if no 

degree, show total credits earned and indicate 
whether semester or quarter hours).

•	 Send a copy of your college transcript only if the 
job vacancy announcement requests it.

WORK EXPERIENCE
Use the following for your paid and non-paid work 
experience. Do not send job descriptions.
•	 Job title (include series and grade if federal job).
•	 Duties and accomplishments.
•	 Employer’s name and address.
•	 Supervisor’s name and phone number.
•	 Starting and ending dates (month and year).
•	 Hours per week and salary.
•	 Indicate if your supervisor may be contacted.

OTHER QUALIFICATIONS
•	 Training courses, certificates and licenses.
•	 Job-related skills.
•	 Honors, awards, and special accomplishments.

A student has many important things to consider when conducting a job search or submitting 
applications to graduate programs. As today’s landscape at work continues to grow and evolve 

with changes in technology and on-the-job training, you are learning the best environments, tech-
nological fit, and accommodations to be successful. This knowledge will be applied as you enter an 
internship, full-time job, or graduate school.  

As a student, you may have questions about employment laws, programs, and resources, and be curious 
what steps to take to find an organization that provides the right environment and accommodations for 
your work needs. To help guide you, state and federal laws, employment programs and job resources are 
listed below.

1. Research to see if the employer is a disability 
inclusive employer: Does the employer support 
disability initiatives and are they committed to a 
culture of inclusion? GOOGLE the employer name 
and “diversity” and see what you can find. 

2. Have multiple mentors: One of the best things 
anyone can do is to engage often with people who 
have created a satisfying career path for  
themselves. Use open dialogue with other people 
of varying abilities who feel satisfied and engaged 
in their work. Ask them about their career path, 
interviewing experiences and advocacy for self  
at work. 

3. Use your resources: Get to know your campus 
student resources, professors, and other students. 
It is often helpful to know of ways to engage in 
campus work, mentorship, tutoring, leadership and 
more. You will be able to ask specific questions 
about accommodations in research labs, for  
example, if working in one is your goal. 

4. Research the building before you interview there: 
Where are the restrooms, Wi-Fi, ramps, etc.?  
Be prepared so that once you land an interview, 
you will know what to expect, have a strategy and 
focus on answering the questions. 

“When do I disclose my disability?” 
You do not need to disclose a disability until you 
have received an offer for internship and/or  
employment offer.  

In general, you will want to share with the employer 
on a need-to-know basis and when to do so is your 
choice. Some students with disabilities disclose 
in the cover letter, some during the interview and 
others at the time of offer. Best practice includes 
thoughtful discussion about how their disability has 
allowed them to think more about teams,  
workplace safety and technology. 

THE JOB SEARCH

STUDENTS WITH DISABILITIES

Information and Resources
US Department of Labor
dol.gov/odep/pubs/fact/ydw.htm

The Job Accommodation Network
AskJAN.org 

National Collaborative on Workforce
and Disability for Youth
ncwd-youth.info/411-on-disability-disclosure

http://dol.gov/odep/pubs/fact/ydw.htm
http://ncwd-youth.info/411-on-disability-disclosure
http://askjan.org
http://usajobs.gov
http://federaljobs.net/veterans
http://federaljobs.net
http://usajobs.gov
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Navigating cultural and employment norms can be daunting for international students during 
job searching. This page provides resources to help clarify the social expectations you may  

encounter in the United States and offers guidance on how to address these challenges.    

Job Application, Recruitment, and Selection   
In the United States, hiring and onboarding generally 
involves the following steps:  

•	 Application Submitted (initial screening) 
•	 First Interview  
•	 Assessments (if applicable) 
•	 Second Interview (if applicable) 
•	 References and/or Background Check 
•	 Offer 

Additionally, international students seeking employment 
in the United States must have a social security  
number and work authorization (OPT/CPT, H-1B visa or 
other visas. Please refer to the WMU International  
Student and Scholar Services website and schedule an 
appointment to learn more.
» wmich.edu/internationaladmissions/immigration

During Interviews
One of the most important questions you can be asked 
during your job application process is “tell us about  
yourself.” US culture places great emphasis on the  
individual (“I” vs “we”). Although teamwork and  
collaboration are critical to a successful job search, 
employers find value in how your unique perspective, 
background, and experiences can benefit their team.  
For more information, see Introduce yourself, pg. 7.

What questions can employers ask?  
Employers may ask if you are legally authorized to work 
in the United States. They may also ask if you will need 
H-1B sponsorship at the time of hiring or in the future. 
Due to potential biases and perceptions at the time of 
the interview, international students should especially be 
aware of what are considered unlawful questions in the 
United States and how to formulate a polite response 
(see “Red flag interview questions,” pg. 41).  

Other Cultural Norms During Interviews
•	 Interviews in the US are not always formal; in some 

cases, interviewers and interviewees interact in more 
casual, friendly conversation.  

•	 Assertiveness: recognize the boundaries of the 
interview. Take into account how the employer treats 
you in your interactions. Interviews are a two-way 
process. 

•	 Eye contact is crucial, no matter the level of authority 
you are talking to.

Post-Interview
Reflect on the employer, especially if you receive an offer:  
•	 How did you feel during the interview? 
•	 Company culture
•	 Benefits and fringe benefits (additional benefits 

other than salary)
Always send a thank you message or letter to  
employers after an interview (see pg. 44). If you have  
not heard back, it’s okay to follow up with an employer 
and check the status of your application 7-10 days after 
your interview.  

Additional Education Resources
The following resources are helpful when exploring  
continuing education options, institutions and processes.

•	 International Student Resources “Essential  
Information for Your International Education”  
» www.internationalstudent.com/resources 

•	 National Association for College Admission Counsel-
ing “College Advice for Students”  
» www.nacacnet.org 

•	 Interstride, “Visa & Immigration”  
» interstride.com/blog/category/visa-immigration/ 

THE JOB SEARCH

INTERNATIONAL STUDENTS

Spend time with civilians and other veterans
Part of making a successful transition from military life 
to college life is immersing yourself in this different 
culture. Join the Student Veterans Association (SVA) to 
create new relationships with students that have served 
and participate in civilian based student events across 
campus. 

Assume control of your college path
Arrive 15 minutes early to every event you are a part of. 
Don’t miss class, take notes and study, study, study...give 
100% priority to your studies. 

Look for support
Every student needs support, regardless of his/her life 
situation. As a veteran, you have access to multiple 
means of support ranging from tutoring to advising and 
counseling services. Visit wmich.edu/military for a list of 
supportive resources. 

Utilize your resources
Career Services, Financial Aid, Health Care Options and a 
host of many other resources are available to you. Take 
advantage of them while you are here! 

Take time to experience a little more
Attend sporting events, join a Registered Student  
Organization (RSO), see Broadway productions at Miller 
Auditorium, experience Bronco Bash, work out at the 
student recreational center - get engaged.  

Engage with faculty and employers
Make it a priority to visit each of your instructors you 
have during their office hours. Also, take every  
opportunity to attend as many employer related  
events as possible. Job fairs and event listings:  
wmich.edu/business/career/programs or wmich.
edu/career/events

THE JOB SEARCH

VETERANS
Being a service member, you gained valuable experience and competencies that make you a 

great employee in the workforce. Your skill set and knowledge are sought after in the civilian 
sector across industries. To apply for opportunities, what you learned must be communicated in a 
way that an employer can understand so they can identify why your background is a match for the 
role for which you are applying.

Veteran Resources

U.S. Department of Labor | My Next Move 
for Veterans  
Explore civilian trainings and careers that are 
a match for your military skills and experience  
» mynextmove.org/vets 

Michigan Veteran Affairs Agency 
Transition assistance, licensing and creden-
tials, entrepreneurship, veteran-friendly 
employers, and employment assistance  
» michigan.gov/mvaa/employment-new/
panel-veterans 

My Skills Translator
Matches military skills to civilian opportunities  
» military.com/veteran-jobs/skills-trans-
lator 

O*NET 
Site that matches military experience with 
civilian jobs and provides information about 
credentials, certifications, licensing and 
training.  
» onetonline.org 

Military.com 
Largest free veteran job board with mili-
tary-friendly employers 
» military.com/veteran-jobs 

Vet Jobs by Corporate America Supports You 
Job site for veterans and military spouses  
» vetjobs.org/hot-jobs
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http://wmich.edu/internationaladmissions/immigration

http://www.internationalstudent.com/resources 
http://www.nacacnet.org
http://interstride.com/blog/category/visa-immigration/ 
http://wmich.edu/career/events
http://wmich.edu/business/career/programs
http://vetjobs.org/hot-jobs
http://military.com/veteran-jobs
http://onetonline.org
http://military.com/veteran-jobs/skills-translator
http://michigan.gov/mvaa/employment-new/panel-veterans 
http://mynextmove.org/vets
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THE JOB SEARCH

HANDSHAKE
If you are an enrolled WMU student, your Handshake account should have been created  
automatically. To activate and create your profile, follow these easy steps:

!

Take advantage of employers visiting campus 
Taking the time to meet with employers when they 
are on campus is extremely valuable! You can gain 
insight about how the recruitment process works, 
learn tips about how to strengthen your cover letter 
and resume, participate in practice interviews with 
industry professionals, and learn about different 
types and sizes of employers and what jobs they 
offer.

Learning from professionals who hire college  
students will help you develop and master your skills 
when speaking with employers, submitting 
applications and interviewing.

Campus Hiring Options for Students  
to Attend
Specialty Events – Recruiting representatives host 
employer-student networking sessions, panels and 
showcases to provide career path, resume and  
interview guidance.

Campus visits – Employers and WMU alumni enjoy 
giving their time and talent to present in classrooms 
or to host information tables at various locations 
throughout campus.

Job Fairs – Employers visit campus throughout the 
year to hire Broncos for internships, part-time and 
full-time job openings.  Here are some benefits of 
attending a job fair:
•	 Employers indicate that job fairs and on-campus 

interviewing are among the top five ways they 
find new hires.

•	 Learn about the variety of positions available to 
a student or college graduate.

•	 Talk to someone working in your field of interest.
•	 Gain networking and interviewing experience.
•	 Learn about internship and/or employment 

opportunities.
•	 Establish employment contacts and obtain  

referrals for job leads.

THE JOB SEARCH

MAKING THE MOST OF JOB FAIRS

1.	 Visit wmich.joinhandshake.com and select the blue button that says “WMU Login.” 
2.	 Use your Bronco NetID and current password to sign in. 
3.	 Follow the prompts to create and activate your profile.

Once your account has been set up, you can:
•	 Use the “Jobs” tab to search for on-and off-campus employment.
•	 Use the “Events” tab to view career-related events such as workshops 

and job fairs. 
•	 Use the “Employers” tab to view employers visits, internships, jobs.
•	 Use the “Career center” tab to find out which employers hire the most 

Broncos and track your experiences.

TIP:
If you have trouble, make sure your Bronco NetID and password are working for your goWMU login and/
or email. If neither of those is working, call the Office of Information Technology at (269) 387-4357 and 
select option #1.

http://wmich.joinhandshake.com
http://wmich.joinhandshake.com


CAREER DEVELOPMENT GUIDE 3736 CAREER DEVELOPMENT GUIDE

Job Fair Name: ___________________________________________________________________________   Date: __________________________

What is your goal for the job fair?
o Internship 	 o Job 	 o Connections & Networking 	 o Practice Skills 	 o Other_______________________

What is your strategy? Measure your readiness!

Before the job fair:
Practice your personal introduction (see pg. 7).
	 o Ready to go   	 o I could use some practice    	 o I don’t think I can do this
Select Top 5 employers you plan to visit.
	 o I have my list   	 o I’m doing research		  o I don’t know where to find employers
Research employers in Handshake.
	 o I know how to get started 	 o What employers hire my major?	 o Where in Handshake?
Develop a short list of questions for employers
	 o My list is ready		  o working on my list 		  o I’m not sure what questions are best
Be prepared to interview on the spot.
	 o I feel confident	 o I need practice (Big Interview)	o My nerves get the best of me
Dress professionally, business casual, or to the best of your closet.
	 o I have an outfit	 o I wonder if I can wear what is in my closet	 o I need to get clothes
Print 20 copies of your resume.
	 o Printed and ready	 o I need my resume reviewed	 o I need to write a resume
Arrive early while employers are energetic. 
	 o Bring pen, paper/folder, mints.

During the job fair:
•	 Behave professionally with assertive confident body language and speech and etiquette.
•	 Copies of resume and employer research materials are organized in a folder or padfolio.
•	 Enjoy conversations with employers. Learn about companies that you are interested in. Employers are happy to 
•	 meet you and want to learn about your interests and experience.

After the job fair:
Send a thank you letter or email if you have a high level of interest.
	 o I did this before 	 o How do I know who to send it to? 	 o What do I include in the thank you?

Follow up with a cover letter/resume to employers; be sure to mention you met their representative at WMU. 

	 o My materials have been reviewed	 o I need to get help writing a cover letter

•	 File the literature you have collected as it can be helpful later in writing cover letters or preparing for interviews. 
•	 Improve your resume if you learned something that better reflects your qualifications or focus. 
•	 Maintain contact with employers – perseverance pays off.

THE JOB SEARCH

MAKING THE MOST OF JOB FAIRS
The success of a job fair depends on your preparation. Determine your goals and set up a strategy to 
make the most of limited time. Use this worksheet to get prepared.

THE JOB SEARCH

WRITING A STRONG COVER LETTER
The cover letter is an important part of the first impression you create for a prospective employer. 
As an email or part of an online application, it serves as your introduction when you are not present 
and is a strong indicator of your communication skills. While a cover letter may not always be  
required, it is a great way to explain to an employer who you are, what you can offer a company, 
and why you are a good fit for the position. Keep in mind that Applicant Tracking Systems are 
searching for keywords and phrases that match you to the job for which you are applying. Make 
sure you use these words and phrases in your cover letter as well as your resume, see pg. 38.

General Cover Letter Content (3-4 paragraphs) 

Introduction (1 paragraph) 
•	 Catch the employer’s attention quickly by  

leading with a strong statement. 
•	 Clearly express why you are writing. 
•	 State how you learned of the organization and 

job opening. 
•	 Express your interest in the organization  

and job. 
•	 Identify any connection(s) you have with the 

organization. 

Proof of Qualifications (1-2 paragraphs) 
•	 Expand on the information in your resume. 
•	 Identify one or two of your strongest  

qualifications and clearly explain how these 
skills apply to the job. 

•	 Refer to the job description, if applying to a 
specific position. 

•	 Demonstrate that you have researched the 
organization. 

•	 Explain how you are a good fit for the position 
and/or organization. 

Strong Finish (1 paragraph) 
•	 Re-emphasize your interest in the position. 
•	 Express your interest in an interview. 
•	 Thank the reader for their time. 

» See page 12 for ATS tips!

Make sure you…
•	 Use the same heading on your cover letter as 

you have on your resume, along with the same 
font style – this shows continuity and  
professionalism. Address your cover letter to a 
specific person. Figure out who this person is 
and their title. 

•	 If you cannot find the contact information,  
address your letter with “Dear Hiring  
Manager” or “Dear Hiring Committee”.  Avoid 
the use of “To Whom it May Concern” or “Dear 
Sir or Madam”. 

•	 Write your cover letter in the traditional  
business format (even if you are sending email). 

•	 Customize each letter to the position by  
analyzing the job description and highlighting 
the experience, skills, and education that the 
employer is seeking. 

•	 Align your skills and experience with the  
position requirements.

•	 Demonstrate your industry and company 
knowledge by using industry-specific keywords 
(see pg. 26). 

•	 Use a professional email account and be sure 
to name your attached resume using your 
name, i.e. Last Name_Resume or  
First.Last_Resume 

•	 Proofread, proofread, and proofread! Errors 
are not professional. 

•	 Have someone else read your letter before you 
send it. 
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CUSTOMIZING YOUR COVER LETTER

Internship Information

TIP:
If you do not know the contact’s 
name, use “Hiring Manager” in 
the recipient’s address section 
and “Dear Hiring Manager” in 
the salutation.

•	 Provide 3 to 5 people on your Reference List. At the top of your document, repeat the same 
heading used on your resume, in the same font style, to present a uniform appearance 
throughout your application materials.

•	 Possible references include past or present employers, faculty members, student organization 
advisors, and supervisors of volunteer experiences. Consider adding a line identifying the  
reference’s relationship to you, e.g., “Relationship: former supervisor.”

•	 Always secure permission before including names as references. Remember to send a note of 
thanks to each one.

•	 Provide each reference with a copy of your resume and some idea of your employment goals. 
Keep them updated.

•	 Include the name, professional title, organization, phone number, and email of each reference.
•	 References are usually contacted by telephone or email, and they don’t need to write a letter of 

recommendation for you unless specifically asked. 

THE JOB SEARCH

REFERENCE LIST GUIDELINES
Employers will often ask you to provide a list of references - these are people who can speak about 
your abilities, accomplishments, potential, and performance. Here are some tips to keep in mind 
when organizing your list.

Michael B. Eagerly 
Michael.B.Eagerly@wmich.edu 

(321) 567-8910

REFERENCES 

Mr. Scott Caman
Manager, Information Systems

Ralston Foods
Former Supervisor

Battle Creek, MI 
(000) 000-0000 

scott.caman@ralston.com  

Dr. Roger Drake 
Assoc. Professor, Mathematics
Western Michigan University

Former Professor
(000) 000-0000 

rdrake@wmich.edu

Ms. Gina Vogel 
Director, Volunteer Services 

American Red Cross
Former Student Advisor

(000) 000-0000 
gina.vogel@gmail.com  

Customized Cover Letter

Jane Smith
1234 Western Dr.
Kalamazoo, MI 49009

November 15, 2024

Bob Brown
Sales Manager
Access Medical, LLC
P.O. Box 50986
Kalamazoo, MI 49005

Dear Bob Brown:
I am a sales and business marketing major at Western Michigan University, and I learned of the internship at Access 
Medical through Jane Baker at WMU Business Career Day. Based upon the qualifications listed on Handshake, I am 
writing to express my interest in the position. My energetic nature and ability to engage with people would provide 
Access Medical with an intern who is ready to meet the needs of patients and caregivers, while fostering extended 
relationships.

I pride myself on being a self-motivated individual in all areas of my life, especially when learning new things. For 
example, in order to learn more about my major, I was selected to be a part of the Business Externship Program, a 
collegiate level job shadow opportunity. I spent several days at Enterprise Rent-A-Car, learning the role of their sales 
managers and taking part in several client meetings and calls. I am also proud of my strong work ethic, and this 
quality helped me receive two promotions to lead positions in my work at a local ice cream shop. I would utilize these 
qualities at Access Medical to learn the operations and processes and dedicate myself to the sales and marketing of 
your products.

I am confident that my professional and educational background would be great assets to Access Medical. Although 
the attached resume outlines my accomplishments, a personal interview would be the only way to fully illustrate why I 
am an excellent fit for the position. Thank you for your time and consideration. 

Sincerely,
Jane Smith

Position: Sales and Marketing Intern
Organization: Access Medical, LLC
Contact: Bob Brown, Sales Manager; brownb@accessmedical.com; 
(555) 333-8888
Website: accessmedicaldirect.com

General job function: Marketing/Human Resources
Brief description of position: Access Medical is looking for an  
energetic intern candidate who is interested in learning the  
operations of a durable medical equipment company with a focus on 
sales and marketing.
Required experience: Must be self-motivated with a strong work 
ethic.
Qualifications: Sales or Marketing major preferred. Junior, Senior,  
or Graduate student preferred.

About the company: Access Medical is a home medical equipment 
provider serving the greater Kalamazoo community. Our staff is 
trained and knowledgeable in a wide variety of home medical  
equipment and supplies, which allow us to meet the needs of our 
patients. Access Medical strives to make a difference in peoples’ lives 
and in the community.

!



CAREER DEVELOPMENT GUIDE 4140 CAREER DEVELOPMENT GUIDE

THE JOB SEARCH

PREPARE FOR YOUR INTERVIEW

Before the Interview  
•	 Review the job description for clues about 

the questions you might be asked.  
•	 Be prepared to demonstrate examples 

of your strengths, weaknesses, skills, and 
personal qualities as they relate to the 
position.  

•	 Research the employer to better  
understand the culture and how you  
might fit in.  

•	 Practice answering interview questions  
(see pg. 67). 

•	 Prepare your professional interview attire, 
copies of your resume, and references.  

•	 Obtain details about the interview  
including location, directions, parking,  
and the names/job titles of interviewers. 

Company Research  
Collect the following information about the  
company prior to your interview. It is acceptable 
to bring brief notes to the interview regarding 
some of your findings.  
•	 Industry, products, and services.
•	 Company mission, values, and goals  

(company culture).  
•	 Client base (who does the company sell to 

or provide services to).  

•	 Company size and locations.
•	 Recent history of expansions and/or  

mergers (including downsizing or  
restructuring).

•	 Year founded. 
•	 Major competitors. 

Position Analysis  
•	 Review the job description for main  

requirements of the position. 
•	 Determine what experiences and  

achievements make you qualified for the 
position by matching them to the stated 
requirements. 

•	 Use the STAR method to describe your 
competency (see pg. 42).

•	 Think about transferable skills from  
previous experiences that relate in skill  
(but perhaps not content) to the job you  
are applying. For example, maybe the  
company requires experience with a  
particular database. Although you have not 
had experience with that database, maybe 
you have experience with a different  
product and could therefore easily learn 
the new product based on your skills and  
knowledge.  

Different employers interview in different ways. You may interview face-to-face with one  
person or several people (alone or in a group), over the phone or virtually. Some employers are 

even using AI software for their first-round interviews. A first interview is often used to pre-screen 
candidates to determine if they are qualified for the position. A second interview often takes place 
with a hiring manager and sometimes coworkers or supervisors for the position. This interview may 
include the same questions asked during pre-screening or more in-depth questions to define your 
fit for the position. You may also be asked to participate in a simulation or case study that allows 
you to demonstrate your problem-solving skills, or to make a presentation about yourself or a topic 
relevant to the job. See page 10 for professional etiquette tips.

Bring a few good questions 
•	 It is a great idea to have a short list of relevant 

questions for the interviewers prepared ahead 
of time (feel free to bring the list with you to the 
interview). Use this opportunity to learn more 
about the position, company culture, or other 
pieces of information that are not easily  
accessible on the website.

Behavioral Questions  
•	 Past performance predicts future performance. 

Behavioral questions probe for specific  
examples (brief stories) about your  
experiences. They often start with “Tell me 
about a time when…” or “Give me an example 
of when you…”  Formula for a strong answer: 
STAR!  

•	 Situation – Describe the situation.  
•	 Task – Describe task associated with the  

situation.  
•	 Action – Describe what you did. What steps or 

actions did you take?  
•	 Result – Describe the result, reason or  

outcome for your task. How did it turn out? 
What did you learn? 

•	 Be careful not to slip into storytelling mode. 
Most of your response should be spent  
discussing your action and the result, not  
setting up the story background. Analyze the 
job description to determine key skills and  
personality attributes that the job will require. 

•	 If you haven’t had the experience or  
example they are asking for, be honest and 
say, “I haven’t had that experience, but here is 
how I think I would handle it,” and then  
describe what you would do in that situation.

» Try this company  
research worksheet!

Answering negative and
illegal questions...

Examples of
illegal questions...
Questions about Sexual Orientation 
•	 “Are you gay?” 
•	 “Do you have a same-sex partner?” 
•	 “What is your sexual orientation?” 
Questions about Marital Status or Family 
•	 “Are you married?” 
•	 “Do you have children?” 
•	 “Do you plan on having children soon?” 
Questions about Religion 
•	 “What is your religion?” 
•	 “Do you attend church regularly?” 
•	 “Do you observe religious holidays?” 
Questions about Age 
•	 “How old are you?” 
•	 “What year were you born?” 
•	 “When did you graduate from high 

school?” 
Questions about Disability 
•	 “Do you have any disabilities?” 
•	 “Have you ever been on disability leave?” 
•	 “What is your medical history?”

1.	 Answer the question in a friendly way 
providing minimum detail, then change 
the topic by asking a question about the 
job or interviewer’s duration with the 
company. 

2.	 Provide an answer that addresses what 
you believe is the employer’s intent that 
relates to your ability to perform the job. 

3.	 Ask a question or acknowledge the 
employer’s question to clarify the  
information the employer is seeking.

Red Flag Interview Questions

https://wmich-my.sharepoint.com/:w:/g/personal/xak7682_wmich_edu/ER_tH_clUMRGqswJ0AlHq0MBV1_E9nwalQSUXUE0l_7PuQ?e=CZUGHM
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THE STAR METHOD
The STAR method is a structured formula for responding to behavorial-based interview questions 
discussing the specific situation, task, action, and result of the situation you are describing.

S

T

A

R

Tell us about a time when you 
influenced the outcome of a project 
by taking a leadership role.

» Be detailed but brief with 
your situation. Read the 
room. Stay Positive!

» Even if it is a negative 
situation you are  
describing, try to focus 
on what you learned or 
achieved. 

» Do not forget the result! 
The result will tell the 
employer how successful 
you were handling the 
situation. 

SAMPLE EMPLOYER QUESTION

Tell us about a time when you took on a task that was not assigned to you.

Use these questions to practice:

SITUATION: “Last semester I took a marketing 
course that required a group project focused on 
developing a marketing strategy for a new product 
at an existing company. Our professor divided us 
into groups of four. As a group, we decided to  
develop a marketing plan for a new electrically 
powered vehicle.”  

TASK: “Within our group, we developed a plan to 
equally divide the responsibilities of the project. 
After the first two weeks, it became apparent that 
an individual on the team was not fully  
participating. The team decided it was time to 
speak to this individual.”  

SITUATION
Describe the situation where you utilized 
your skills for a positive outcome, or set 
the scene.

TASK
Define the tasks associated with the  
situation, or define what needs to  
be done.

ACTION
Outline the action(s) you took to  
accomplish the task(s) in response to the 
situation, or explain what you did.

RESULT
Present detailed result(s) of your actions. 
How did it go? Were you successful?

SITUATION/TASK: Last month I noticed that the 
employee bulletin board where I work had  
outdated notices posted. Employees had stopped 
reading it and began missing important  
announcements.

ACTION: I worked with two of my coworkers and 
set up a calendar and recruited everyone in the 
office to sign up for a month to keep the board 

cleared of old announcements and posted with  
current event and benefit information. We  
then sent an email to all employees letting them 
know what kinds of updated information they 
could find there.

RESULT: Because of the up-to-date information, 
communication within the office improved and we 
saw an increase in productivity. 

ACTION: “I decided to speak with the individual  
one-on-one to discuss the reasoning for this  
person’s lack of engagement. Through this  
discussion, it became clear to me that changing  
this person’s responsibilities may re-engage him 
in this process.”  

RESULT: “After our one-on-one conversation,  
the group agreed to redistribute the tasks of the 
project. Once this was done, everyone fell into their 
roles nicely. We finished the project ahead of  
schedule and received exceptional feedback from 
our professor.”

Adaptability/Flexibility 
•	 “Tell me about a situation when you had to be  

tolerant of an opinion that was different from yours.”  
•	 “Tell me about a time when you had to adjust to 

changes over which you had no control.” 

Innovation/Creativity 
•	 “Tell me about a problem that you’ve solved in a 

unique or unusual way.”  
•	 “Describe the most significant or creative idea that 

you developed/implemented.” 

Communication 
•	 “Give me a specific example of when you had to  

handle an irate customer.”  
•	 Describe a miscommunication you had with someone 

and how you corrected or resolved the issue. 

Decision Making
•	 “Give me an example of a time when you had to 

make a decision without all the information you 
needed.”  

•	 “Tell me about a time when you had to adjust to 
changes over which you had no control.”  

Initiative
•	 “Tell me about a time when you were able to  

provide a co-worker with recognition for the work 
they performed.”  

•	 “Tell me about a time when you showed initiative  
and took the lead in a team project.”  

Organization and Time Management
•	 “Describe a situation that required you to do a  

number of things at the same time.”  
•	 “Give me a specific example of a time when you  

were unable to complete a project on time.”  

Strengths and Weaknesses
•	 “Tell me about a time when you did not live up to  

your full potential.”  
•	 “Tell me of a time when you missed an obvious 

solution to a problem.”  

Teamwork
•	 “Describe your involvement with a team project.”  
•	 “Give me an example of a time when you were  

working on a project and the others disagreed  
with your ideas.” 
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Should I send an email or a physical letter?  
Post-pandemic expectations have emphasized the 
importance of sending thank-you emails. If you 
were interviewed by a committee or had multiple 
interviews on the same day at a company, be sure 
to send an email to each person involved. If you 
do not have the email addresses for everyone, it’s 
good practice to thank your primary contact and 
ask them to forward your message to the rest of 
the team.  

To go above and beyond, consider writing a  
follow-up, physical letter to each person. When 
writing the letter, ensure it is handwritten and  
personalized to leave a lasting impression. 

Timeframe and Content 
Emails should be sent within 24 to 48 hours of the 
interview. The content should reflect the tone of 
your interactions with the company; for instance, 
a more personable email would be appropriate 
following a casual interview.

This also applies to physical letters, however, 
mailed notes should be sent and received  
within one week of the interview.  

Example Structure:  

Introductory Passage 
•	 Thank the individual again. 
•	 Reiterate your interest in the position  

(indicate what position you are applying for).

Middle Passage 
•	 Recall something you found insightful or gained 

during the interview (mention something  
discussed). 

•	 Re-emphasize your strong qualifications and 
how they relate to aspects talked about during 
the interview.  

Conclusion 
•	 Thank the employer for meeting with you.
•	 Express your enthusiasm for the position/ 

organization/experience.
•	 Provide your phone number and email  

address beneath your signature line.

THE JOB SEARCH

THANK YOU NOTES
The courtesy of sending a thank you note is a way to stand apart from other candidates and 

strengthen connections with recruiters. Thank you notes should not only be sent for interviews, 
but also job shadows and any other career development opportunity where you interact with  
employers, recruiting teams, etc.

Hi Genesa, 
It was great speaking with you yesterday about being a possible fit for your team. 
I appreciate the transparency of the project you are working on and what it is like 
working at [company name]. It seems like an amazing team and project with huge 
potential. I am excited about the possibility of working with you. If you have any 
questions or want to continue our conversation, please reach out at any time. 

I look forward to being in touch. 

All the best,
Harmony Jones

Dear Maria Smith, 
Thank you for taking the time to meet with me today and sharing some of the 
innovative work you and your team are doing to support your clients. 

From our conversation, I understand that the pace is fast, the work is top-notch, 
and as hard as you work, you all have a great time doing it together. People’s  
passion for their work was tangible and the sense of community was amazing. 

I also understand you are looking for a person who can hit the ground running, 
does not need handholding, and is fun to work with. I am confident I am that 
person. 

If you have any questions or want to continue our conversation, please feel free 
to reach out at any time. 

I look forward to being in touch. 

Best, 
Andrew Xi

Additional Resources and Examples for Writing a Thank You 
Harvard Business Review: “How to Write a Thank You Email After an Interview”
hbr.org/2022/11/how-to-write-a-thank-you-email-after-an-interview 

Indeed: “4 Sample Thank-You Emails To Send After an Interview” 
indeed.com/career-advice/interviewing/sample-thank-you-letter-after-interview 

CASUAL 
THANK YOU 
NOTE FORMAT

FORMAL 
THANK YOU 
NOTE FORMAT
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http://hbr.org/2022/11/how-to-write-a-thank-you-email-after-an-interview 

http://indeed.com/career-advice/interviewing/sample-thank-you-letter-after-interview 
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NEGOTIATING OFFERS

•	 When completing a job application, don’t give a specific figure for “desired  
salary”—you can use one of the following: open, competitive or negotiable.

•	 Do your research on the job market and the cost of living in the community 
where the job is located.

•	 Be aware of your strengths and achievements and know how they bring value 
to this position and this employer.

•	 Prepare your rationale for your negotiation; cost of moving, purchase of a  
vehicle, etc. Have a goal in mind when you begin your negotiations.

•	 Do not inflate your current earnings just to get a higher salary offer, it is not 
worth lying.

•	 Look at the entire compensation package. Do not focus just on salary;  
consider other benefits and how they add to your quality of life.

•	 Try negotiating things you value; another vacation day, a gym membership, 
flexible work hours, etc.

•	 Do not enter salary negotiations as part of an ego trip or part of a game.

•	 Get the job and salary offer in writing to confirm a verbal offer.

•	 Do not continue to interview after accepting a job. Do not accept multiple job 
offers thinking you will accept the one with the highest salary. This behavior 
is not ethical.

Negotiation begins after you have been offered a job. Preparation is key when you reach this 
stage. Below are some tips to help you prepare for the opportunity to negotiate. Don’t accept 

an offer without negotiating at least one aspect of the position; it will show that you have  
confidence and respect in your new position.

THE JOB SEARCH

ACCEPTING OFFERS
Accept an offer
•	 Accept offers in good faith.
•	 Confirm and accept the job, verify  

logistics such as start date and  
completion of paperwork.

•	 Express excitement for the new position 
and appreciation for the opportunity.

•	 Thank and notify all other employers for 
which you are a candidate, that you have 
accepted a position.

Decline an offer
•	 Decline an offer made promptly 

and graciously.
•	 Acknowledge the position that  

was offered.
•	 Express appreciation for the  

employer’s time and consideration.

Email example Phone script
Dear Mr. Sandusky:

This letter is to confirm my acceptance of your  
employment offer on March 8 and to tell you 
how delighted I am to be joining Keys Regional 
Industries St. Joseph location. The duties are  
exactly what I have prepared to perform and 
have hoped to do. I feel confident that I can 
make a significant contribution to the company, 
and am grateful for the opportunity you have 
given me.

As we discussed, I will report to work at 8 a.m. 
on April 30 and will have completed the medical 
examination and drug testing by the start date. 
All employment and benefits forms for the new 
employee orientation will be complete by then. 

I look forward to working with you and your 
team. Your confidence in me is appreciated  
and I am very happy to be joining the staff.

Sincerely,
Mohan Khan

Good Morning! 

This is ____________, from Western 
Michigan University. I interviewed with 
you last Thursday for an internship. 
I am calling to thank you for offering 
me the position. It was really  
considerate of you to discuss those 
details with me and give me time to 
consider your offer.

After carefully weighing all the factors, 
my decision is that I will not accept 
the position with your company. While 
grateful for the offer, I have been  
offered a position in __________ (area 
of work, location, etc.), which is a  
better fit for me.

Thank you for the courtesy and the  
opportunity. It was a pleasure  
meeting you and your staff and  
learning more about the company.
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Register

Learn

Register for a free account with your school email address at
wmich.biginterview.com. 

Dive into a comprehensive library of learning materials that
covers everything from answering the most common
interview questions to mastering best practices and
managing interview anxiety.

Practice
Take your preparation to the next level by practicing interview
scenarios that are specific to your industry, key
competencies, admissions processes, or general questions.

Get Feedback
Improve your performance by sharing your recorded
responses with peers, mentors, counselors, or instructors.
Their feedback will be invaluable in refining your technique
and boosting your confidence.

Nail It!
Nail the interview and land the job of your dreams—then enjoy
the satisfaction of a job well done as you ride off into the
sunset of your successful career journey.
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Contact Career and Student Employment Services at (269) 387-2475
or the Zhang Career Center at (269) 387-2711 with any questions.
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