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"Choose a job you love,  
and you will never have to work a day in your life.“ 

 
Confucius 

 
 



UACDC Staff 
 

}  Academic Advisors – help you select programs / classes 

}  Career Coaches – help you learn about yourself and what 
type of career / job you’d like to pursue 

}  Corporate Relations Managers – help students with job 
search skills (i.e. resumes, interviewing, finding a job) and 
work with employers to secure internships / job postings 



UACDC Job Search Services 
 

Prepare for your job search 
 

}  Create a professional a resume 
 

}  Practice interviewing for jobs in your field using your webcam – 
InterviewStream, or practice in our office with staff or employers  

 

}  Begin building your online professional network using LinkedIn  
 

}  Join our professional LinkedIn Group to ask questions and get job search tips  
 

}  Meet with a career advisor for resume reviews, mock interviews and job search 
strategies  

 

}  Get job-search advice and find about employers interested in new college 
graduates 



 
 
Job search videos 
 
}  Sharpen your job search skills by watching short video clips on a variety of career 

related topics such as dress for success, interviewing, and networking  
  

 CareerSpots – Job Search Videos 
 
Student Employment 
 
}  Use EagleCareers.experience.com to search for regular or work-study jobs 

 
 
 
 

 



Fairs and Events  
}  Each year the UACDC hosts a variety of job fairs, workshops and special events to 

assist you in your career planning and job search.  
 Mark your calendar and plan to join us!  (Information also available EagleCareers) 
 

Michigan Collegiate Job Fair 
November 15, 2013 from 9:00am - 2:00pm 

www.mcjf.org 
 
Cooperative education and internships 
 
}  Gain academic credit and earn money while working in your chosen field!  Internships 

and co-ops are a wonderful way to get hands-on experience (the number one 
attribute sought by employers) to increase your marketability as you near graduation.  



Access job postings 
 
}  EagleCareers.Experience.com allows you to search for full-time, part-time, 

internship and student employment opportunities. Upcoming job fairs, workshops and 
events are also featured on this site. Call 734.487.0400 to get a username and 
password. 

Evaluate job offers and options 
 
}  Get salary information for thousands of jobs and locations  
}  Evaluate a job offer 
}  If your job offer is out of state there are many things to consider such as cost of living 

differences, weather, and job outlook. Get specific geographic information at 
CityRating.com 



Cover Letter 



Cover Letters 
 

Yes – employers will read it! 
 

Why? 
 

They are looking how well  
you articulate yourself in writing  

(among other things!) 



Parts of a Cover Letter 
 

  
 
►Contact Information 
 ►Employer Contact Information 
 ►Cover Letter Salutation  (Written document) 
          or 
 ►Email Cover Letter Contact Section 
 ►Body of Cover Letter (First, Middle & Final Paragraphs) 
 ►Cover Letter Closure 
 ►Cover Letter Signature 
 
** Tailor each letter for each different position. 
 
 
 
 

 



Resume 



 Resume Defined 

What is a Resume 

}  A marketing tool:  
 Often the first impression you make on a prospective 
employer   

 
}  A brief summary of your experience, abilities, interests, 

skills, education, and accomplishments 

}  It earns you the interview 

(That’s why you change it for every position for which you apply!) 

 

  
 



Resume Formats 

Resume Formats 
 

Chronological 
}  For use when you have work experience in your field of interest 

Functional 
}  For use when your work experience is not related to your major area of 

study, or with limited experience (good for new grads) 

Combination 
}  Combines both the chronological and functional formats,  
}  Use only if you have previous experience (also ok for new grads) 

Use the format that best showcases your skills! 



Resume 

Before Sending Your Resume……… 
 
}  Determine what the employer is looking for 
 
}  Customize your resume to fit the job you are 

applying for 
 
}  Check for spelling and grammatical errors 

 



Resume Content 

What to include on your resume: 
 
 
►Objective or Summary of Qualifications 
►Education 
►Professional Experience or Work History 
►Honors / Awards 
►Activities/Hobbies 
►Special Skills 
 
 
 



 
4 Ways To Turn Resume “Fluff” Into Marketable Facts 

 
Your resume is the most important document to advance your career. 

  
►Employers will only scan it for 15-20 seconds 
►You need to make sure you scream,  
                            “Here’s what I can do for you!” 
►Your resume needs to demonstrate specific achievements  

and accomplishments. 
 

Overused words:   “results-oriented”  “motivated”        “team player”       
                        “problem solver”  “dynamic”  “visionary”  



 
#1 - Don’t Rely On Terms That Describe Character 

 
 Use terms with specific content to demonstrate how you 
accomplished or achieved something.  

Example:   
     Show how you were “results-oriented” by indicating how you increased 

sales in your department by XX percent within a year, or increased the 
number of attendees to an annual conference by XX percent compared to 

previous years. 
Example:   

     “Introduced new procedures that slashed cycle times  
      approximately 20%.” 

 
 



# 2 - Use Numbers And Symbols 
 

►Numbers and symbols quickly jump out at employers so use 
them whenever you can.  

 

►Percentages are always best as they show the impact of your 
efforts. 

 

►Example: instead of “Increased sales $750K over prior year” 
it’s better to say “Increased sales 43% over prior year.” 

  

Avoid words that don’t define, such as “many,”  
“few” and “several.” 



#3 - Don’t List Responsibilities Of Your Previous Jobs, 
Demonstrate Outcomes 

 
}  The problem with writing responsibilities you held on the job is 

it doesn’t tell an employer how successful you were at 
executing your plans. 

}  An employer only cares about how good you did your job and 
how what you did can apply to the job they are offering.  

 
Rather than list responsibilities,  

demonstrate your performance. 
 



 
 

Statements like: 
 

“consistently recognized for delivering quality results  
at less cost than budgeted”  

 
showcases your effectiveness  

even when you don’t have the actual numbers 



Source:  CAREEREALISM    

# 4 - Only Detail Specialized Technical Skills 
 

}  Today’s employers expect candidates to know basic 
computing skills and programs, so only list specialized 
technical skills that are relevant for the job.  
 (An employer does not need to see you know programs such as  
 Microsoft Word, Excel or PowerPoint.) 

}  When you do list any technical skill, tell an employer how well 
you know the specific program by detailing what you may 
have created or did with it.  



References 

References (separate document) 
 

}  Head the sheet with your personal letter head 
 
}  List two professional, two academic and 2 personal references 

 
}  Ask permission from your references before including them 
 
}  Include their title and complete contact information  

 
Do not put “References Available Upon Request” on your resume! 
 



The Interview 



Interview Preparation 

Preparation is the key to Success!! 
 

The following will increase the likelihood  
of a positive interview experience: 

 

}  Self-Assessment (Assessment tools, goals, etc.) 

}  Researching the employer 
}  Practice Interviewing 
}  Dress for Success 
}  Follow-up 

 



Interviewing tips 
 

Remember that while they are interviewing you, you are also 
interviewing them (to see if it’s the right place for you!) 

 
Do not give the impression that you want “any” job – make sure 

you are seeking the right job! 
 
You can know the salary range, but do not bring up salary! 
 
Be sure to convey why you’re interested in the position, and what 

you can bring to the employer (why you’re qualified) 



You Never Get a Second Chance to Make a First 
Impression 

DRESS FOR SUCCESS 
 
}  Employers will make up their mind about you within the 

first 30 seconds based solely on your appearance 

}  You are selling a product…..YOURSELF! 

}  Will dressing properly guarantee you a job offer…NO, 
but it will provide a positive first impression 



Professional Image 

ABC’S OF IMAGE 
 
}  Appearance 

}  Wardrobe, color, grooming 
 

}  Behavior 
}  Etiquette, civility, attitude 

}  Communication 
}  Verbal, non-verbal, written 

 



Important Reminders 

}  Turn OFF cell phones (in fact – leave it in the car!) 
}  Pack a lint roller 
}  Check for offensive smells 
}  Ladies - Carry an extra pair of pantyhose 
}  Remove price tags from new items 
}  Make sure your hands aren’t sweaty 

 



The Interview 

The Interview 
 

What to bring the employer 
}  Additional resumes 
}  Reference List 
}  Completed portfolio (if needed) 
}  List of Questions 
 

What to take for yourself: 
}  Name and title of interviewer 
}  Job Description 
}  Notepad & pen 

 



The Interview 

The Interview 
}  Greet employer with a firm handshake 
}  Make eye contact….but don’t stare 
}  Exhibit confidence 
}  Balance listening and speaking 
}  Remain good posture 
}  Don’t slam organization or former employer 
}  Be sure to ask questions 
}  Ask about next steps 
}  Ask for a business card 
}  Close with a handshake and “thank you” 
 



Top 10 Common Interview Mistakes 

Top 10 Common Mistakes 

}  Arrive late 
}  Dress wrong 
}  Bad mouth other employers 
}  Appear disinterested or arrogant 
}  Lack of research 
}  Insufficient answers/not prepared 
}  Failure to ask questions 
}  Talking too much 
}  Discuss salary too soon 
}  Forget to follow up 



After the Interview 

After the Interview 

}  Evaluate the Interview 
}  Did the job description match your abilities and interests 
}  Did it seem like a good place to work 
}  Were the interviewers enthusiastic about their work 

}  Send thank you note to interviewer(s) 
}  By mail within 2 business days 
}  By email same day or within 24 hours 

}  Email correspondence is acceptable for business communication 



The Thank You Letter 



}  Send thank you note to interviewer(s) 
}  By mail within 2 business days 
}  By email same day or within 24 hours 

}  Email correspondence is acceptable for business communication 

}  Always check for proper spelling, grammar & punctuation! 



  
 

Career Services 
University Advising & Career Development Center 

200 McKenny Hall 
 

Contact 734-487-0400 to schedule appointments! 


