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Career Center
Train * Develop * Recruit

Planning for a Successful Career

planning. The first steps are to learn what you are all about. What are your interests? What do you do best? Do
you have an aptitude for the academic area you have chosen? Where can you go for help?

Below is a system checklist for career planning that can be used throughout your college years.
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v FRESHMAN YEAR CHECKLIST

CAREER EXPLORATION

Identify interest and aptitudes

Leam about the job market nationally and locally.

Decide on a career/major and an alternative.

Plan to start working in the area you have chozen so that you can acquire some hands-on experience.
Begin developing relationships with professors, staff members, and leaders in the community.
Establish role models as this 15 important and prove helpful especially durning a enisis.

Begin working on your resume.

Start interviewing for nternships and summer employment attend seminars workshops, etc.

v SOPHOMORE YEAR CHECKLIST
CAREER ORIENTATION

Get a part-time job. Try to work for businesses that are somewhat related to your major.

Review with your academic advisor to determine how you are doing once you complete the first half of
the vear.

Maintain “alternative” skills.

Get references on the job.

Update your resume

Attend seminars, workshops, career fairs, etc.

v" JUNIOR YEAR CHECKLIST

CAREER PREPARATION

Make any necessary changes in courses,
Prepare your resume if you have not done so.
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Develop sound interviewing skills.

Begin selecting firms you would like to work for and identify actual positions.

Get references.

As you enter your senior year, you should start mterviewing with companies.

Work on your correspondence: letters of acceptance, cover letter, etc.

Get work experience through intemships, summer employment, or co-op assignments.
Participate in workshops, seminars, and all the Center’s Special Events.

¥ SENIOR YEAR CHECKLIST
CAREER ENTRY

Begmn interviewing. Follow up on job ads and placement schedules.

Review the market for your career area.

Learn salary ranges.

Prepare letters of acceptance or refusal.

Maintain employer file as you interview. Keep a list of employers. Know the names of the recruiters
you spoke with so that you can refer to them later.

Be positive and alert. Stress qualities about yourself

Prepare to fall back on alternative skills. Ifyou are not getting the job, you want soon enocugh, begin
locking at other work that you are able to do.

Follow up on all leads and advice. Do not be afraid to ask questions. Believe in yourself. You have
something to offer, so concentrate on that.

Prepare the final resume.

Take advantage of workshops, seminars, and all the Center’s Special Events (Le, Career Fair, Career
Expo, Grad. & Professional Schools Day, & Educators’ Day).
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How to find
ajobon
Handshake

Don’t just sign into Handshake, complete your
registration, and start your journey toward
opportunities for jobs, interns, and or scholarships!
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Career Center Staying Connected!
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