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Travel Guard, the nation’s leading provider of travel insurance and travel

assistance services, is now accepting applications for future openings in

Sales, IT, Travel Assistance Services, and Claims. Visit our website at

www.TravelGuard.com/careers or call 715.295.1189 for more information.

Valued, respected, chosen
Be a LEADER, as a financial services representative

Become a financial services representative and discover a profession that makes a
difference in millions of people’s lives every day. You’ll gain:

• Income - Unlimited income potential, outstanding compensation/training program
with monthly business development allowance and extensive benefits package.

• Impact - Play a vital role in families’ and businesses’ financial well-being. Impact
individuals and communities with fraternal programs.

• Independence - Build a business for yourself. Control your career destiny.

Modern Woodmen of America is one of the nation’s largest fraternal financial
services providers.

Call or send a
resume to: 

Curtis Langemeier
2612 W. Grand Ave.
Wisc. Rapids, WI 54495
715-421-2800
Curtis.Langemeier@
mwarep.org

mailto:CurtisLangemeier@mwarep.org
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Writing Your Resume

PPUURRPPOOSSEE

A resume could be described as a concisely worded marketing document that briefly
introduces your qualifications to an employer. It is an overview of the most relevant
information about your background (education, experience, and activities) for the position
being sought. The major purpose of this document is to obtain an interview.

There are many opinions as to what constitutes a good resume. However, there is
unanimous agreement that it should present the individual as possessing a unique
combination of skills and background. Regardless of how similar your background is to
those of other people, avoid the temptation to “copy” their resumes or our samples!
Describe your experiences in your own terms. Keep in mind that employers will generally
spend less than 20 seconds skimming your resume to determine if your candidacy is
worth further consideration. To effectively pass this screening, be certain your resume is
well-organized, attractive, and easily identifies:

- How to contact you
- What you have accomplished
- What strengths you possess

CCOONNTTEENNTT

A resume should contain relevant information outlining your background and qualifications
for the employer. Every resume should include contact information such as your name,
address, telephone number and e-mail address. Categories may cover such topics as:

OObbjjeeccttiivvee. Include such information if you are able to
specify your primary field of interest. If you have trouble
trying to define one objective because of a diversity of
interests or intended uses, you may either tailor-make
individual resumes or leave this statement off your
resume entirely and deal with it on a case-by-case basis
with each employer.

EEdduuccaattiioonn. Identify your degree, the month and year it
was conferred, and the institution from which it was
received, as well as your academic major and minor.
Grade point data may be included if you feel it would be
beneficial. Upper level course work, special projects,
independent study, internships or practicum experiences
may be identified and explained if they are recent and
relate to the position you are seeking.

EEmmppllooyymmeenntt  -or- EExxppeerriieennccee. Either of these category
headings may be used to describe paid (part-time or full-
time) employment . As the term “employment” implies
paid work, it would be better to use the “experience”
heading if including volunteer or practicum experiences in
this category. It is typical to include information back to
the time that you began college, but this may vary if your
work history is quite diverse or extensive. List your entries
in reverse chronological order, starting with your most
recent work.

SSttrreennggtthhss. Your identification of relevant qualities and
skills is important to the employer’s understanding of your
qualifications. This information may be presented in its
own section, or may be addressed through the
descriptions found in other categories of the resume.
Examples of qualities and skills sought by employers are
provided on page 8 and a list of action verbs you might
use is provided later in this section.

AAccttiivviittiieess. Identify your involvement in various university
or community organizations, highlighting any activities
that are closely related to your career goals and/or the
needs of the employer.

RReeffeerreenncceess. You may state “References furnished upon
request” at the bottom of your resume, or offer a list of
three or four references. If listing references, include the
person’s name, title, business address and phone
number. Previous employers, academic personnel who
know your professional strengths, or people who know
you well and have achieved prominence in their field may
be of interest to potential employers. Always secure
permission from individuals before using them as
references.

Additional categories may describe aawwaarrddss//
ddiissttiinnccttiioonnss//hhoonnoorrss, pprrooffeessssiioonnaall  aaffffiilliiaattiioonnss,
eexxhhiibbiittiioonnss, ppuubblliiccaattiioonnss, mmiilliittaarryy  sseerrvviiccee, ttrraavveell
eexxppeerriieennccee, or other areas that are significant to the
objective or intended use of the resume.



15UW-Stevens Point Career Planning Guide • 2009-2010

www.uwsp.edu/career

OOTTHHEERR  CCOONNSSIIDDEERRAATTIIOONNSS

CCoonncciissee – your resume should be one or two pages in length. Some employers indicate a
preference for a one-page resume, yet few will refuse to consider a well developed two-
page resume. 
RReelleevvaanntt – be sure your content is pertinent to your audience. Focus on achievements/
accomplishments rather than just describing your experiences. Be clear about the major
messages you want to deliver and omit extra material.
WWeellll  oorrggaanniizzeedd – make your resume easy to follow. Choose headings that best describe
the content of that section, and determine the most appropriate order for the sections.
EEaassyy  ttoo  sskkiimm – write using fragments instead of sentences, and use bullets to highlight
key points. Employers will review your resume in 15-20 seconds so it is vital they are able
to identify the most important information quickly and easily.
VViissuuaallllyy  aattttrraaccttiivvee – use consistent margins, generous spacing, and a crisp typeface that
is easy to read (avoid script or decorative fonts). If you are printing your resume, use a
laser printer or high quality copier and white or light color high quality paper.
CCoorrrreecctt – pay close attention to your grammar, spelling and punctuation. Use the spell
checker on your computer, proofread your final draft word-by-word, and if possible, also
have someone else proofread it. Make sure your resume is up-to-date and that your content
is accurate. Never falsify or exaggerate information.

EELLEECCTTRROONNIICC  RREESSUUMMEESS

In today’s electronic world, job seekers need to have both hard-copy and electronic
versions of their resume. Submitting a resume online or via e-mail is now commonplace,
and for an increasing number of employers, the only way they will accept one. Savvy job
seekers will research how the employer will handle their application materials before
submitting them. BBee  ssuurree  ttoo  ffoollllooww  wwhhaatteevveerr  ddiirreeccttiioonnss  yyoouu  aarree  ggiivveenn  bbyy  aann
eemmppllooyyeerr!!

If resumes are being electronically stored, you want to be sure yours will function well in
this environment. When given the option of electronically submitting your resume (e-mail
or upload to Web site) or sending a paper copy, chose the electronic option. Hard-copy
documents will need to be scanned for electronic storage, and this process is fraught with
potential problems. It is much simpler to provide your resume electronically from the start. 

The use of keywords is crucial for e-resume success, as employers will conduct searches
for terminology specific to the type of position they are filling. Consult help wanted ads, job
descriptions and industry publications for keyword ideas, and incorporate as many as are
appropriate into your resume. Include technical and nontechnical terms appropriate to your
qualifications, as well as acronyms and their spelled-out versions in the text of your
resume. This could be in a section summarizing your qualifications/skills as well as in
descriptions for entries in other sections.

You may want to have two versions of your resume - a MS Word document that will be
suitable for printing as hard-copy from an attachment, and a plain text version to post
online or paste into the body of an e-mail message. Several excellent sites for details on
how to prepare your resume for e-mail and online posting are Susan Ireland Resumes
http://susanireland.com/eresumeguide/index.html, and The Riley Guide
www.rileyguide.com/eresume.html.

If you are e-mailing your resume to an employer who has not specifically requested it, you
should write a short cover letter explaining why you are contacting them, then the words
“[begin resume],“ followed by the insertion of your resume into the body of the e-mail
message. At the bottom of the resume, type “[end resume].“  You should also add an
attachment to the message with a PDF or MS Word version of your resume. This permits
the receiver to read your resume, forward it, open the attachment or delete it with complete
ease. If your resume is solicited, of course you should submit it in the manner requested.
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The following pages contain several examples of resume formats, but there are many others. Please see the staff in Career
Services for assistance in choosing a format and preparing the content that is most appropriate for you.

Peppermint Patty 

 

101 Alphabet Street 

Stevens Point, WI  54481 

715-555-1234 

ppatty@internetprovider.com 

 

 

CERTIFICATION Elementary Education and Mathematics 

  Ages 6–13 

 

 

EDUCATION Bachelor of Science degree:  May, xxxx 

 University of Wisconsin-Stevens Point (UWSP), Stevens Point, WI 

 Major: Elementary Education 

 Minor: Mathematics for Elementary Education 

 

 

STUDENT Middle School Mathematics Teacher, XYZ Middle School, Vegas, WI 

TEACHING April - June xxxx 

• Served in an inner-city magnet school teaching classes in general math, 

pre-algebra, and algebra 

• Taught multiple lessons of Everyday Mathematics to sixth graders 

• Developed a variety of teaching and classroom management strategies to 

reach a wide array of student learning styles 

• Designed, maintained and posted weekly electronic progress charts 

• Communicated regularly with parents/guardians and worked on an IEP team 

• Participated in professional development programs dealing with at-risk 

students, multi-aged grouping, and building/maintaining a climate of 

respect 

 

 Fourth Grade Teacher, Alpha School, Stevens Point, WI 

 January - March xxxx 

• Taught all fourth grade math (four classrooms) 

• Effectively used portfolios in assessing and tracking student development 

• Successfully taught Sitton Spelling, Writing Process/6+1 Traits, Reading 

Workshop and TRIBES activity 

• Initiated a student Technology Center 

• Actively participated in parent-teacher conferences, Fun Fair, and PTO 

 

 

RELATED Third Grade Practicum Teacher, McDonald School, Stevens Point, WI 

EMPLOYMENT October - December xxxx 

• Taught students vocabulary, reading, and social studies 

• Instructed science and simple machines unit using LEGO DACTA 

• Adapted many lessons for three English Language Learners 

 

 Park and Recreation Summer Leader, The Tree House, Smallville, WI 

 Summers xxxx – xxxx 

• Supervised daily activities of 24 children aged 5-12 

• Planned and taught hands-on activities involving arts & crafts, science 

experiments, and adventure education 

• Developed a Discovery Center for learning, reading, and sharing 

Peppermint Patty 

Page 2 

 

 

 

RELATED Camp Counselor, Camp Explore, Scoutsville, WI 

EMPLOYMENT Summers xxxx – xxxx 

(Continued) •• Designed an environmental education program for inner-city girls 

• Led outdoor climbing and ropes courses for campers aged 9-15 

• Counseled young people from a variety of ethnic and economic backgrounds 

 

 

VOLUNTEER College Days for Kids, UWSP, Stevens Point, WI 

ACTIVITIES Pediatrics unit, St. Michelle’s Hospital, Stevens Point, WI 

 T-Ball league coach, Waupaca, WI 

 Sunday school teacher, St. Pointer Church, Stevens Point, WI 

 Homework tutor, McDonald School, Stevens Point, WI 

 

 

EXTRA- Vice President, Student Wisconsin Education Association 

CURRICULAR Residence hall representative, Student Government Association 

INVOLVEMENT Member, Portage County Area Mathematics Council 

 Active in intramural sports 

 

 

SUMMARY Experienced in leading and supervising technology activities 

OF Strong background in differentiation and alternative education 

QUALIFICATIONS Skilled in working in multi-ethnic settings with wide age range of students 

Excellent background in team building through experiential education 

activities 

 Interested in coaching or advising student groups 

 

 

TELEPHONE Conan O’Brien, Cooperating Teacher 

REFERENCES Alpha Elementary School 

 School: 715-555-0000 

 Cell:  715-555-1111 

 

 

 Marge Simpson, Cooperating Teacher 

 XYZ Middle School 

 School: 715-555-2222 

 Home:  715-555-3333 

 

 

 Michelle Obama, Principal 

 McDonald Elementary School 

 School: 715-555-4444 

 Cell:  715-555-5555 

CCOOMMMMUUNNIICCAATTIIOONN
addressed, arbitrated, authored, collaborated, corresponded,
developed, drafted, edited, enlisted, formulated, influenced,
interpreted, lectured, mediated, moderated, negotiated, persuaded,
promoted, publicized, reconciled, recruited, reported, spoke,
submitted, translated, wrote 

CCRREEAATTIIVVEE
acted, composed, conceptualized, created, designed, displayed,
entertained, established, fashioned, founded, illustrated, initiated,
instituted, integrated, introduced, invented, originated, performed,
revitalized, shaped 

DDEETTAAIILL
approved, arranged, catalogued, classified, compiled, dispatched,
generated, implemented, inspected, monitored, organized, prepared,
processed, purchased, recorded, retrieved, screened, specified,
tabulated, validated

FFIINNAANNCCIIAALL
allocated, analyzed, appraised, audited, balanced, budgeted,
calculated, forecasted, managed, marketed, measured, projected,
researched, transferred

HHEELLPPIINNGG
assessed, assisted, coached, counseled, demonstrated, diagnosed,
educated, expedited, facilitated, familiarized, guided, referred,
rehabilitated, represented, served

MMAANNAAGGEEMMEENNTT
administered, assigned, attained, chaired, contracted, consolidated,
coordinated, delegated, developed, directed, executed, improved,
increased, oversaw, planned, prioritized, produced, recommended,
scheduled, selected, strengthened, supervised

RREESSEEAARRCCHH
collected, critiqued, defined, examined, extracted, identified,
interviewed, investigated, reviewed, summarized, surveyed,
systematized

TTEEAACCHHIINNGG
adapted, advised, clarified, communicated, developed, directed,
enabled, encouraged, evaluated, explained, informed, initiated,
inspired, instructed, mentored, motivated, stimulated

TTEECCHHNNIICCAALL
assembled, built, computed, devised, engineered, fabricated,
maintained, operated, overhauled, programmed, remodeled,
repaired, solved, tested, trained, upgraded

EEXXAAMMPPLLEESS  OOFF  AACCTTIIOONN  VVEERRBBSS

Sample 1 - page 1 Sample 1 - page 2
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FAKE I. PERSON 
1234 Main Street  !  Stevens Point, WI  54481  !  Cell:  (715) 000-0000  !  fake@uwsp.edu 
 
OBJECTIVE 
Entry-level sales or marketing position with long-range interest in management. 
 
SUMMARY OF STRENGTHS 
- Effective written and verbal communication abilities including business correspondence, telephone 
- Service oriented with strong interpersonal skills 
- Excellent group presentation skills with proficiency in PowerPoint 
- Self-motivated and outgoing 
- Work effectively as a team member as well as independently 
- Strong leadership background demonstrating decision-making and problem-solving 
- Efficient and organized with excellent planning and follow-through skills 
 
EDUCATION 
Bachelor of Science degree, May XXXX 
University of Wisconsin-Stevens Point (UWSP), Stevens Point, WI 
Major:  Business Administration-Marketing 
Minor:  Psychology 
Cumulative grade point average 3.5 (4.0=A) 
 
RELATED EXPERIENCE 
Research Intern  -  Academic year XXXX-XX 
Alumni Relations Office, UWSP, Stevens Point, WI 
- Conducted telephone survey of over 5000 UWSP alumni regarding their service expectations. 
- Worked with institutional researcher to design survey instrument and complete statistical analysis of results. 
- Coordinated work of three-person student team and achieved 50% response rate to the survey. 
 
Salesperson  -  Summers XXXX and XXXX 
J. C. Penney, Green Bay, WI 
- Recognized for efficient and courteous customer service (named "Associate of the Month" three times). 
- Creatively designed in-store displays. 
- Balanced daily register receipts, and compiled weekly inventory records using Excel spreadsheet. 
 
EMPLOYMENT 
Hostess, Michele’s Restaurant, Stevens Point, WI  -  June XXXX - present 
Parking Enforcement Officer, UWSP Parking Services, Stevens Point, WI  -  Academic years XXXX-XX & XXXX-XX 
Camp Counselor, Badger Girl Scout Camp, Green Bay, WI  -  Summer XXXX 
 
ACTIVITIES 
Sales and Marketing Association, Treasurer 
LEAD program participant (leadership training student group) 
Residence Hall Council, elected representative 
Intramural sports participant (soccer, basketball) 
United Way campaign volunteer 
Campus Toastmasters, member 
 
REFERENCES 
Ms. Diane White; Personnel Director; J. C. Penney 
Office Phone:  (920) 123-4567 
 
Dr. Glen Jordon; Professor of Business; UWSP 
Office Phone:  (715) 346-1234    Email:  gjbusiness@uwsp.edu 
 
Ms. Janis Jones; Director-Alumni Relations; UWSP 
Office Phone:  (715) 346-5432    Email:  jjalumni@uwsp.edu 

 

EMMA A. DESIGNER 

 

 Cell (715) 341-0000 EDUCATION 

 fakeperson@yahoo.com University of Wisconsin-Stevens Point (UWSP), Stevens Point, WI 

  Bachelor of Fine Arts, May XXXX 

 Home Major:  Art/Graphic Design emphasis 

 5432 N State Street  

 Anytown, WI  50000 Study abroad program, Summer XXXX 

 (000) 111-2222 Architecture, art and design in Italy 

   

 School STRENGTHS 

 1234 Main Street Computer proficiency in Macintosh and PC. 

Stevens Point, WI 54481 Skills include Adobe Illustrator & Photoshop, QuarkXPress, Dreamweaver and 

 fperson@uwsp.edu Microsoft Office software. 

Strong background in concept development and typography. 

Effective interpersonal communicator and team member. 

Demonstrated time management and multi-tasking skills. 

 

RELEVANT WORK EXPERIENCE 

Intern - GS Design, Milwaukee, WI    Summer XXXX 

Assisted in design of layouts for Harley-Davidson Accessories Catalog. 

Inserted text in magazine layouts. 

Communicated and interacted with clients and designers. 

 

Graphic Design Internship, UWSP DesignCenter    XXXX-XX 

(University sponsored, student run design firm.) 

Designed varied items for clients with projects including annual reports, theatre posters, 

brochures, logo/identity development. 

 

Graphic Designer/Promotions Team Member, UWSP    XXXX-XX 

Collaborated with professional and student staff in Centertainment Productions office to 

create promotional materials for campus events. 

Designed posters, newspaper ads, and flyers. 

 

Graphic Designer/Freelance    XXXX-XXXX 

Designed logo for UWSP Student Hunger Clean-Up. 

Created flyer and invitation for Riverfront Arts Center, Stevens Point. 

Co-designed book cover of On Wisconsin! through Cornerstone Press at UWSP. 

 

ACTIVITIES 

American Institute of Graphic Artists (AIGA), Stevens Point Chapter 

 Member, XXXX-present / Secretary, XXXX-XX 

 Attended Wisconsin Portfolio One-on-One Review, XXXX and XXXX 

Student Government Senator (elected to represent peers in College of Fine Arts & 

Communication), XXXX-XX 

Centertainment Productions Team Member, XXXX-XX 

Student Hunger Clean-Up Volunteer, XXXX and XXXX / Coordinator, XXXX 

Volunteer Art Instructor at Head Start Program, XXXX-XX 

 

HONORS & EXHIBITIONS 

Chancellor’s Leadership Award, XXXX 

Midstates Regional Graphic Design Competition, Marxhausen Gallery, Lincoln, NE, XXXX 

 Juror:  Ted Jordan, Hallmark Corporation 

Wisconsin Student Graphic Design Exhibition, Carlsten Art Gallery, UWSP, XXXX 

 Juror:  John Doe, Art Director, Penguin Books 

UWSP Juried Student Exhibition, Carlsten Art Gallery, UWSP, XXXX 

 Juror:  Mary White, Kohler Art Library 

Member of Dean’s List, XXXX-XXXX 

 

 

CHRIS R. FARNSNARKLE 

 

Present Address:  Permanent Address: 

1000 College Avenue 2000 Stewart Avenue 

Stevens Point, WI  54481 Wausau, WI  54401 

Telephone:  (715) 341-9876 Telephone:  (715) 845-1234 

E-mail:  you@uwsp.edu E-mail:  you@anotherisp.com 

 

 

Professional Position leading to professional responsibilities in wildlife ecology research, with 

Objective: opportunities for advancement based on merit. 

 

 

Education: BS, May XXXX 

 University of Wisconsin-Stevens Point (UWSP), Stevens Point, WI 

 Major: WILDLIFE 

 Major: BIOLOGY 

 Minor: CHEMISTRY 

 Cumulative grade point average:  3.67 (4.0 = A) 

 

 

Special Spanish Vascular Plant Taxonomy 

Courses: Ornithology Geographic Information Systems 

 Organic Chemistry Natural Resources and Public Relations 

 

 Summer Camp.  Six weeks of intensive field exercises devoted to practicing techniques 

commonly used to inventory and manage forest, soil, water and wildlife resources.  

Special emphasis was placed on teamwork, oral and written reports, mapping, air photo 

interpretation, vegetation identification, and use and maintenance of tools and 

equipment. 

 

 

Special Biology Department, UWSP Academic year XXXX-XX 

Project: BIRD REHABILITATION PROTOCOL.  Independently located research and contacts on 

orphaned loon chick rehabilitation procedures for Raptor Education Group, Inc.  

Continued project by writing paper defining procedures and techniques. 

 

 

Experience:  Minnesota Department of Natural Resources, Waterville, MN Summer XXXX 

 HABITAT RESTORATION INTERN.  Built and maintained shoreline habitat projects to 

restore shoreline to its natural state, creating habitat for turtles, waterfowl, songbirds, 

and insects.  Prepped sites by installing fabric and logs made of coconut fiber and 

mulched further upland.  Introduced native vegetation to the site area to prevent soil 

erosion and create habitat. 

 ! Submitted research paper that defined benefits of shoreline habitat restoration.  

Earned “A” grade and 6 college credits. 

 

 US Fish and Wildlife Service, Portage, WI Summer XXXX 

 VEGETATION MANAGEMENT INTERN.  Collected data on 5 acre field of Eastern 

Prairie Fringed Orchid.  Entered data into computer and organized old data.  Used a GIS 

to make a map of all sampled plants; observed work of Private Land Specialist; worked 

with landowners. 

CHRIS R. FARNSNARKLE Page 2 

 

 

Experience: Buildings & Grounds Dept., UWSP Academic years XXXX-XX, XXXX-XX 

(continued) STUDENT GROUNDS WORKER.  Maintained 600+ acres of campus grounds and 

 plantings by mowing, collecting and removing leaves and trash, pruning trees and 

shrubs, weeding, and shoveling snow.  Cleaned campus fleet vehicles.  Assisted with 

various projects in campus buildings.  Often worked independently.  Employed 14 

hours/week while enrolled as a full-time student. 

 

 Bill Jones, Vesper, WI Summers XXXX-XXXX 

 FARM HAND.  Milked 50+ cows in Grade “A” operation, fed additional cattle, cleaned 

barn and other outbuildings, bedded stock and stored feed.  Developed and refined a 

strong work ethic and sense of individual responsibility in a team environment. 

 

 

Special ! Physically fit with proven strength and endurance, as well as a tolerance for adverse 

Skills:  conditions. 

 ! Productive in unsupervised settings. 

 ! Routinely meet or beat deadlines. 

 ! Competent in use of GPS and GIS as tools to document field resources. 

 ! Proven ability to identify flora and fauna in the field. 

 ! Experienced in the use of hand and power tools. 

 ! Computer literate. 

 

 

Background  Developed strong interest in field biology through working as a farmhand in high school. 

and Interests: Active member of The Wildlife Society (UWSP Student Chapter) and TriBeta, the UWSP 

Student Chapter of the National Biological Honor Society. 

 

 

References: Furnished upon request. 

Sample 2 Sample 3

Sample 4 - page 1 Sample 4 - page 2
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Job Fair Preparation

Job or career fairs are great events for meeting employers and investigating opportunities!
Fairs vary in size and may focus on particular sectors of the market. They typically consist
of booths or tables staffed by recruiters from participating organizations. These events are
designed to permit candidates and employers to meet face-to-face for a few minutes and
exchange information, but there sometimes may also be opportunities for on site
interviews. It is important to research the particular event you are considering attending to
be sure it is appropriate to your needs. You will have the best experience if you do your
homework before attending so you make the best use of your time and present yourself
most professionally.

TTIIPPSS  FFOORR  SSUUCCCCEESSSS  AATT  FFAAIIRRSS

- Research the employers who will be attending to determine those who match your
interests and professional goals. Many events offer lists of participating employers with
links to their Web sites. Some events charge fees to attend but may offer a reduced rate
if you preregister – take advantage of this option if it is appropriate.

- Prepare pertinent questions to ask employers, and be prepared to answer questions
about your goals, work experience, grades, etc.

- Develop and practice a short self-marketing presentation, referred to by some sources
as “an elevator introduction.” With many candidates attending job fairs, it is likely that
you will not have a long time to interact with any recruiter. If you have taken the time to
prepare a brief description of your qualifications and interests, you will make good use
of everyone’s time and demonstrate your consideration for others.

- Create/update your resume, being sure it is concise and focuses on appropriate
academic and/or work experiences. Proof it carefully for mistakes. Take an ample
supply of professional-looking copies to the fair. Offer copies to recruiters and do not be
put off if some indicate you need to apply online instead of, or in addition to, taking
your paper copy. Ask if they have any tips for completing the online application and be
sure to follow through if you are interested in their opportunities. This ensures your
information will be in their system for consideration.

- Dress nicely. A suit may not be required, but you will look more professional if you
wear one. Regardless, your clothes should be businesslike, neat and clean. Your
appearance makes the first impression and you want to be sure it is positive.

- Arrive early to meet with employers while they are fresh, and stay as long as possible to
gain the maximum benefit from the experience.

- Come with a high energy level – you could be on your feet for a long time.

- Bring your resume or other materials in a professional-looking portfolio or small
briefcase. Leave your backpack, large purse or other gear at home rather than carrying
it with you. Typically you will be able to leave your coat in a coatroom.

- Upon arrival, do a walk-through of the fair to locate the employers of interest to you.
Observe how other candidates are approaching the tables. Do not “cruise the booths”
with your friends – interact with employers on your own!

- Practice your approach. Visit your lower priority employers first. When you are ready,
visit the employers on the top of your list.

- Smile when you introduce yourself, maintain good eye contact and offer a firm
handshake.

- Be courteous at all times, and let your positive attitude show.
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- Be sure to get a business card from recruiters you talk with, or write down their contact
information. At the end of your conversation, ask what your next step should be if
interested in pursuing their opportunities.

- Take paper and pen to write down important notes and take a few minutes after each
employer interaction to do so.

- Follow up your contacts with a thank-you note or e-mail.

Take this opportunity to explore your options. Speak with organizations you may not have
considered before. The recruiters can be excellent resources in your job search and
decision making process!

Check page 22 and the Career Services Web site for a listing of career fairs and related
events sponsored by UWSP, as well as those offered elsewhere which are open to
attendance by UWSP students and graduates:
www.uwsp.edu/career/interviewsandfairs/CareerFairs.htm

Interviews and Beyond

PPRREEPPAARREE  FFOORR  IINNTTEERRVVIIEEWWSS

You have made the cut and have been invited to an interview - this is great news!  It is time
to review what you know and do more homework to be sure you are as prepared as
possible for this next step in the hiring process.

FFiirrsstt  ––  KKnnooww  YYoouurrsseellff
- Review your strengths and weaknesses in relation to skills and personal attributes. Be

able to identify your strengths, and have examples to offer of where or how you have
demonstrated their pertinence to the job for which you are applying.

- Be clear about your interests – what you enjoy as a regular part of your work life.
- Understand your priorities/values and how these apply to the position and employment

setting.

SSeeccoonndd  ––  KKnnooww  tthhee  IInntteerrvviieeww  PPrroocceessss
- Verify the date, time and location of the interview.
- Ask for the name and title of the person or people who will be interviewing you (get the

correct spelling and pronunciation).
- Request the “agenda” for the day.
- Determine the appropriate attire for your interview. Try on your clothes and shoes in

advance to be sure you have everything you need, that they fit and are clean and neat.
Borrow or buy any needed items before the day of your interview.

TThhiirrdd  ––  KKnnooww  tthhee  EEmmppllooyyeerr  aanndd  PPoossiittiioonn
- Get a copy of the job description if one is available.
- Review the employer’s Web site and/or literature.
- Gather relevant facts such as:  major products or services, customer base or service

population, size of organization in terms of sales and employees, locations, major
competitors, names of key people in the organization, latest news on the employer and
their industry.

PPrreeppaarraattiioonn  TTiippss
- Try to be well rested before your interview.
- Practice responses to sample questions and/or do a mock interview. 

(See the following information about InterviewStream mock interview system
available through Career Services.)

- Prepare questions you want to ask the employer.
- Arrive at your interview 5-10 minutes early.

Interviews and Beyond continued...
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PPRRAACCTTIICCEE  IINNTTEERRVVIIEEWWIINNGG

Learn more about interviewing and practice your interviewing skills using
InterviewStream, the Career Services mock interview system. This innovative system
uses a webcam to record your appearance and responses, and provides tools to help you
assess your performance. You have the option of selecting up to 10 questions to be asked,
or using a preselected set of questions. All interview sessions are 30 minutes in length.

You are able to use this system from your home if you have an Internet connection, a
computer and webcam. To more fully simulate an actual interview, you are welcome to visit
Career Services to conduct your mock interview from our office. To schedule your interview
at Career Services, please call our office at 715-346-3226.

Log in to the system from the link at  http://uwsp.interviewstream.com
New Users: Create your account by clicking on that link
Returning Users: Enter your e-mail and password

This site also includes a demonstration of how to use the various features of the system,
expert tips and advice on how to answer some of the most common questions asked in
first-round interviews, and a 30-minute webinar, viewable at your convenience, to help you
master the interview process.

TTHHEE  IINNTTEERRVVIIEEWW  PPRROOCCEESSSS

There are many types of interviews but most will last between 30-60 minutes and follow a
similar format:  introductory exchange/small talk, followed by mutual discussion of your
background and qualifications as related to the employer’s needs, time for your questions
and concluding with what will happen next.

TTyyppiiccaall  ttooppiiccss  aaddddrreesssseedd  iinn  aann  iinntteerrvviieeww  iinncclluuddee::
- Career objective or goal
- Type of job sought
- Knowledge of/interest in the employing organization
- Personal qualifications/skills
- Reasons for career choice
- Educational preparation
- Previous employment
- Geographic considerations
- Achievements
- Activities and interests

TTyyppiiccaall  eevvaalluuaattiioonn  ccrriitteerriiaa  iinncclluuddee::
- Communication skills - Attitude and motivation
- Educational preparation - Related experience
- Maturity and judgment - Preparation for the interview
- Career direction or goals - Appearance
- Personality

When you greet your interviewer, stand, establish eye contact, smile, and give a firm (but
not painful) handshake. Wait until your recruiter is seated, or invites you to be seated,
before you sit down. Use your body language to show interest – sit upright and maintain
good eye contact. Listen carefully and offer concise, descriptive responses. Whenever
appropriate, offer examples to demonstrate your points. (The “STAR” approach to
answering questions uses description of Situation, Task, Action, Result to frame your
response.)  Ask intelligent, well thought-out questions. Project enthusiasm and confidence.
At the conclusion of your interview, stand, smile, and shake hands. Thank the interviewer
and, if appropriate, express your continuing interest in the position.

Interviews and Beyond continued...
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FFOOLLLLOOWWIINNGG  TTHHEE  IINNTTEERRVVIIEEWW

You might think your work is over at this point, but there are other steps you need to take to
demonstrate your continuing interest.
- Before leaving your interview you may want to ask people you spoke with for their

business cards. Send a thank-you note to each interviewer promptly.
- Take time to review the process and your performance. Keep track of the name and title of

the person with whom you interviewed, what the job entailed, next steps, and ways you
could improve your performance.

- If you were asked to provide additional information or materials, be sure to follow up
promptly.

- Think about what you learned in the interview and evaluate whether this position and
employer would be a good fit for you.

For additional information on interviewing, including sample questions, check resources at:
www.jobweb.com (click on “Resumes and Interviews”)

AADDDDIITTIIOONNAALL  CCOONNSSIIDDEERRAATTIIOONNSS

SSoocciiaall  NNeettwwoorrkkiinngg  SSiitteess
If you are like many college students, you have one or more online profiles on social
networking sites such as Facebook.com or MySpace.com. Photos, blogs, journal entries
posted on the Web are public information and could have a significant impact on your
employment search. If not before the interview, employers may turn to the Web for more
information about you following your successful interview. An increasing number of
employers report reviewing job applicant profiles on social networking sites, or “Googling”
candidates to check information that is posted. While you may believe information you post
is private, the reality is that it is accessible outside your circle of friends. If you are identified
in a picture that someone else posts you will still come up in a search. Your best protection is
to not share any information you would be ashamed of if it appeared on the front page of the
newspaper!  If you discover potentially negative information about you on someone else’s
site, contact the owner and ask that it be removed.

RReellooccaattiioonn  RReessoouurrcceess
If you need help in relocating to a new community or state, these resource links may help
- www.careeronestop.org/RELOCATION/RelocationCenterHome.asp 
- www.homefair.com

EExxpplloorree  IInntteerrnnaattiioonnaall  OOppppoorrttuunniittiieess
- www.uwsp.edu/career/studentsAndAlumni/locatingJobsPractical/intnlEmployment.aspx

(select Going Global)

SSaallaarryy  EExxppeeccttaattiioonnss//NNeeggoottiiaattiioonn
This site provides details about current starting salaries being offered nationwide to new
college graduates, salary data for select occupations, how to negotiate salary and evaluate
offers, information on benefits and related topics
- www.jobweb.com/jobmarket.aspx?folderid=72

SSaallaarryy  IInnffoorrmmaattiioonn
- http://jobstar.org/tools/salary/index.php
- www.salary.com

CCoommppaarriissoonn  ooff WWaaggeess  BBeettwweeeenn  WWiissccoonnssiinn  CCoouunnttiieess
- http://worknet.wisconsin.gov/worknet/default.aspx (select Wage Comparison)
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UWSP Sponsored Career Events
For a complete listing of career fairs and related events open to UWSP students, go to
www.uwsp.edu/career/interviewsandfairs/CareerFairs.htm

FFaallll  JJoobb  FFaaiirr::
Tuesday, September 8, 2009; 10:00 a.m. – 3:00 p.m.
Dreyfus University Center – Laird Room
(Part-time employment opportunities in this area.)
Further details:  www.uwsp.edu/centers/sieo/employment/jobfair/index.asp

PPaappeerr  SScciieennccee  &&  EEnnggiinneeeerriinngg  EEmmppllooyymmeenntt  FFaaiirr::
Thursday, October 8, 2009; 5:00 p.m.– 7:30 p.m.
Dreyfus University Center – Laird Room
(Intern, co-op and career-level opportunities specifically for UWSP Paper Science &
Engineering students.)
Further details:  www.uwsp.edu/papersci/Program/employ.aspx

SSuummmmeerr  CCaammpp  aanndd  RReeccrreeaattiioonnaall  FFaaiirr::
Tuesday, February 9, 2010; 10:00 a.m. – 3:00 p.m.
Dreyfus University Center – Laird Room
(Summer employment with camps and recreational facilities throughout the region.)
Further details:  www.uwsp.edu/centers/sieo/employment/jobfair/index.asp

NNaattuurraall  RReessoouurrcceess  CCaarreeeerr  FFaaiirr::
Thursday, February 18, 2010; 10:00 a.m. – 3:00 p.m.
Dreyfus University Center – Laird Room
(Intern and career-level opportunities in natural resources/science fields.)
Further details:  contact Sue Kissinger at skissing@uwsp.edu -or- 715-346-4081

CCeennttrraall  WWiissccoonnssiinn  CCoolllleeggiiaattee  JJoobb  FFaaiirr::
Tuesday, February 23, 2010; Noon – 4:00 p.m.
Dreyfus University Center – Laird Room
(Intern and career-level opportunities throughout Wisconsin and elsewhere.)
Further details:  www.mstc.edu/jobfair.htm

SSuummmmeerr  JJoobb  FFaaiirr::
Tuesday, April 6, 2010; 10:00 a.m. – 3:00 p.m.
Dreyfus University Center – Laird Room
(Summer employment opportunities throughout Wisconsin and elsewhere.)
Further details:  www.uwsp.edu/centers/sieo/employment/jobfair/index.asp

WWiissccoonnssiinn  EEdduuccaattiioonnaall  RReeccrruuiittmmeenntt  FFaaiirr  ((WWEERRFF))::
Thursday, April 8, 2010; 2:00 p.m. – 7:00 p.m.
Memorial Union – UW-Madison campus
(Teaching opportunities with both Wisconsin and out-of-state school districts.)  UWSP
students and graduates are able to preregister through WECAN for $5. People who are not
preregistered pay $20 fee at the door.
Further details:  http://services.education.wisc.edu/werf
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