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Career Services
The Career Development Center’s goal is to help you to develop and implement an effective
career plan. We have information on jobs, internships, and graduate programs, as well as general
advice and information to assist you. Some of our services include:

Career counselors can meet with you one‐on‐one to
discuss your plans and help you find a focus They also
introduce you to a wealth of resources in the Center, at
Caltech, online, and oﬀ‐campus If they can’t answer
your ques on or meet your need, they will connect you
with someone who can. The Caltech Alumni Associa on
will put you in touch with Caltech alumni who are
happy to help you connect with people and resources
relevant to your personal and career aspira ons

Are you uncertain about what op on to pursue? Have
you already chosen an op on but aren’t sure where it
can take you? Career counselors are trained to admin‐
ister a variety of career tests that can help you pinpoint
careers that suit your interests, values, and personality
type Consult with one of our counselors for more infor‐
ma on

The Career Development Center hosts career fairs with
100 hiring organiza ons each year in the fall and winter
Take the opportunity to meet directly with company
recruiters to find full me posi ons or internships.

The Career Development Center sponsors sessions at
which students can meet company recruiters and learn
what they have to oﬀer Frequently these representa‐
ves are alumni, and can relate how their experiences
at Caltech translated into their current career

The CDC oﬀers workshops on topics such as job
search strategies, resume wri ng, interviewing,
graduate and professional school applica ons,
and career‐specific panel discussions

Are you wondering whether you’ve prepared
your resume correctly, or have you put oﬀ pre‐
paring one at all? An appointment with a career
counselor can help you learn the basics, from
what informa on to include to what font to
use

You don’t have to confine your job search to
online search engines. The Career Center keeps
updated lists of full‐ and part‐ me jobs, and in‐
ternships online Register for a Handshake ac‐
count and frequently login to view these opportu‐
ni es

Recruiters from a variety of business organi‐
za ons, labs, and government departments
o en spend a day on campus interviewing
students for full‐ me employment or summer
internships. Check your Handshake account to
see who will be visi ng campus during the
coming academic year

The Career Development Center website
(www.career.caltech.edu) and library provide
informa on about career explora on, emerging
occupa ons, salaries, graduate and professional
schools, resumes wri ng, interviewing, company
profiles, and a variety of current full‐ me and
summer opportuni es

Services are available to currently enrolled undergraduates,
graduate students, Caltech/JPL postdocs and alumni.
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Apply for jobs and internships, par cipate in on‐campus interviews
Make an appointment with a career counselor
RSVP for Career Fair, workshops, and employer informa on sessions
Access company contact informa on
Upload resumes, cover le ers, and unoﬃcial transcripts
View the calendar of upcoming events
Go to Handshake www.caltech.edu/handshake
Log in with your Caltech ACCESS creden als
When logging in, click “set up single sign‐on ”
You will receive an email with further instruc ons a er a few minutes
Complete your profile and upload your resume

Failure to appear for scheduled interviews prevents other students from using your me slot and wastes the
recruiter’s me Such behavior reflects poorly on your professionalism and could jeopardize Caltech’s rela onship with
the employer and ul mately cause employers to suspend recrui ng at Caltech Therefore, it is important that when you
sign up for an interview you commit to it If you cannot make your scheduled interview, please be sure you take the
appropriate steps Those who fail to cancel, as noted below, will have their recrui ng privileges suspended.

INTERVIEW TIMES MAY BE CHANGED OR CANCELLED UP TO 48 BUSINESS HOURS BEFORE THE
SCHEDULED INTERVIEW Cancella ons within 48 business hours for reasons other than illness or an emergency are
not acceptable and will jeopardize your recrui ng privileges, as noted in the following “No Show” policy If you must
change or cancel an interview more than 48 business hours before the interview, you must do so directly by contac ng
the Caltech Career Development Center at (626) 395‐6361

If you miss an interview for any unexplained reason, you will be required to write a le er of apology to the recruiter
explaining your reason for missing the interview This must be submi ed to the Caltech Career Development
business days a er the missed interview, which in turn will be forwarded to
Center (career@caltech.edu),
the recruiter on your behalf Failure to do so will result in a suspension of your interviewing privileges If you incur a
second unexplained “no show”, your recrui ng privileges will be suspended immediately You will be required to
submit a le er of apology to the recruiter and jus fy missing the interview to the sa sfac on of the Caltech Career
Development Center, before your privileges will be reinstated A third “no show” will result in termina on of your
interviewing privileges for the rest of your tenure at Caltech and will not be eligible for reinstatement

Dressing For Interviews
You represent both yourself and Caltech when par cipa ng in on‐campus interviews and are expected to review the
company’s profile to determine whether to dress in business a re or business casual for the interview.

Resume FAQs
What is the diﬀerence between a resume and a CV?
A resume is typically used for applying to industry posi ons while a Curriculum Vitae (CV) is used for applying to
academic posi ons. Beyond that, the scope of each document is diﬀerent. A CV is longer and more autobio‐
graphical. A resume should be kept fairly short and is used as a marke ng tool to reach poten al employers.
There may be mes where an industry employer accepts a full CV or a poten al research mentor asks for a
standard resume, but usually you will keep the documents separate based on which type of posi on you are
applying for.

How long should a resume be?
While the old rule is to keep the resume to one page, that is a rapidly changing rule in industry today. It is im‐
portant to keep the document brief (the classic sta s c states that employers give a resume a 10 second glance
at first look), you will find that employers do prefer a fuller picture of your experience. This is especially true for
graduate students and postdocs but can apply to upperclassmen as well. Some industry fields s ll prefer a one‐
page resume, however. Finance and consul ng firms are notable examples. Otherwise, aim for one to two pages
depending on how much relevant experience you have.

Is there a certain format or template that I should use?
Examples are included in this booklet but are by no means the only appropriate forma ng for a resume. The key
is to make sure the resume is forma ed, readable and catches the eye of the employer. Make it easy for them to
find the relevant informa on about your experience and technical skills. Draw their eye to key words and
phrases from the job descrip on. Don’t get too fancy with forma ng – it is much be er to have a basic resume
with informa on that is easy to read than to have an overly crea ve style that overshadows your qualifica ons.
Just remember to be consistent with font style and size throughout the resume.

Should I include an objec ve or a qualifica on summary?
Both can be useful marke ng tools if they are specific. An Objec ve sec on needs to be especially clear. Avoid
vague language: “To gain a posi on u lizing my skills and experiences.” Let the employer know what you are
applying for and why. Many applicants now choose a Qualifica on Summary instead. This is either a paragraph
or a few bullet points which highlight the relevant skills, experiences and accomplishments that the applicant
wants the employer to see.

Should I list my Grade Point Average (GPA)?
Usually. However, many graduate students and postdocs choose to omit their graduate GPA. Companies tend to
recognize that a graduate GPA works diﬀerently than undergraduate grades. If your undergraduate GPA is 3.0 or
higher, definitely list it. Below that, it is more of a judgment call. If in doubt, leave it out.

What about Relevant Coursework?
Only list courses if you are early in an undergraduate program or have taken courses that are unique and will
make you stand out as a candidate. This sec on is typically not necessary at all past the undergraduate level. If
you are a Freshman or Sophomore and applying for internships, you can also list courses that you will be taking
between the me of applica on and the end of the school year which may be relevant to the posi on or compa‐
ny. Don’t list general educa on or core classes which are irrelevant, and don’t list the call number for the course.
An example of how to list relevant coursework:


Econometrics



Stochas c Process and Modeling



Mathema cal Finance



Waves and Quantum Mechanics



Sta s cal Mechanics



Credit Risk Deriva ves
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Resume FAQs Con nued
How knowledgeable should I be about the technical skills I list?
The general rule is to list technical skills for which you have enough familiarity to be able to use quickly and with
minimal supervision. Even if your experience with that program is a few years back and you may need a quick
refresher, include it if you feel it wouldn’t take much me to get up to speed. Many applicants are choosing to
list skills by level of proficiency: Advanced, Intermediate, Basic.
An example of skills may include:
 Advanced: Matlab, PHP, SQL
 Basic: C++, JAVA, STATA

What about spoken languages?
These can also be included either in the technical skills sec on or in a separate sec on of the resume, also by
order of proficiency (i.e. proficient in wri en and spoken Hindi, fluent and English and Chinese, or basic
knowledge of Spanish)

How long should the write‐up for each experience be?
Remember that this is a marke ng pitch. If the blocks of text are too thick, they aren’t very eﬀec ve. Make each
bullet point short – two to three lines – and ‘scannable’ for key words and phrases.

Pro‐Tip: Use ac on verbs to describe experiences (e.g. created, managed, researched,
studied) and list successful outcomes wherever possible (e.g. instrumental team member
responsible for developing new fuel cell technology applica ons).
Do I need to include every work/research experience?
Not necessarily. While it can look bad to have large gaps in work history, you will also find that later in your
academic and postdoc career, it is diﬃcult to contain all of the informa on even on a two page resume. Start
elimina ng earlier and irrelevant experiences. A er your first year of college, you will exclude anything from
high school, except in unique circumstances. When you’re trying to make your resume more succinct and
reader‐friendly, you can tle this sec on “Select Experience,” which indicates to the employer that you are
handpicking certain experiences to stand out, and that a more complete list is available if necessary.

How do I show quan fiable achievements for research?
Companies who recruit from Caltech know that when they recruit from here, they will be receiving applicants
who o en have a more stellar academic background. Many of the recruiters come from similar backgrounds and
understand that measurable results can o en take much longer than you are able to devote to a lab. It’s okay if
you don’t have publica ons to show for every research experience, especially summer experiences. Focus on the
unique contribu ons you made while you were there and how the project wouldn’t have been the same without
you.

How detailed should my list of publica ons and presenta ons be?
For graduate students and postdocs, this is one of the first sec ons to cut down for industry, especially as it be‐
comes expansive. List select publica ons and presenta ons which are notable or first‐author and indicate that a
complete list is available upon request.

Pro‐Tip: Don’t include any publica ons or presenta ons more than 10 years old unless the
work is seminal or o en cited.

Resume FAQs Con nued
What types of hobbies and interests are relevant to include?
Only include hobbies and interests which are relevant to the posi on, have obvious transferable skills, or are
unique enough to be an ice breaker in an interview. Running, Cra ing and Music are examples of hobbies that
are too general to be listed. Running three full marathons over the past two years, rebuilding an que cars, play‐
ing for ten years with a symphony orchestra are examples of hobbies which may be included. These types of
ac vi es show the employer that you are well‐rounded and accomplished in other areas.

Do I need to list my ci zenship status on the resume?
Usually, no. However, if the employer indicates that it requires US ci zenship and your background and educa‐
on may indicate that you not meet the requirements, it’s okay to list this with your contact informa on. We
recommend leaving VISA status oﬀ the resume unless specifically requested. There will me to discuss that with
the employer later in the interview process.

Should there be a references sec on?
A references sec on is s ll included on a CV but is unnecessary on the resume. An employer will ask you for a
reference sheet separately if needed.

Pro-Tip: Have a one page list of references readily available so that you can submit their information electronically as soon as the hiring manager requests this.
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Resume Template
Your Name
California Ins tute of Technology MSC 555
Pasadena, CA 91125

(626)395‐6361
yourname@caltech.edu

OBJECTIVE OR QUALIFICATION SUMMARY:
Not always necessary but can help to clarify your career goals or summarize your qualifica ons.
If wri ng an objec ve, make it specific. For example:
“To gain INSERT JOB NAME at INSERT COMPANY NAME using INSERT SPECIFIC SKILLS.”
A qualifica on summary is either a paragraph or a few bullet points which highlight the key highlights
from your experience and skills that you want an employer to remember. These will be elaborated
upon in the text of the resume.

EDUCATION:
Degree Name and Field of Study (Reverse Chronological Order)

(expected) June 2020

California Ins tute of Technology, Pasadena CA
GPA (not necessary, but typically list when above 3.0)
‐ Can also include relevant coursework (if unique or if you lack relevant work/research experience)
‐ Honors, Scholarships, Disserta on, Thesis etc. can be included here or in a separate sec on

TECHNICAL SKILLS:
A quick list of industry/job specific skills. Use job descrip ons to match what employers are seeking.
These can be categorized by type of skill or by level of competence.
Example: Programming Languages: Matlab, Python (advanced), C, C++ (intermediate), Java (Basic)

RELATED EXPERIENCE:
A summary of the work, research, and volunteer experiences which are most relevant to the employer.
This can also include relevant and unique coursework. Always list in reverse chronological order.

Posi on Title

Dates

Firm Name, City/State
 Descrip on of experience that will be relevant to the employer – don’t get too detailed about the
technical nature of projects. Pick the aspects that will interest the employer.
 Show accomplishments. How was your individual contribu on valuable to the employer?
 Highlight aspects that are unique or quan fiable

ADDITIONAL EXPERIENCE:
Posi on Title
Firm Name, City/State
 List any experiences that are an important part of your professional development but
not directly related to the posi on.

Dates

Resume Template Con nued
Your Name (make sure to include header on second page)
TEACHING EXPERIENCE:
Posi on Title

Dates

Firm Name, City/State
Omit excessive detail unless there are aspects which are unique or you have metrics for success

PROFESSIONAL ASSOCIATIONS
Associa on, Title (if applicable)
Associa on, Title (if applicable)
Associa on, Title (if applicable)

Dates
Dates
Dates

HONORS AND AWARDS (only use bullets if there is more than one honor/award)
Title of Award
Dates
Relevant informa on (as applicable)

SELECT PUBLICATIONS AND PRESENTATIONS (Reverse Chronological Order)
No need to include a full list, especially if it’s extensive. Focus on notable publica ons and presenta ons, or first
author papers.

HOBBIES AND INTERESTS (only use bullets if there is more than one hobby or interest)
Not necessary to include unless there are transferable skills involved or unique talking points for an Interview.

LANGUAGES
Fluent in Mandarin, Proficient in wri en Cantonese, and basic knowledge of Wu.
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Sample Resume
MATTHEW W. CHIANG
1200 E. California Blvd., MC 123‐45, Pasadena, California 91125
ma hew.w.chiang@caltech.edu (626)395‐xxxx
Educa on
California Ins tute of Technology (Caltech), U.S.A
Master of Science Electrical Engineering GPA 4.3
University College London (University of London), U.K.
BEng – Electronic and Electrical Engineering
First Class Honours (Dean’s List), GPA 3.79

Expected Jan 20XX
June 20XX

Work Experience
CSOP Asset Management Ltd. Hong Kong

July 20XX – Aug 20XX

Summer Analyst
 Conducted research to support por olio management and assisted in crea ng sales materials
 Compiled reports on analysis of revenue growth for securi es in HKSE, NYSE, Nasdaq, Shanghai SE

and Shenzhen SE
 Conducted research on China Sector ETFs /Style ETFs and presented on how cons tuents are chosen and listed
 Contributed in iden fying poten al imminent plunge in Chinese Equity market at the beginning of Aug 20XX
(stock market declined more than 20% therea er in August)

Excel Technology Interna onal Holding Ltd. Hong Kong

July 20XX

Summer Intern
 The company provides IT solu ons to major banks and financial ins tu ons
 Improved marke ng materials (PowerPoint presenta ons and booklets)
 Created internal training material on loan related calcula on used in Loan Management System
 Assisted in user interface design and conver ng Loan Management System from VB based to web
based (JSP, Ajax)

Ningbo Naite Magnesium Tech Co. Ltd. China

Sept 20XX – April 20XX

Assistant Sales and Produc on Manager
 The company manufactures magnesium alloy products, located in Ningbo, China
 Assisted in reorganizing manufacturing process and internal management structure
 Designed the online management system
 Established partnerships with several Canadian companies to expand the market in North America

Leadership and Other Ac vi es









Chairman (Opera on and Finance) of the Organizing Commi ee for the inaugural Asian‐
Pacific American Business Summit in Beijing July 20XX
Quarterfinalist of NYU Stern’s Entrepreneurs Challenge – Social Compe on
Co‐founder of Invuture, a student organiza on that promotes entrepreneurship in Chi‐
na, the team organized first GSVC China Business Compe on
Caltech Graduate Student Council Board Member, Electrical Engineering Director at Large
Vice President of ABACUS (the inter‐college society for Chinese students)
Captain of ABACUS basketball team
Student Representa ve for Electrical Engineering students Class 20XX at UCL
Member of the Ins tu on of Engineering and Technology (The IET)

Technical Skills

Excel at Matlab, PHP, SQL, CSS/HTML, Flash/Ac on Script, MS Excel, PowerPoint
Knowledge of C++, JAVA, Bloomberg Terminal, Adobe Photoshop

Language Skills Fluent in English and Chinese

Sample Resume 2
Rebecca G. Abraham
Caltech, MSC 112, Pasadena, CA 91126 Phone: (626) 395‐xxxx

EDUCATION
California Ins tute of Technology, Pasadena, CA
B.S. in Applied and Computa onal Mathema cs
Cumula ve GPA: 3.5
GPA In‐Major: 3.7
Quan ta ve Work: Diﬀeren al Equa ons
Linear Algebra
Probability and Sta s cs
Introduc on to Finance
Discrete Mathema cs Op ons
Credit Risk Deriva ves*
Econometrics
Mathema cal Finance*
Sta s cal Mechanics
Stochas c Processed and
Modeling

WORK EXPERIENCE
Western Asset Management Company, Pasadena, CA

Email: rgabraham@caltech.edu

June 20XX

Fundamentals of Complex Analysis
Par al Diﬀeren al Equa ons
Waves and Quantum Mechanics
Nonlinear Diﬀeren al Equa ons

Summer 20XX

Analyst Intern
 Worked with the Structured Products Group in improving a model used to analyze Loss Severity on certain deals
 Worked on a Rent vs. Buy model used to analyze when bo oming out of home prices will occur
 Shadowed Analysts in the group in various day‐to‐day ac vi es

Caltech, Seinfeld Lab, Pasadena, CA

Summer 20XX

Summer Undergraduate Research Fellow (SURF)
Studied Secondary Organic Aerosol Forma on from Low Molecular Weight Organic Compounds
A Department of Energy (DOE) funded project to inves gate and quan fy the condi ons that cause natural aerosol forma on,
and how they may aﬀect climate

Caltech, Haile Lab, Pasadena, CA

Summer 20XX

Summer Research Assistant
 Worked on developing 101‐oriented Thin Lanthanum Nickelate Ferroelectric Films to be coated on Silicon Electrodes
 Studied the eﬀects of various parameters such as Reac on Mixture Composi on, Coa ng Time and Rota onal Speed,
Furnace Temperature and Dura on of Calcina on, on the structural stability and conduc vity of the Lanthanum
Nickelate coated silicon electrodes

Caltech, Research Science Ins tute, Murray Group, Pasadena, CA

Summer 20XX

Summer Research Assistant
 Selected as one of 35 interna onal and 70 American students by the Center for Excellence in Educa on (CEE), Vienna,
to a end a six week research program at either MIT or Caltech
 Worked on the obstacle detec on capabili es of the autonomous vehicle, Bob, for the 20XX Grand Challenge
funded by the Defense Advanced Research Projects Agency (DARPA)

ACTIVITIES AND COMMUNITY SERVICE



Member of the Caltech Y Execu ve Commi ee since January 20XX, and par cipated in various Leadership, Awareness and
Community Service Ac vi es organized by it, both on and oﬀ campus
Business Manager for the Caltech Student Newspaper and member of a faculty led Financial Aid Commi ee, elected Social
Chairman of Fleming House 20XX‐20XX

ADDITIONAL SKILLS




Proficient with Microso Word, Excel, PowerPoint, Visual Basic
Familiar with Mathema ca, MATLAB and STATA
Proficient in wri en and spoken Hindi, and basic knowledge of French
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Sample Resume 3

Sample Resume 4
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Sample Resume 5

Sample Graduate Student Resume
Henry David
Hdavid@caltech.edu • (626) 123‐4567 • linkedin.com/in/Henry‐David

Education:
California Institute of Technology
 Chemistry PhD

Sept. 2014 – May 2019 (expected)

Yale University
 B.S. in Biochemistry and Molecular Biology, GPA 3.8/4.0

Sept. 2010 – May 2014

Research Experience:
California Institute of Technology, PhD Candidate, Dougherty Lab








The Willow Research Institute, Research Intern, Krishna Lab




Jan. 2015 – Present

Inves gated the ac va on mechanism of a ligand‐gated ion channel
Probed protein‐protein interac ons of a nuclear hormone receptor
Independently generated new ideas and planned experimental approaches
Communicated and collaborated with other lab members and principal inves gator
Experience troubleshoo ng vital laboratory equipment with no technical support
Skilled with PCR, bacterial and mammalian cell culture, gel electrophoresis, Western blo ng, subcloning,
heterologous protein expression, structure‐func on studies, electrophysiological recording, FPLC purifica on,
MALDI MS
June 2013 – Aug. 2013

Developed synthe c strategy for a nucleo de analog as a monomer subunit for a plausibly prebio c ar ‐
ficial informa onal polymer
Performed organic synthesis, purifica on, and spectroscopic characteriza on

Yale University, Undergraduate Research, Bevelle Lab





June 2012 – May 2013

Characterized cataly c ac vity of a novel organometallic complex
U lized inorganic synthesis, glove box and Shlenck line techniques, GCMS, NMR
Data was used in a grant applica on for research into sustainable light‐metal catalysts

Teaching / Leadership:
California Institute of Technology, Research Mentor




California Institute of Technology, Teaching Assistant





Sept. 2014 – Mar. 2017

Assisted professors in course development and instruc on
Helped to restructure an advanced organic chemistry course to be less lecture centric
Courses include Advanced Organic Chemistry, Introductory Biochemistry, General Chemistry

Yale University, Teaching Assistant (Organic Chemistry)



Sept. 2016 – April 2018

Guided three first‐year graduate students in techniques of chemical biology
Planned research strategies and oversaw project implementa on

Sept. 2012 – Dec. 2012

Created novel problem sets and coordinated recita on for chemistry students

Publications:
David, H.; Rye, D. A.; Hermione, S. C. R. Biochemistry 2018, 57 (27), 9427–4043.
David, H.; Dougherty, D. A. J. Biol. Chem. 2018, 265 (8), 2593–2914.
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Sample Graduate Student Resume 2

SAMPLE GRADUATE STUDENT RESUME 2 CONTINUED
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Cover Le er Template
Your Name (Use the same Header as your resume)
California Ins tute of Technology MSC 555

Pasadena, CA 91125

(626)395‐6361
your name@caltech.edu

September 17, 2019
Employer’s Name
Employer’s Title
Company Name
Company Address

Dear “Name of Recruiter” (or Dear “XYZ Company Name Hiring Team” if unknown),
Use the opening paragraph to introduce yourself, including your major, expected gradua on date, the
posi on for which you are applying and where you heard about the posi on. If you have been referred
to this company and/or contacted by someone, drop their name here as well. Express the reasons you
are interested in this posi on, as well as this company.

Pro-Tip: Review their website, social media in order to determine company culture. Match your
interests to the work they do, this should change for each company.
The next paragraph (or two) is your primary sales pitch. Change as much of this sec on as possible to fit
the company and posi on. Don’t simply copy and paste from your resume. Rather, describe highlights of
your educa on, internship, or background experience that best match skills and qualifica ons needed
for the posi on (as listed in the job descrip on). Pick strengths and experiences which will be valued by
the employer and demonstrate your career path. Be persuasive and show excitement. Keep it brief –
Instead of telling stories, highlight achievements. Keep them interested in invi ng you for an interview
to talk about these achievements in greater detail. The en re cover le er should not be more than one
page.
The final paragraph is your space to ask for an interview. Conclude by reitera ng your interest in the po‐
si on and your desire to talk with them further. State how and when you plan to follow up with them
and close with gra tude.

Sincerely,

Your Name
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Sample Internship Cover Le er
Calvin Techer (Use same header as resume)
California Ins tute of Technology MSC 555
Pasadena, CA 91125

(626) 395‐6361
caltecher@caltech.edu

December 1, 20XX
Finance Internship Program
Walt Disney Studios
500 South Buena Vista Street
Burbank, CA 91521
Pasadena, CA 91125
Dear Disney Internship Team,
I would like to be considered for the Walt Disney finance internship program posted on Caltech’s Handshake web‐
site. I am currently a junior and majoring in Business Economics with a minor in Mathema cs at California Ins tute
of Technology. My academic integrity and work experience have given me the essen al skills to excel as a member
of your team.
My interest in corporate finance started last year when I had the opportunity to volunteer with the City of Los
Angeles in their partnership with a management investment firm to structure financing for a revitaliza on project.
My coursework in economics, finance, and management has helped me develop strong quan ta ve and analy cal
skills required for this internship opportunity.
Disney’s summer program provides a great opportunity for me to apply my communica on, organiza onal, crea ve,
and quan ta ve skills in a collabora ve and interac ve environment. For the past two years I have worked as a stu‐
dent assistant for a microeconomics professor. This posi on requires organiza on, eﬀec ve communica on, and tech‐
nical skills, as I am responsible for interfacing with prominent alumni and professionals. Having such an important
role, I have truly learned how to eﬀec vely manage my me to balance my work, school, and leadership commit‐
ments. This posi on has provided me with an opportunity to develop strong communica on and computer skills from
using programs like Excel and PowerPoint in addi on to learning how to priori ze tasks to ensure all projects are
completed in a mely manner.
I believe that I will provide an immediate benefit to the Finance team at Disney because I am a dedicated and deter‐
mined individual. Thank you for your me and considera on, I look forward to scheduling an interview where I can
talk more about my interests and qualifica ons.

Sincerely,

Cal Techer

Interview Thank You Le er
(*this can also be an email instead of a formal document)

Calvin Techer
California Ins tute of Technology MSC 555
Pasadena, CA 91125

(626) 395‐6361
caltecher@caltech.edu

December 12, 20XX
Dr. Fine Mann
Project Manager
Ohm R . Simson Inc.
10 Upping Street
Pasadena, CA 91125
Dear Dr. Mann,
In the first paragraph explain that you enjoyed mee ng with them (and others in their organiza on if ap‐
propriate). Remind the interviewer of the posi on that you interviewed for, the date you met, and express
your apprecia on for their me and considera on. If you are NOT interested in the posi on, do not share
this with them. Just explain that you enjoyed mee ng with them and learning about their company, and
that you hope you will see
them again in the future.
If you ARE interested in the job…in the second paragraph reinforce your interest. Let them know specifical‐
ly what was par cularly interes ng to you about the job and/or organiza on. You can reemphasize what a
good fit the job/organiza on would be between your strengths and future goals. You might remind them
of something that was said in the interview that was par cularly striking, and how that increased your in‐
terest in the company, and that you are even more interested in pursuing this career. If you want, you can
men on how the company’s culture, people, values, etc., align with yours. It is OK to be personable and
friendly while maintaining professionalism.
In this closing paragraph, reiterate your interest in the posi on. Oﬀer an opportunity for them to clarify
any ques ons or supplemental informa on. Finally, express apprecia on for the interview and provide
your contact informa on. If they men oned a next step (for instance, an in‐house interview, or you send
them recommenda ons, etc.) and date, confirm that now, and explain that you look forward to the next
step in the process.

Sincerely,

Cal Techer
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Your Social Media Presence
We all have a digital footprint on social media. Think about yours ‐ where might an employer find informa on
about you? Over the last decade and a half, recruiters have used the Internet to find out more in‐depth infor‐
ma on about candidates. Did you know that approximately 51% of organiza ons and companies search candi‐
dates on Google as part of the ve ng process? According to a Microso survey, close to 80% of employers
conduct searches of candidates online to determine if their social media presence is clean. This is in addi on
to checking references oﬄine.

How Does this Impact Me?
Before you apply for a job, check out your online footprint. Google yourself to see what appears. Is your name
listed on the first page or other pages? What informa on is associated with your name? Are there photos of
you? This informa on is crucial to know so that you can get your social media presence in line with the image
you want to portray.
Next you should search your name on all of the social media accounts you have created, whether they are
currently ac ve or not. This informa on will also alert poten al employers to your online e que e and more
about your personality. Unless your accounts are completely locked down, anyone can access them as well as
a history of the type of informa on you share or post. If you were in a hiring manager’s posi on, would you
hire yourself based on what you viewed online? If the answer is no, you should start re‐branding your image
through your content, photos, and links.

How Do I Manage My Social Media for Job Searches?
Go through your posts and delete any material, photos, videos, and links that you wouldn’t want a boss or
professor to see. If someone has tagged you in a ques onable post, remove your name from the post. A good
rule of thumb is not to post anything online that you wouldn’t say to a professional colleague at a networking
event or at an interview.
Listed below are poten al social media landmines that you want to avoid:
 Poli cal posts, whether opinion or fact‐based
 Foul language or derogatory comments
 Gramma cally incorrect posts or typos
 Any text that could be considered discriminatory
 Sugges ve photos or videos
 Rude or inappropriate gestures
The best way to prevent employers from seeing unfla ering posts is to lock down your Facebook, Twi er, In‐
stagram, YouTube, Tumblr, Snapchat, Flickr, LinkedIn or any other pages. Change the se ngs in these applica‐
ons to private so that the general public cannot review personal informa on that might prevent you from
ge ng a job.
If you are planning to keep your social media profiles public, your posts moving forward should remain posi‐
ve. An example of an acceptable post is a headline from the Caltech website highligh ng important research
or a new discovery. Sharing this post will show employers that you are in touch with current events in the sci‐
ence industry.

Pro-Tip: Follow companies of interest and reputable industry organizations on LinkedIn. This
shows that you are interested in the company as well as professional development and learning.

Preparing for an Interview
Before the Interview


Do your research – The best way to go into an interview with confidence is to be well prepared. Review
the job descrip on to find specific keywords that match your skillset, interests, and background. Research the
company’s website, news ar cles about the company, press releases, and any other informa on that shows
you have done your homework.
Pro-Tip: A good way to find more detailed information about a company is to review their annual re
port, which is often located on their website. Look for any LinkedIn connections that may work at this
company and reach out to them for an informational interview. Ask them more about the company and
their position.



Understand the Who, What and Why – Make sure you are able to ar culate what you think the job
entails. Many interviewers will ask you to summarize your understanding of the posi on at the beginning
of the interview to assess your knowledge and interest in the posi on. Be able to share specific reasons that
you want to be part of this company and work in this posi on. Do their core values align with yours? Are you
interested in their history and growth plans? Do you admire their Founder, CEO, and/or C‐Suite Execu ves? If
so, be prepared to discuss the who or what or their company and why they should hire you.



Prepare specific answers – Review your resume and be ready to talk about your jobs, educa on as well
as any components of your applica on. Employers don’t want you to regurgitate your resume but instead
prefer that you elaborate on certain experiences that describe how you fit the needs of the company.



Prac ce –Review lists of commonly asked ques ons and prepare stories and examples that highlight your
qualifica ons. If there is a technical component to the interview, brush up on the necessary skills. Make an
appointment with the Career Development Center to schedule mock interviews in advance. We are prepared
to help with standard/behavioral interviews, graduate and professional school interviews, and consul ng case
interviews.
Pro-Tip: The Career Development Center has an extensive library with interview resources, for students pursuing not only traditional careers in science but also quant, consulting case interviews, startup
questions and more.



Model the Image you Want to Portray ‐ While it is not always necessary to dress in full formal inter‐
view a re (e.g. suit, pants or dress and jacket) for every posi on or industry, appearances are cri cal to a
good first impression. Even if the employer has told you in advance that it is okay to dress casually, think
“business casual.” A general rule is to always dress at least one step up from what you will be wearing on the
job. For example, if the interviewer and/or team members are dressed in jeans, don’t wear jeans to the inter‐
view. You do not need to spend a lot of money to make a good impression. A good interview wardrobe can be
purchased/obtained on a ght budget, but make sure to pay a en on to small details. Your shoes should be
shined or polished, your hair must be neatly groomed, nails trimmed, and make‐up and jewelry kept minimal.
Maintain a look on the conserva ve side when choosing colors and pa erns. Also, maintain good posture
throughout the interview.
Pro-Tip: Turn your phone off before your arrive at the interview location and keep it hidden throughout your time with the interviewer.



Be punctual ‐ Plan to arrive at least ten to fi een minutes before your scheduled interview me. This built
in me will allow you the opportunity to relax, check in, and make any last prepara ons before the interview
begins. If you haven’t been to the interview loca on before the actual interview, iden fy the loca on at least
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Preparing for an Interview Con nued
a day in advance so that you won’t be distracted with direc ons or ming on the day of the interview. If you
are driving, check your GPS to determine the me it will take to get to the interview loca on the day before at
the same me. Don’t take a chance with Southern California traﬃc.

During an Interview


Pay a en on to body language – Start with a firm handshake, and repeat the name of the inter‐
viewer when you meet them (i.e. “It’s great to meet you ______”) so that you can remember to use their
name throughout and at the end of the interview. Monitor your posture, ges cula ons and maintain eye
contact throughout the interview. Try to keep from fidge ng (a mock interview will help to iden fy if there
are ways you fidget when nervous). Smile and show that you are excited about the opportunity to inter‐
view for this posi on.



Show excitement and interest – Make it clear that you are listening and interested when the
interviewer is talking. Make it obvious that you are not just interviewing to get into the company, but
that you believe this posi on is a mutually beneficial match for you and the employer. Even if you are
unsure about fit, don’t reveal this in the interview.



Keep your answers concise – Don’t ramble! Think about what types of skills (direct or transferable)
they are trying to elicit through each ques on and focus your answers to demonstrate those skills.



Ask ques ons – An interview is a two‐way process. Take the opportunity to ask ques ons that will help
you determine if this posi on is a good match for you. Don’t ask ques ons that can be easily found on the
company website. Good ques ons to ask include:








What is a typical day on the job like?
What would be expected of me during the first months on the job?
How do you measure employee success?
Who would I be working with?
What opportuni es for advancement exist?
What does the interviewer like about working in this team/company?
What are the most important traits the interviewer is looking for in a candidate?

A er an Interview


Find out how to follow up – If the informa on is not oﬀered directly, do not leave the interview room
without finding out what the next steps will be. Will there be more interviews? When do they expect to
make a decision? Reiterate your interest in the posi on and thank them for their me.



Follow up – Send a thank you note soon a er the interview, when possible. E‐mail is completely accepta‐
ble. If they have given you a business card or other contact informa on, follow up in a mely manner to
inquire about the status of the posi on. In the body of the email, show that you listened during the inter‐
view by sharing something you learned about the company.



Keep a record of interviews – Journal your thoughts about the interview as soon as possible. . What
went well? What answers need more work? What would you like to emphasize more in future interviews?



Don’t get discouraged – Everyone has bad interview days. Don’t let them define you – pick up and
prepare for the next opportunity. It can be especially discouraging to be rejected for a job you felt was a
perfect match for you. Know that many mes there are other factors at play in the hiring process: salary
and budget issues, internal candidates, etc. Your goal is just to present the best version of yourself. The
right opportunity will come along. Come visit the Career Development Center to discuss ways to find more
opportuni es or to polish your interview skills!

Most Common Interview Ques ons & Answers
Every interview is different but there are a set of common questions asked by almost 100% of hiring managers.
Listed below is a list of the top interview questions across all industries.

1. Tell me more about yourself.

P

This is the most common opening ques on asked in a job inter‐
ro-Tip: Practice answerview. Varia ons of the ques on include “Walk me through your
resume,” and “Tell me why you’re interested in this posi on.” Re‐ ing this question before the
gardless of how the ques on is phrased, the hiring manager/team interview and time yourself.
is looking for two things. First, they want a high level narra ve
Your answer should be no
about your background, educa on and work experience. They
longer than 2 minutes.
most likely have your resume and want to know how each piece of
the resume fits together. Second, they want to know how you carry yourself through your body language,
including eye contact, posture, hand gestures, facial expressions. Be yourself, but be the best version of
yourself. Don’t provide too much detail. This is not the me to talk about your childhood. Your answer to
this ques on may be longer than subsequent answers, and o en is the star ng point for all future ques‐
ons. Show passion, direc on, and mo va on. First impressions ma er!

2. Where did you hear about this posi on?
This is a very direct ques on and should be answered honestly. If you have connec ons that work at the
company, definitely men on their name and posi on. Or, if you heard about the posi on/company from an
alumni or LinkedIn connec on, men on this. If you found this posi on on a job website, make sure to con‐
vey your interest upon reviewing the job descrip on and researching the company. You don’t want to make
it appear that this is just one of mul ple jobs you applied for, but instead express your excitement for this
company.
3.

Why do you want to work here?
This is the me to show that you have done your homework and researched the company. Your answer
should include facts & informa on you have gathered about their products or services and how your quali‐
fica ons are match for the posi on. Think about the opportuni es that this posi on/company may oﬀer
you that are not available elsewhere. You should also refer to mission statement and values that align with
your core values. Hiring managers and interviewers appreciate candidates that understand the culture, as
they are most likely to be a fit for a company.

4.

Why should we hire you? OR What sets you apart from other candidates?
Many applicants tend to repeat the ways they meet the job descrip on or repeat their strengths. Try to
answer with aspects of your background and experience that go beyond the job descrip on. Diﬀeren ate
yourself and talk about any specialty knowledge, goals, and passion for the field/posi on.

5. Tell me about a me when you had a problem or challenge and how did you resolve it?
This is a behavioral ques on and your answer should reflect the following SOAR method. What was the
Situa on or Obstacle, what Ac ons did you take, and what was the Result. Be as specific and outcome
oriented as possible. If things didn’t end up the way you wanted, share what you learned.
6.

What are your main strengths?
Highlight the technical and personality strengths required in the job descrip on (analy cal and
organized thinker, independent, thrive in a fast paced environment, entrepreneurial spirt, etc). Always give
examples. Anyone can be an eﬀec ve team player. Can you tell a story that demonstrates a me when
you’ve been part of a produc ve team?
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7. What your weaknesses?
This is a tricky ques on but doesn’t need to be a stumbling block in your interview prep. If your answer is
along the lines of “I work too hard”, employers will be turned oﬀ. Keep in mind that the employee cares
less about the actual weakness and more about you have handled it. Pick a trait that you iden fy as need‐
ing improvement and talk about your plan to improve or overcome it.

8. How would a professor or colleague describe you?
The best way to prepare for this is to ask friends/co‐workers/profs/bosses. Obviously, you should accentu‐
ate the posi ve and leave out any nega ve feedback.
9.

Tell me about a me that you failed. What did you learn from the experience?
Discuss a me you failed and describe the situa on succinctly, not including too much detail. Take
responsibility for your ac ons. Then discuss what you learned from the experience and how you can
avoid it next me.

10. Tell me more about something not listed on your resume.
This is a me to share more informa on but don’t get too personal. Highlight any outside ac vi es or
interes ng facts about you or your family. Be personable, but don’t overshare. A few examples may
include running a marathon for cancer research, traveling a far distance for pleasure, volunteering or
mentoring.
11. Where do you see yourself long term?
Many applicants think that the correct answer is to say that you see yourself with the company you are
currently interviewing to work for. This is not necessarily true. While you may find a perfect match right
away and grow in your career with one company, it is increasingly common for professionals to move from
company to company, or even across industries as they develop special skills and interests. Rather than
pledging loyalty to the company with your answer, focus on your career goals (as specific or general as they
may be) and how this posi on is a steppingstone on the way to reaching those goals.
12. Why are you changing jobs or why are you interested in a career move?
Keep your answer short and to the point. One simple example is while I truly enjoyed my last posi on and
team, I believe that I am ready for more challenging work in this field.
At the end of the interview, don’t forget to ask the employer or hiring manager if they have any other ques‐
ons for you or if they would like addi onal informa on. Some mes ge ng a job is a ma er of standing
out and by providing samples of your work or references you will become memorable. If they do want to
see references or a work sample, make sure to follow up and provide this detailed info ASAP. You should
also give your references a heads up about the posi on and maybe send them the job descrip on so that
they know how to focus their recommenda on.

Pro-Tip: Once the interviewer asks a question, repeat the question to
ensure that you understand what the interviewer is asking.

Most Common Interviews Ques ons & Answers Con nued

Addi onal Ques ons to Consider
Why are your grades not higher?
This is another ques on that can feel like a trick. Always
accentuate the posi ve. Focus your answer on the areas
in which you have succeeded, rather than making excuses
for poor grades in courses. Highlight areas in which you
have improved over me. You can also briefly men on
any extenua ng circumstances that have contributed to a
period of lower grades, but don’t dwell on it. This ques‐
on is quite rare for most industry interviews but can
show up in graduate and professional school interviews.

Tell me about a me you experienced conflict.
Like the previous ques on, this is much more about the
strategies you experienced to address the conflict and
less about the context of the conflict. Keep the details
limited to the informa on that o demonstrated what you
needed to resolve it. Focus on posi ve conflict resolu on
and produc ve strategies. Even if the story didn’t turn
out as well as you would’ve hoped, demonstrate the
steps you took to posi vely enact change.

Leadership/Teamwork/Complicated Situa on/
Ini a ve
Over the course of the interview, the employer may ask
you behavioral interview ques ons that help to demon‐
strate the character and transferable skills necessary to
succeed in the posi on. The key here is to be specific.
Have stories prepared in advance that address some of these major categories.

What salary are you looking for?
Try to avoid answering this ques on directly early in the interview process. Defer when possible by le ng the employer
know that this is nego able and can be discussed further when a mutual interest is reached. If pressed further, give a
salary range rather than a single number. And always do your research in advance to know what a typical range might
be for this field/geographical loca on.

Pro-Tip: Be prepared to answer questions about diversity, such as
“What is your experience working in a multicultural environment?”
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Networking: Learn to Ask for Help
Whether you are just star ng out as a first‐year undergraduate student or you are an advanced graduate
student or postdoc, you have experienced success by standing out. You’ve worked relessly in the classroom
and lab. Now, we’re going to ask you to do something else – learn how to ask for helpful career‐related
informa on from others who have done it before.
Any me people talk about job searching, you will hear the term “networking.” This job seeking technique
con nues to dominate the employment landscape, including how people land jobs, whether they have
been out of the workforce for a while or not. Before we discuss the how‐to of “networking,” let’s talk about
networks in general. You probably encounter networks on a daily basis in your chosen field (e.g. think
computer networks or the many networks in biology). Networks represent the connec ons among the
diﬀerent components of a large complex system. They also provide a mechanism for storage and
communica on of informa on through that complex system.
The job market operates very much as a complex system of networks. At a very elementary level, one or
more persons in a company need resources and skills to accomplish goals. On the supply side, there are a set
of people with various skills, backgrounds and educa on who need jobs. Job pos ngs would seem to provide a
direct mechanism for making this match between the demand for labor and the supply of qualified candidates.
And occasionally job pos ngs work for entry‐level jobs. But there are a LOT of entry level jobs and a LOT of poten‐
al candidates. Those large numbers add a lot of complexity to the system, decreasing the likelihood that one
candidate will stand out among the pool of applicants, regardless of educa on or background. For more
advanced jobs, the numbers of jobs and poten al candidates may not be as large, but the job requirements
become significantly more complex. There are all sorts of mechanisms in place – HR systems within companies,
job‐lis ng web sites, recruiters, etc. – to cut through this complexity. However, communica on through the
informal and formal professional connec ons remains one of the most useful tools available to both job
seekers and employers.
There are already vast professional networks in existence. LinkedIn is probably the best‐known so ware
embodiment of these networks. However, realize that it is the personal connec ons – some strong, some
weak ‐‐ underlying these links that are important. Do you have something in common that conveys some
level of trust? You may be wondering how you can connect to this larger network. Fortunately, you are
already a part of some smaller networks that are part of the larger system. Right now, you are a member
of and work within small networks of fellow students. You rely upon them for a lot of informa on. But you
are also a member of some networks that you may not even realize – and you almost certainly do not use.
The main one that we will discuss is your alumni network. Alumni will generally assume that you have a lot
of credibility, and many will be willing to oﬀer help in some way.

What is “professional networking”?
It is simply star ng a conversa on and asking for advice. Some mes, it starts oﬀ as a conversa on between
two people with diﬀerent backgrounds exchanging informa on. It is usually a two‐way exchange. You may
be asking for informa on about a company, an industry, a job pos ng, etc., and in return, you may be able
to oﬀer informa on that is important to the other person. For example, alumni will usually be quite
interested in what life is like at the school they a ended years ago.

Pro-Tip: Check out the Top 50 Networking Hot Spots in Katharine Hansen’s book A Foot in the
Door: Networking your Way to the Hidden Job Market
Why is networking important and why should I start now?
When you are a student, you can respond to job pos ngs and go to career fairs. Then your resume makes its way
through a largely opaque process – a “black box” – and you may be contacted by the company if you are chosen.

Networking Con nued
This is a bit of simplifica on ‐‐ there may one or more interviews and maybe even a quiz if you are in CS – but the
process is usually opaque to people outside the company. Wouldn’t it help if you knew a li le about that pro‐
cess? The people inside the company may not know the en re process, but they have a be er idea that you will
outside. So, if you could talk to someone inside the company, you might glean a bit more informa on about that
process.
Even if this par cular eﬀort doesn’t result in an internship or job, you might gain some very useful informa on for
future searches in this company or searches in the same industry. Learn something about what an alum does in
their job. You also might learn something about the culture of the company.

What Does the Poten al Employer Gain?
Put yourself in the posi on of the person in a company wan ng to hire – the manager, scien st, or engineer who
will decide which candidate to hire. That person probably has a stack of 100 resumes, and they will need to dis ll
the resumes to a number that can be interviewed. We try to make resumes as complete and accurate as possible,
but ul mately what is on that piece of paper is only a limited picture of a candidate’s experience or poten al. As
a simple example, how do you compare courses with similar names from diﬀerent universi es? In addi on to the
resume being subjec ve, hiring managers cannot tell who is interested in a specific posi on just because that per‐
son submi ed a resume. Any addi onal informa on, such as an inquiry through an alumnus is highly desirable
and can help your resume stand out and increase the chance that you will be selected for an interview.

We Can Help!!
Caltech Alumni Advisors Network (CAAN)
The CAAN program allows students to choose advisors or mentors from a volunteer pool of alumni who may have
experience in your major field of study or career interest. Although it is s ll early stage, there are already a sig‐
nificant number of alumni who have volunteered to mentor students. You can take advantage of this resource
when you first begin your job search or throughout the process. Some students leverage this resource by asking
for informa onal interviews with alumni who work in a similar industry or company of interest.

LinkedIn Alumni Directory
You may also decide to use the LinkedIn network to learn more about the employment landscape in your indus‐
try. Using LinkedIn is a strategy that will be around long a er you have transi oned to work or even completed
graduate work. Say that you are interested in exploring internship opportuni es in your home city. Let’s iden fy
alumni in that home city. First, make sure that you have a LinkedIn profile. It doesn’t have to be perfect, but
make sure that you list Caltech as your school. Then, go to LinkedIn and search for Caltech. You should easily find
the Caltech LinkedIn page. On the le ‐hand side, there will be several tabs. Click on the Alumni tab. You will
then be able to search within this set of alumni for your geographical area. Look through these alumni and pick
out one or two that you can reach out to for more informa on.

Pro-Tip: Use the Career Development Center’s library for resources on how to write a LinkedIn
profile that will get you noticed and put you at the top of recruiters’ searches.
LinkedIn has a messaging feature, but, unfortunately, you can’t generally send those messages with a free ac‐
count. (You may be able to do so if you belong to one of the same LinkedIn groups that the alum does.) A great
alterna ve is to send the alum a message via the Caltech alumni directory. The alumni directory acts as a conduit
for delivering messages to alums from students; so if you type a message the alumni associa on will send it for
you.
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Elevator Pitch
You meet an alum or someone at a company that might interest you. What do you say? Develop a 30 second
personal statement or “elevator speech.” As you do this more, you’ll be able to modify it. But ini ally, make
sure that you state your name, your major field, some background (e.g., related ac vi es in a club), and
something that you’d like to learn from them. Prac ce the speech, as that will help you become more polished.
This can be very useful at mee ngs, recep ons, networking events where you meet many people.
Context is important in these conversa ons. If this is a recrui ng event for a company or a panel discussion at the
career oﬃce, you can assume that the topic of internships or jobs will be the likely subject of most conversa ons.
However, if you happen to meet someone at an event unrelated to job searches, you might want to focus on more
open‐ended topics ‐ asking them about their career, company, etc. If you simply ask if they have a job, the answer
can be short.

Informa onal Interviews
Say that you’ve iden fied an alum at a company that you are targe ng for a possible internship or job.
(We’ll talk later about how to iden fy the alum and contact them.) Send them a message and ask to
talk to for a few minutes to get some informa on about working at the company.

Email Request Example
Dear Dr. Smith
My name is Callie Tech. I found your name through LinkedIn and the Caltech Alumni Associa on Directory. I’m a
sophomore mechanical engineering major, and I’m contac ng you because you work in an aerospace company.
I’ve had some exposure to research in mechanical engineering, having worked through SURF in the lab of
Professor Young. My research topic was aerodynamics. I’m trying to gain a be er understanding of my career
op ons. Aerospace is one of the fields that sounds appealing, and I’d like to learn about your experiences.
Would you have a few minutes that we could talk on the phone, via Skype, or in‐person (if close)?
Thank you.
Best regards,
Callie Tech

Preparing for the Conversa on
Look through the alum’s LinkedIn profile, so that you know something about how they got to this point in their ca‐
reer. Also, you don’t need to spend a lot of me researching the company for which the alum works, but take a
quick look on the company website.
Then have a few ques ons in mind. This is a conversa on, and it may go in diﬀerent direc ons. But you are trying
to gather informa on about the company and field. Ask about the projects that the alum or entry level people work
on. If it sounds interes ng, ask what background you would need to be a good candidate for them. There are a lot
of other ques ons that could occur to you.
Remember, this is simply a conversa on. Think of the situa on that you are on the street, are a bit lost, and you
don’t have your phone to guide you. The easiest solu on for you to find where you should go would be to ask for
direc ons. You are doing the same thing here.

Winter 2020 Workshop Calendar
All workshops are held in the Career Development Center Workshop Room
#310 located on the third floor of the Center for Student Services.
Lunch is provided for all noon events.

Pre-register: https://app.joinhandshake.com/events.

Workshop

Date

Time

Career Fair Preparation

Tuesday
January 7, 2020

12:00 PM

Resume Rescue

Thursday
January 9, 2020

12:00 PM

Optimizing your LinkedIn Profile

Tuesday
January 14, 2020

12:00 PM

Projecting Confidence in Interviews

Thursday
January 16, 2020

12:00 PM

Networking for Introverts

Tuesday
January 21, 2020

12:00 PM

Career Fair Preparation

Friday
January 24, 2020

12:00 PM

Summer Options for Pre-Meds

Monday
February 3, 2020

12:00 PM

Post-Career Fair Job/Internship
Search Strategies

Tuesday
February 4, 2020

12:00 PM

Ace the Interview

Tuesday
February 11, 2020

12:00 PM

Academic Job Search

Thursday
February 20, 2020

12:00 PM
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