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WHAT IF THERE WAS AN
ALTERNATE ROUTE?

Shorten your ETA and accelerate your career in about 18 months’
time. As a qualified candidate in our United Career Path Program,
you'll get trained, instruct others, and we’ll help you reach your 1,500
hours needed to fly commercial. Better yet, our program will also
prime you for placement in United Airlines’ hiring pool as First Officer
when you finish the program. Welcome to your new flight path.

>

Lufthansa .
Aviation Training unitedcpp.com



And Industrial Supplies Since 1858

SINCE 1858 hajocacareers.com | careers@hajoca.com | mm ed |ate | y an d I on g 'term?

HAJOCA Gocaopinons sears How can your degree pay off for you

Become a Leader

Join Hajoca's Management Training and Development Program.
This program is a source of external talent for leadership positions.
We hire high-potential people and place them in top-performing
locations where they learn from Hajoca's most proven leaders.

In exchange for their dedication, trainees get personalized training,
financial rewards and career growth. They also work alongside a
dedicated team in a fun environment where their responsibilities are
diverse and their actions make measurable contributions to Hajoca's
success. So what do we look for in applicants to the program?

1> A Bachelor's degree with a solid GPA

2» Demonstrated leadership in educational, athletic, professional
or social activities

» Willingness to relocate
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4> Desire to run your own business

5 Passion for challenging and rewarding work
6

» A wide breadth of skills

If you have drive and imagination, if you set high expectations and
have the determination to exceed them, please view our current
career openings at hajocacareers.com

Want to Learn More?

Contact Tori Lombardi | tori.lo
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About this Guide

Career is a Lifelong Adventure

It is our intention to provide information, samples and worksheets throughout this guide to help you with
your own career adventure. Consider this a journey with no real ending, only many interesting stops
along the way. Although this guide cannot cover everything related to career planning, we have tried to
touch on many of the common questions and steps we all share.

Career planning is a deliberate process of examining yourself,
your goals and the world around you. It is a continuous
process of decision-making, in which we engage throughout
our lives. You are in charge of your career plan and how it
develops. A career is the culmination of one’s life of work;
including what we study, where and what we do for work,
our passions, the circumstances of our lives and even what
we do for fun.

There are several leading theories of career development
and each looks at the planning process through a different
lens, however, there are similarities across theories. The
model, to the right, is a graphic depiction of the universal,

life-long process of career planning. We move through the
stages fluidly, often repeating the process as our life changes
and our desires evolve.

WMU is committed to your success. Visit with our staff and

others who will provide support and the guidance you need
to make your decision(s).

For assistance call or visit:

Career and Student Business Majors:
Employment Services The Zhang Career Center
1401 Ellsworth Hall 3020 Schneider Hall
(269) 387-2745 (269) 387-2711
wmich.edu/career wmich.edu/business/career

Content Contributors: Wayne Bond, Julie Carr, Kim Crandall, Deveta Gardner, Sarah Hagen,Geralyn Heystek,
Lynn Kelly-Albertson, Caroline Ray, and Robert Stewart

Graphic Design: Kim Crandall; Ad Sales: Erin Leigh; Printer: Rogers Printing
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Career Events

Career and Student Employment Services (CSES) and the Zhang Career Center (ZCC) coordinate several
diverse job fairs and career-related events throughout the school year. The chart below is intended to
serve as a guide for job seekers to know which events occur at which point in the year. Please refer to
the “Fairs” and “Events” tabs in Handshake for specific details, including dates, times and locations for

all events.
Fall Events
Nurse Networking Day
Engineering Expo
Meet the Firms with Beta Alpha Psi
ISM Career Night
Marketing, Sales and Food Marketing Career Night
Career Day Prep Event
Business Career Day
Resume Critique Day
Practice Interview Day
IT Career Night
Women in Leadership Conference
Finance Career Night
International Student Resource Event
JC Penney Suit-up Event
Bring your “A Game” workshop

Spring Events

Career Fair Prep Event
WMU Career Fair
STEM Job Fair
Government and Nonprofit Career Fair
Education Career Fair
Aviation Outlook Day
Resume Critique Day
Practice Interview Day
Business Externship Showcase
ISM Career Night
Marketing, Sales and Food Marketing Career Night
Small Business Entrepreneurship Panel
Business Etiquette Dinner
JC Penney Suit-up Event
Bring your “A Game” workshop

o tid

residential opportunities inc.

(] (] I
Now hiring!
Looking to make a difference in the lives of
individuals with disabilities? Residential Opportunities,
Inc. is hiring Direct Support Professional, Behavior
Technician and Applied Behavior Analysis Tutor

positions.

00600

community. home. independence.



Workshops and Presentations

Career and Student Employment Services (CSES) and the Zhang Career Center (ZCC) provide workshops
and presentations on career-related topics. Whether you are a faculty member wanting to introduce
career services in your class or a Registered Student Organization needing a session on resume creation
for your members, our full-time career development specialists and part-time student outreach
employees can help!

Presentation topics can include:

e Effective resumes e Networking
e Interviewing e and much more

Please contact our offices to schedule your presentation.

Career and Student
W Employment Services
1401 Ellsworth Hall
(269) 387-2745

wmich.edu/career

Business Majors:

The Zhang Career Center
3020 Schneider Hall
(269) 387-2711
wmich.edu/business/career

Follow your nose & strike gold!
KEL LOGGCAREER S.COM/STUDENTS

#lnternatﬂ’

- Kellogg ’s Careers y @KelloggsCareers
- Kellogg Company @lifeatkelloggs_us

©,™,© 2018 Kellogg Co.
Kellogg Company is an equal opportuni  ty employe r.




Career Assessment

This is not a test!

In what type of environment would | like to workeeseeecescee
HOW dO | ||ke to Work Wlth people00oooooooooaoooooooooooooo

What are my Strengths and Sk|”s e00eecccccccc00000000000 000

If you have questions like these...
then Career Assessment can help you!

-

WMU Career and Student Employment Services and the Zhang Career Center in the Haworth College of
Business, offer several career inventories to help guide you in the process of choosing a major or career.
These are NOT tests, nor will they predict what career field you should enter. Instead, they will assist in
evaluating your strengths, interests, values, skills and personality style within the workplace and allow
you to generate satisfying options for your WMU major and career path.

Assessment Tools

@ Focus2 f9¢»?

Complete the FOCUS assessment to discover your values, interests, skills
and personality. Get an interpretation in the Career Zone, the Zhang Career
Center or self-select your major options through the assessment site.

e Think about the classes, activities, reading, research you love to do.

e Find at least 5 potential careers you may enjoy. Compare and contrast
requirements for education, everyday tasks, salary, knowledge/skills
and career outlook.

e Make a list of priority career values (from the FOCUS assessment) and
ensure your potential occupations match them.

To take this FREE assessment, go to wmich.edu/career, and click on the
Students tab on the left. Scroll to and click on FOCUS 2 and
follow further instructions.

To take the assessments, on the following page, >
schedule an appointment with a Career Development Specialist:
Career and Student Business Majors:
Employment Services The Zhang Career Center
1401 Ellsworth Hall 3020 Schneider Hall
(269) 387-2745 (269) 387-2711

wmich.edu/career wmich.edu/business/career
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CliftonStrengths’

MYERS-BRIGGS TYPE INDICATOR (MBTI)
How does your personality fit into your career options?

What gives you energy? How do you take in and remember information?
How do you prefer to make decisions and organize your life? What does this
mean for your happiness at work? Self awareness is the first step in making a
satisfying career choice.

The Myers-Briggs assessment will help you identify with one of 16 personality
types in order to allow exploration of your natural preferences and
compatibility with other people. The goal is self-awareness in reference to
career/life choices.

CLIFTONSTRENGTHS FOR STUDENTS
What are your strengths and how do you tell people about them?

As a society, we tend to focus on our weaknesses and how to improve them.
However, research from The Gallup Organization says that if you are aware
of your talents and are committed to developing them, you are more likely
to successfully navigate obstacles and reach your goals. Strengths Finder is a
timed assessment founded in positive psychology and geared at uncovering
one’s patterns of natural talent; it is all about what is right with you. How do
you build relationships, execute work, solve problems and influence others?
Strengths will provide you with a customized report describing your top 5
themes of talent. You will receive suggestions and action items in order for
you to discover, develop and apply your unique abilities in academic, career
and personal areas. From this assessment, you may elect to build strength-
based resumes, personal commercials and interviewing techniques.

STRONG INTEREST INVENTORY

Get a snapshot of your interest patterns to assist in making major/future job
decisions.

Do you have so many interests that you don’t know where to start? Maybe
you’re wondering what future occupations will match up with things you
already like. If so, this assessment might be a great option for you. The Strong
Interest Inventory is a 30-minute online assessment measuring your areas of
interest in a variety of occupations. This assessment is built on years of solid
research and the 6 scales of occupational career personality types, (Realistic,
Investigative, Artistic, Social, Enterprising and Conventional). Learn how your
interest patterns match up with professionals who feel successful and like
their work.



Abbott is a Global Healthcare company and
we're committed to helping you live your
best possible life through the power of
health. For more than 125 years, we've
brought new products and technologies to
the world in nutrition, diagnostics, medical
devices and branded generic
pharmaceuticals. Abbott Nutrition is the
largest division at Abbott and is behind
some of the world's most trusted names in
pediatric, therapeutic, and healthy living
nutritional product brands such as:

e Similac® Advance®, Similac Expert Care™
Alimentum® and Similac® Soy Isomil® in
infant formulas

o PediaSure® and Pedialyte® for children

e Ensure® and ZonePerfect® for active adults

e Glucerna® for people with diabetes

Abbott

Our Manufacturing Plant in Sturgis, Ml
has the following openings for:

Supervisors
Operators
Engineers
Electricians
Mechanics

Qualified candidates may apply at
www.abbottcareers.com

Please search for STURGIS, Ml as
location

Follow your aspirations to Abbott for diverse
opportunities, competitive salaries, great
benefits, a 401(k) retirement savings plan, a
company paid pension plan and Cash profit
sharing, all with a company providing the
growth and strength to build your

future. Abbott is an Equal Opportunity
Employer, committed to employee diversity.

GREEN BAY PACKAGING

SMART PARTNERS...SMARTER SOLUTIONS

Great Opportunities

for...

» Structural Designers

* Graphic Designers

* Estimators

* Finance /Accounting

* Sales Representatives

* Customer Service Representatives




Explore Careers and Get Experience

Internships, externships, part-time jobs, service learning and participation in a Registered Student
Organization (RSO), are great ways to develop professional skills. These opportunities increase your
competitive edge for professional positions after graduation. Opportunities are posted year round in
Handshake. See page 38 for more information wmich.joinhandshake.com

Internship

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

Internship FAQs: wmich.edu/career/students/internships

Externships

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

Part-time Job

On-Campus - Consider working in academics, the Library, Dining Services or program offices
throughout campus. Campus contacts can serve as references for internships and professional
employment after graduation. Work Study options may also be available based on your financial
aid package.

Off-Campus - Many local retail stores, restaurants
and non-profit organizations seek student
employees each year. In addition to references,

you will build skills to use in future positions. e St‘artmg to

. _ build your professional
Service Learning brand. right now, Take

advantage of all the

Service learning is a mutually beneficial endeavor

in which course learning objectives are met meeSS’O“'a/ and personal growth
by addressing community-identified needs-- opportunities available to you at
putting academics into practice. Service learning WMU! Get l'nvo/ved, and make
always includes critical reflection of the work, your time count.
interactions and learning regarding the service. Valerie Penn

It is a collaboration among community partners,
students and professors/instructors/staff.
wmich.edu/servicelearning

Republic Airline

Student Organization Leadership

Leadership programs are co-curricular, meaning that they add to your classroom learning.
The ultimate goal is for you to develop into a well-rounded person and be able to transfer the
leadership skills that you acquire in life beyond and outside of Western Michigan University.
wmich.edu/studentengagement/rso




Explore Careers through Informational Interviews

Informational interviews are a process for gathering career information from reliable “inside” sources.
They are a way to gain first-hand knowledge about a career by speaking with someone who is in your
position of interest or who is familiar with the industry.

Who can you ask?

You can ask anyone you know to help you connect with someone knowledgeable about the career
in which you are interested. Family, friends, fellow
students, faculty, WMU alumni and co-workers are
great resources and they can be experts themselves. If
not, they may know someone who is and can make an
introduction for you.

\

*  Think about the connection as a
way to build a relationship and

expand your network
Social media sites such as LinkedIn and Twitter are

another source for making connections. LinkedIn
groups will help you find alumni who are working in the
industry and may be willing to talk with you (in person,
by phone or through email) and share their perspective.

* Informational interviews are
not about asking for a job or a
job lead; the point is to learn
something

*  The person you have made a

] connection with is doing you
Your own cubicle? a favor — follow their lead on
whether meetings should take

place in person, by phone or

by email. It is about what is

convenient for them
Choose the Enterprise Management Training

Program. This tells the world you're serious.
Serious about learning how to run a million-
dollar business, serious about joining an

* Do your homework before the
meeting — try to learn more
about the person you are

industry leader, and serious about having fun meeting
with a team that’s as motivated as you. That's » Set the agenda and know what
why we have repeatedly been recognized as you want to ask

a great place to launch a career.
T * Be respectful and do not

Go Broncos! overstay your welcome; ask the
person how much time they

go.enterprise.com have

«  Always send a thank you note
Talent Acquisition Specialist or email to the et who
breanna.l.fassbender@ehi.com made the connection for you, as
517-346-8929 well as the person who granted
the informational interview.

nterprise These people are now part of

your network

Equal Opportunity Employer/Disability/Veterans
©2018 Enterprise Rent-A-Car. 106010.07/18




Explore Careers through Informational Interviews (con't.)

Sample Questions
The questions below are only a starting point. Create a list of your own questions to ask during an
informational interview and make sure to tailor them to the person and/or organization you are

interviewing.

About the Interviewee

How did you get into this field/position?
What is a typical day like for you?

What professional organizations, books,

journals or writers have had the greatest
influence on your work?

Job/Occupation

All majors, go to: wmich.edu/career/students/explore

What is the preferred degree or major for
entry into this field?

Are there any entrance requirements?
What are the most rewarding and least
rewarding aspects of the job/occupation?
What qualities and skills do you feel

a person in this field should have/
demonstrate?

What is the average starting salary for an
entry level position at your organization?
What is the advancement potential for
your position?

What type of personality is the team
looking for?

What are the big challenges the position
faces?

About the Industry

What are the typical issues faced in the
work/ industry? What are the best ways to
learn more about the industry?

If you could improve one thing in the
industry, your workplace, or your
department, what would it be?

Going Forward

Who would you recommend | talk with to
further my knowledge?

Can | tell him/her that you referred me?
Would you look over my resume and let
me know what you would recommend me
adding, changing or improving?

What places would you recommend |
observe, volunteer or intern? Why?

What organizations would you recommend
joining?

What certifications do you recommend
earning?

Adapted from: careerMomentum, Kalamazoo, Ml

More Resources
What Can | Do with a Major In...?

The websites below, will help you explore career options with your major.

You will learn more about:
e Connecting your major to a career

Sample job titles and career paths based on your major

Industries and the types of employers who will hire you for your skillset
Professional associations you may join as a student and/or a professional
Tips and tricks for getting hired

¢ Industry-specific websites, occupational information and job postings

For business-specific majors, go to: wmich.edu/business/career/major-career
O*NET OnlLine has detailed descriptions of the world of work for use by job seekers, workforce
development and HR professionals, students, researchers, and more. onetonline.org

Occupational Outlook Handbook: The OOH can help you find career information on duties, education
and training, pay, and outlook for hundreds of occupations. bls.gov/ooh



Explore Careers through Networking

Networking is about getting to know people and you are doing this every day as you chat with someone
in line at the store or meet someone at a school event, or when you are visiting with a family friend.

Building your network is a valuable job search resource. To be successful at networking you must
learn to form mutually beneficial relationships with others. Someday, you may be contacted
as a networking connection for someone else. The number one way to secure
employment in today’s competitive market is through networking. The National

“Who
bl ) Association of Colleges and Employers (NACE) estimates that 75—-80% of
elonsee Ty available positions are never advertised but are filled through word-of-mouth
network? or networking.

Everyone!

There are three different types of contacts and while you may begin with those contacts closest to you,
eventually you will include all three types of contacts in your network.

Hot contact: Warm contact: Cold contact:
A person you know well A person with whom you A person with
and with whom you have have a connection, but whom you have no
a direct connection you may not know them connection
personally

Brainstorm for Contacts
Networking means developing a broad list of contacts. Initially, you will utilize your existing resources for
contacts to spread the word that you are looking for a job.

For college students and new grads, the best networking contacts are:

LinkedIn contacts Professors,
ammmups such instructors
as WMU Alumni and advisors
LinkedIn Group -
(4 ®
' ) Members of
R’glqtn&es, \ orgo;{mzatlons
riends » o and groups
and ®ec0ec00 Who o0’ ¢ you béq(ongpto
acquaintances do
?Il
¥~ know:
Classmates ~ LR IS Coacges
and former > an
classmates o® \y adwministrators
® ..
®
®

Current and

]
[ ]
[ ]
. [ ]
Alumni, o ®
including Pa re{g\ts fo rmir
0 co-workers
recent grads classor ates




Explore Careers through Networking (con't.)

Tips and Tools for Networking

Professional Appearance and Presentation:

Networking is often about first impressions. Dress well, speak professionally, make eye contact,
present yourself to impress others and don’t forget to ask for business cards. Practice your personal
commercial and be prepared to use it.

Prepare Questions:

Networking is a conversation between two people, so it is best to have questions in mind when
speaking with someone about their career. See the list of questions in “Explore Careers through
Informational Interviews” to get started (page 9).

Follow Up:

Follow up with every person you meet. A short note telling someone that you enjoyed meeting them
will solidify your initial impression and help them remember you.

Stay Connected:

Networking will be an ongoing part of how
you manage your career, so stay in touch with
your contacts. When someone helps you,

make sure you thank them. Kalitta Charte‘m

Organization and Tracking: Start Your Career Path Today
Stay organized, in a notebook, or in a .

database file on your computer. You can also
use a contact management application on
your smartphone. It is important to keep track
of your contacts and your communication
with them.

Call 1-734-985-2465
or Visit www.KalittaCharters.com
or scan QR code above for more info
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Introduce Yourself

Personal Commercial * Elevator Speech ¢ 30-Second Commercial * Personal Introduction

A key aspect of networking is introducing yourself to others. A personal commercial (also known as
an elevator speech, personal introduction, 30-second commercial) is a quick, effective way to make
an impressive introduction. You will use your personal commercial throughout your professional life,
including when introducing yourself to a potential employer at a job fair, an interview, or a chance
meeting. It is also used as the foundation for responses to the popular interview question:

7 4

Personal Commercial Examples e T »
yourself.
Example #1 S~— )

'/ Hello, | am Alexandra Hill and | will be completing my bachelor’s degree in
finance from Western Michigan University in August. | understand that you are
searching for a new investment advisor and | believe | have qualities
that would benefit your company’s goal to increase your client base
while continuing to provide sound investment advice. Last year, | was
part of a new course where the students managed $500,000 for the
Western Annual Fund and it was really exciting to see the portfolio
grow. | pride myself on being detail-oriented, analytical and driven.

Would you like a copy of my resume?

Your personal commercial should be
conversational and natural. The statement
should not sound memorized, but take care

not to ramble. You want to appear

confident, poised and professional.

Example #2

'/} Good morning, my name is Nirag Vashi and | am a secondary education student
at Western Michigan University with a focus in science. | grew up in a family of
educators and know that being a high school science teacher is my calling. My
passion for helping others has been evident in my involvement with Kalamazoo
Public Schools and as a camp counselor for the last three years.
Through these experiences, | have learned to interact with a diverse
group of people, which has increased my ability to relate to others.
| have also had the opportunity to create lessons for campers that
focused on life skills like teamwork, communication and time
management. Having been a teacher yourself, what advice could
you give me that would prepare me to be a successful educator?




Introduce Yourself (con't.)

Personal Commercial Template

Whether you are meeting people through networking or introducing yourself to a potential employer for
the first time, having a self-marketing commercial that defines who you are, what you want, and how you
would benefit an employer will help you stand out.

Try using the following template to construct your commercial —and be sure to practice it a few times
with a friend, in front of the mirror, or with a recording device (see page 49 for information on Big
Interview).

GREETING:
Hello, my name is name
lam a year in school studying major
at school name
GOAL:
| am looking for a internship / full-time position at company name

INTEREST/PASSION:

| am interested in interests related to the company / industry
m STRENGTHS:
| have many skills to contribute including strengths and skills

BRIEF EXAMPLE OF EXPERIENCE:

Previously, | worked at company name

where | achievements and / or responsibilities - use STAR method (page 50)

GQUESTION:

Ask a question to keep the conversation going see page 56 for questions to ask



Professional Etiquette

Meeting Etiquette

e Beontime—arrive 15 - 20 minutes prior to your meeting.
e A firm handshake and good eye contact demonstrate confidence.
e Avoid filler words such as “uh,” “you know,” “like”.

e Dress appropriately for the situation, organization or activity; research and even call ahead
to ask about the appropriate attire.

e What you say, how you say it and your choice of language matter; “please” and “thank
you” always work.

e Review notes, stay away from your phone.

Interview Etiquette

e Follow up on each job application with a phone call or email.
e Honestly report your GPA, dates of employment, work experience, etc.
e Always send thank you notes after interviews (see page 35).

e When offered a job or internship, it is better to ask for more time to consider than to
accept the offer and decline it later.

e Once you have accepted a job offer, stop interviewing with other organizations.

e If you are interviewing with multiple organizations, inform all parties when you get a job
offer.

e Do not forward communications (verbal or written) without consent.

Telephone Etiquette

e If you are not available to take a professional call, let it go to voicemail and call back when
ready.

e When answering your phone, use a greeting such as “Good morning, this is Juan
Rodriquez”.

e Set up your voicemail and use a professional greeting: “You have reached Sarah Smith. |
am not available to answer my phone right now, but if you leave your name, number and
best time to reach you, | will return your call as soon as possible. Thank you and have a
great day”.

e Be sure to talk slowly, clearly and concisely and return phone calls as soon as possible.

e Keep messages brief and remember to leave your name and phone number. Say the
number twice.

e Arrange to have Skype interviews in a quiet, private location and dress professionally.
e Arrange to have phone interviews in a place with a reliable connection.



Professional Etiquette (con't.)

Email and Social Media Etiquette

* Treat your email like any other business communication; watch your spelling, grammar
and verbiage.

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

e Use an appropriate email address for all business communication (firstname.lastname@
domain.com).

e Avoid ALL CAPITAL LETTERS; capital letters indicate shouting.

e Text speak (i.e. thru, u, etc.) and excessive exclamation points are not for professional
writing.

e Read what you have written before you send the email.
e Employment correspondence over email is legal and official.

e Set your Social Media profile privacy settings to high and keep any information posted
online (Facebook, Twitter, Snap Chat, etc.) professional.

Wﬂ Dining Etiquette
e Greet and introduce yourself to everyone at the table.
e Sit only after your host sits.
e Put your napkin in your lap and sit up straight.
e Keep your elbows and forearms off the table.
e Silence your phone or turn it off and do not place phone, keys or purse on the table.
e Begin to eat only after everyone has been served.
e Pace the speed at which you eat to those around you.

e Use “please”, “thank you” and Wlater
! i Dessert Spoon Glass
don’t talk with food essert Sp i
i a
in your mouth. Wine
Bread Plate
Butter Knife Dessert Fark
White
Wine
Dinner Plate v | 5 .
o =
Napkin ~x = = o
2% B AL
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Is Graduate School

There is a wealth of information available to convince
you of the value and importance of graduate school.
Only you can decide if it is right for you and when.
Graduate level education allows you to focus in on

a passion, or an area of study, that you touched on

in your undergraduate work. It can provide you with

a deeper understanding of a field, help you develop
more powerful professional relationships and increase
your marketability in certain fields. The Bureau of Labor
Statistics indicates that over a lifetime, professionals
with a master’s degree or a doctoral degree earn more
and have a lower level of unemployment than the
general population.

Graduate school requires significant resources:

Right for You?

Unemployment rates and earnings
by educational attainment, 2017

Median usual weekly earnings ($) Unemployment rate (%)

DOCTORAL DEGREE 51,743
PROFESSIONAL DEGREE 1,836

MASTER'S DEGREE [N .2
BACHELOR'S DEGREE
ASSOCIATE'S DEGREE [EEEN

SOME COLLEGE, NO DEGREE
HIGH SCHOOL DIPLOMA [ETAVI
LESS THAN A HIGH.. STl 6
TOTAL AN

Note: Data are for personsage 25 and over. Earnings are for full-time wage and salary workers.

~
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w

Source: Current Population Survev. U.S. Department of Labor. U.S. Bureau of Labor Statistics

time, money, energy and patience, to name a few. If you decide to seek a graduate degree, consider how
it will help you in your specific industry or profession. Talk with people, ask your professors, visit with an
academic advisor and shop around for the best fit for you.

&;‘f'}’CE;!"lUfE“; about what to do after graduation?
Consider Graduate Study in the
College of Arts and Sciences

Graduate Degrees that Make a Difference

Graduate programs within WMU'’s College of Arts and Sciences are
nationally recognized and internationally renowned. Comprehensive
traditional and cutting-edge master’s and doctoral degrees offered in
a wide range of disciplines give students unique and uniquely
marketable opportunities.

Our graduate students are among the nation’s best and brightest, our

award-winning faculty rank among the finest scholars and researchers
in the world, and our graduate alumni are prominent members of the

national and international community.

The College of Arts and Sciences offers more than 35 masters, and
doctoral programs. Our programs are supported by state-of-the-art
research facilities, innovative instruction, outstanding research and
travel opportunities and dedicated faculty, providing CAS graduates
a distinct advantage in any field they choose to pursue.

By

Graduate research and teaching assistantships, fellowships, travel
awards, and many other funding opportunities are available to new
and continuing students.

[
”
-
-
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®

*Source: Career Outcomes for WML Graduates
Post Gradustion Activity Repart 2006-17

Graduate:
$47,500 - $52,500

Median Salaries
Undergraduate:
$30,000 - $35,000

visi: wmich.edu/arts-sciences/graduate

For a complete list of graduate programs in the
College of Arts and Sciences
2318 Friadmann Hall Kalamazoa, M 43008-5309 | Phone: 268-387-4366

Also find us on:




Is Graduate School Right for You? (con't.)

Suggested Tasks Specific to Graduate School Preparation

e Form a list of prospective schools

Talk to faculty/staff in your field for suggestions on the appropriate number of schools to
which you should apply.

e Take the Graduate Record Examinations (GRE) test or the Graduate Management Admission
Test (GMAT)

It is important to take a practice GRE test or GMAT (these are online for free or you can
purchase study books). GRE test and GMAT preparation courses are also available. Make sure
you check to see if your program requires a subject test.

e Write your statement of purpose (also called “personal statement”)

This is usually 1-2 pages long and is an opportunity for you to discuss in more detail how you
are distinctive from other applicants.

It often includes why you are interested in the field, previous relevant academic/professional/
personal experiences, career goals and your personal characteristics/strengths that would

be an asset to the program. Check to see if your program has specific questions for you to
answer.

e Contact the professors of interest at your prospective schools

This early networking shows interest in the program and professor and helps to make you
distinctive when the graduate college is looking through piles of applicants.

e Request official transcripts from your undergraduate/graduate institution to be sent to your
prospective schools

Most require that is sent directly to them. There will be a small cost per transcript.
e Polish your curriculum vitae (CV ) or resume

Check to see what your school/program prefers. Remember that these are different
documents. See page 32 on how to write a CV.

e Request letters of recommendation from your professional contacts

Usually 2-3 recommenders are required. Check to see if your school/program has
specifications for their qualifications (i.e. faculty).

Be sure to provide your recommenders with a copy of your statement of purpose and CV/
resume.

e Double check the application requirements

Some schools/programs require other materials such as a writing sample, personal essays or
portfolio.

e Keep a record of all of your sent materials
e Fill out the FAFSA online and look into private loans, grants and fellowships
e Look to see if there are graduate assistant positions

This is a great opportunity to gain experience in your field and get paid while completing your
program.



Are You Career Ready?

Career Readiness defined By NACE
(National Association of Colleges and Employers)

As a college student there are certain skills and competencies that you should have by the time you
graduate. These competencies span across all majors and industries. The competencies are:

Critical Thinking/Problem Solving:

Exercise sound reasoning to analyze issues,

make decisions and overcome problems. The
individual is able to obtain, interpret and use
knowledge, facts and data in this process and may
demonstrate originality and inventiveness.

Professionalism/Work Ethic:

Demonstrate personal accountability and
effective work habits, e.g., punctuality, working
productively with others, time workload
management and understand the impact of
non-verbal communication on professional work
image. The individual demonstrates integrity
and ethical behavior, acts responsibly with the
interests of the larger community in mind and is
able to learn from his/her mistakes.

Oral/Written Communications:

Articulate thoughts and ideas clearly and
effectively in written and oral forms to persons
inside and outside of the organization. The
individual has public speaking skills; is able to
express ideas to others; and can write/edit
memos, letters and complex technical reports
clearly and effectively.

Information Technology:

Select and use appropriate technology to
accomplish a given task. The individual is also able
to apply computing skills to solve problems.

Teamwork/Collaboration:

Build collaborative relationships with colleagues
and customers representing diverse cultures,
races, ages, genders, religions, lifestyles and
viewpoints. The individual is able to work within
a team structure and can negotiate and manage
conflict.

Global/Intercultural Fluency:

Value, respect, and learn from diverse cultures,
races, ages, genders, sexual orientations,

and religions. The individual demonstrates,
openness, inclusiveness, sensitivity, and the
ability to interact respectfully with all people and
understand individuals’ differences.

Career Management:

Identify and articulate one’s skills, strengths,
knowledge and experiences relevant to the
position desired and career goals and identify areas
necessary for professional growth. The individual

is able to navigate and explore job options,
understands and can take the steps necessary to
pursue opportunities and understands how to self-
advocate for opportunities in the workplace.

Leadership:

Leverage the strengths of others to achieve
common goals and use interpersonal skills to
coach and develop others. The individual is able
to assess and manage his/her emotions and those
of others; use empathetic skills to guide and
motivate; and organize, prioritize and delegate
work.



NACE Job Outlook 2017

EIGHT CAREER READINESS COMPETENCIES *
WEIGHTED AVERAGE RATING*
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*5-point scale, where 1=Not at all proficient, 2=Not very proficient, 3=Somewhat proficient, 4=Very proficient, 5=Extremely proficient.

Student

Business students contact: i
Professional

Danielle Field, Program Manager .
danielle.field@wmich.edu Readiness
wmich.edu/business/academics/spurs Sepies

SMWWWZ‘&W/

The Student Professional Readiness Series (SPuRS) is a
co-curricular graduation requirement in the Haworth
College of Business at Western Michigan University,
ensuring that all undergraduate business students invest |
in their own career readiness, earn their spurs and
graduate with the competencies desired by employers:

Critical thinking and problem solving
Oral and written communications
Teamwork and collaboration

Digital technology

Leadership

Professionalism and work ethic
Career management
Global/intercultural fluency




Skills Employers Want in College Graduates

Defined By NACE 2018

EADERSHIP
73% OMMUNICATION
80%
EAMWORK ORK
83% LM ETHIC
SOLVING
0
83% 68%
% of
Attribute Respondents
Get inside Problem-solving skills 82.90%
c Ability to work in a team 82.90%
the m'nd Of a Communication skills (written) 80.30%
recruiter or Leadership 72.60%
H 0,
mployer! Strong‘work etth . ‘ 68.40%
Analytical/quantitative skills 67.50%
Communication skills (verbal) 67.50%
Initiative 67.50%
Detail-oriented 64.10%
Flexibility/adaptability 60.70%
Technical skills 59.80%
Interpersonal skills(relates well to others) 54.70%
Computer skills 48.70%
Organizational ability 48.70%
Strategic planning skills 39.30%
Creativity 29.10%
Friendly/outgoing personality 27.40%
Tactfulness 22.20%
Entrepreneurial skills/risk-taker 19.70%

Fluency in a foreign language 4.30%



Top Five Attributes that Influence an
Employer’s Decision to Hire

Internship

Internship with their

Mai in the company

General Leadership ajor industry
work experience y
experience .
[ ]
[
[
Less INfluence seeseeseeerceccecccceccrcccccccscoccscccccccscoccsccsccccsccscoccscssssccsccccscsscoces .} Most Influence

Source: Job Outlook 2018, National Association of Colleges and Employers

2018 Average Influence of Attributes*

0.0 1.0 2.0 3.0 4.0 5.0
Has completed an internship with your... I
Has internship experience in your industry
Major
Has held leadership position GG
Has general work experience [ RGTEEEE—
Has no work experience GG
High GPA (3.0 or above) IEEEG—_—EEEE
Has been involved in extracurricular... GGG
School attended G
Has donevolunteer work N
Is fluent in a foreign language NG
Has studied abroad |G

5-point scale, where 1=No influence at all, 2=Not much influence, 3=Somewhat of an influence, 4=Very much influence, and 5=Extreme influence

*Source: Job Outlook 2018, National Association of Colleges and Employers
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Objectives, Summaries,
Profiles and Branding Statements

These statements establish a professional identity and summarize key qualifications and accomplishments
while informing the reader of position(s) being sought or career goals.

Objective

Objectives work best when you have minimal
experience in the field (i.e. student or recent
graduate), or your career goals are not obvious

Some people do not use these at all -
it is a personal choice.
Don’t use personal pronouns (I, me) and

from your experience and education. Objective N G s e glosue your needs or desires.
statements should be brief (2-3 lines), simple and Focus on what you have to offer the
specific. A recruiter is interested in what you can employer.

bring to the company.

Be specific and align with employer needs

e State the job title and organization, if applying for a specific position
¢ |dentify what you can contribute (strengths, skills, areas of expertise) to this specific job

Consider the following two resume objectives...

A Seeking a position allowing me to utilize my
knowledge and expertise in different areas.

Which
tells the hiring
manager
more?

o..’
or Y/

®e, A Enthusiastic management student seeking a summer internship
B with Target Stores. Offering strong communication and customer

service skills to maintain satisfied and loyal store guests. ”

Branding Statement

A personal brand is how others see you. It consists of all of the information that exsists “out there”
relating to you. We all have a personal brand.

A branding statement can be crafted to sum up this information in words that you choose. It should
address these three things:

1. Who is your audience
2. In what way can you help solve problems

3. How do you do this differently than others

i

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

n




Objectives, Summaries,
Profiles and Branding Statements (con't.)

Ssummary

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

i

Four years of editing and writing experience for college and high school newspapers.
Interned as an assistant account executive with copywriting responsibilities at a local
advertising agency. Sold advertising space, managed advertising sales, promotion,
production and circulation. Winner of the 2013 Western Michigan University
Lawrence, Clara and Evelyn E. Burke Journalism Scholarship.

n

Profile

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

"
Seeking a health services position M A N Y

leading a team to improve the lives of M AJ o Rs
patients. 9
e Redesigned an outpatient clinic
that resulted in a 15% increase in M A N Y

ductivit
. ILO(CZ/ au;r:j{e)c/‘t team to evaluate o P PO RT U N ITI Es

space utilization in a pharmacy
that managed over 3,000
medications

D Wil {26 Bielias Clit] EXPLORE  DISCOVER ¢ CONNECT
process improvement teams to

lead space utilization and process
improvement initiatives with 12
food service employees
7 Auto-Owners
INSURANCE
LIFE - HOME - CAR + BUSINESS

www.auto-owners.com/career-center




Accomplishment Statements

Identify Keywords and Phrases

Analyze job postings for position-specific keywords
Highlight the skills, personal qualities and knowledge required for the desired industry
Use O*Net www.onetonline.org to identify additional competencies that employers desire

Reflect on Experiences

Brainstorm all the ways in which you have gained knowledge, skills and abilities desired by
employers

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

Focus on Accomplishments

Think about your accomplishments using the STAR method:
“S/T” — SITUATION/TASK

e On what was the situation/task you were working? What factors contributed to a particular
challenge, e.g., budget cuts, tight deadlines, new goals from management, etc.?

“A” — ACTION

e What steps did you take to address the challenge or solve the problem?

“R” — RESULT

e What was the outcome of your actions? Did the employer use your solution? Did you save
time or money?

Effective accomplishment statements:

Specific examples of something you are proud of because you contributed to the employer’s or
team’s success

Start with an action verb and include results

Tell the reader what you did, how you did it, or how well you did it

Highlight actions that you performed using your strengths

Examples of accomplishment statements:

Spearheaded three-year strategic plan and annual fund development program to ensure long-
term financial stability; secured $10,000 grant from W.K. Kellogg Foundation for its launch
Designed and created brochures and guidelines that were adapted by the organization to increase
volunteer recruitment

Collected and analyzed data and created comparative charts to assist units of local government in
reviewing and revising a comprehensive plan for next decade

Demonstrated knowledge of current products and pricing in order to assist customers and
guarantee return business

Trained six peer mentors to provide resume assistance to student externs



Desirable Skills in the Workplace

When writing your resume, focus on the transferable skills you used to complete your work. This is
particularly helpful when your responsibilities are not directly related to your future career.

Start your skill statement with an action verb and tell the reader what you did, how you did it and why
you did it.

What to Include on Your Resume to Communicate Your Job Skills?
Balance two to five statements within the three areas below, blending all three when possible.

Example:
Tell me about a time in your most recent job when you were required to demonstrate specific job
knowledge to solve a problem.

Technical/Job

Specific Skills Y/ |
e computer skills Accurately maintained termination files of
« job or industry-specific temporary employees in a database using

knowledge & skills attention to detail and accuracy.
e academic knowledge that 1 1 4
prepared you for the career

.......I,

Communication & )
Human Relation Skills
leadership
customer service ll

listening Utilized professionalism and excellent communication

rapport building **?  Sskills when interacting with customers on a daily basis.
public speaking

conflict mangement ”
writing

coaching/training
teamwork/team buildiry

(. e o e o o o o o

Critical Thinking )

e goal setting . . .
I - Managed multiple projects simultaneously

o dete eallestem el using time management and organization.

analysis ”

e problem solving
* sound judgement ll

o time management Employed problem solving and sound judgment

: e 5 4l ****®  resolving conflicts among 10-15 year old campers.

"

-.......l,

priority setting
project management ”

decision making
- J

Apdapted from Performance-Based Development System; Developed by Dorothy DelBueno, R.N., Ph.D.




Use Your Words

Keywords

Keywords are specific words or phrases that job seekers use to search for jobs and employers use to find
the right candidates.

e These are most easily found in the job description under the responsibilities, tasks and
recommended skills sections

e Try the company mission statement or values on their website for additional ideas
* You can also search online. For example, “keywords for nursing resumes”

e Keywords can include action verbs, technical skills (programs, software, language, equipment,
etc.) and desired personal qualities

e Review your major related text books for vocabulary

Action Verbs
Action verbs describe your skills, accomplishments and experiences. The lists below are only a start.

e Search online for words/phrases specific to your area of study and expertise, for example, “action
verbs for mechanical engineering resumes”

COMMUNICATION

addressed  communicated corresponded edited interacted ~ moderated publicized  responded
advertised  composed debated encouraged  interpreted motivated  reconciled  solicited
arbitrated  conferred defined enlisted interviewed negotiated  recruited  suggested
articulated  consulted described explained involved observed  referred summarized
clarified contacted directed expressed listened outlined reinforced  synthesized
collaborated conveyed discussed formulated  marketed  presented  reported translated
drafted incorporated mediated  proposed  resolved wrote
CREATIVE THINKING & CREATIVITY
acted composed designed displayed evaluated  improved introduced  revised
adapted  conceptualized developed ~ drew fashioned initiated invented revitalized
began created directed established  formulated instituted modified shaped
combined customized illustrated  integrated predicted
FINANCIAL DATA
administered ~ appraised budgeted corrected measured programmed  researched
adjusted assessed calculated determined  planned projected retrieved
allocated audited computed developed prepared reconciled

analyzed balanced conserved estimated processed reduced



‘
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Use Your Words (con't.)

HELPING & CUSTOMER SERVICE

adapted assisted contributed  facilitated listened provided responded  supported
advocated  cared for cooperated familiarized ~ monitored  reconciled retained trained
aided coached counseled guided motivated  rehabilitated  scheduled ~ valued
answered  collaborated ~ demonstrated helped organized  represented  served volunteered
arranged  communicated encouraged  improved prioritized  resolved

LEADERSHIP & MANAGEMENT

administered  contracted eliminated hosted overhauled restored supervised
appointed controlled enforced improved oversaw scheduled trained
approved coordinated established implemented  planned secured transformed
assigned decided executed increased presided selected
attained delegated generated initiated prioritized streamlined
authorized demonstrated  handled managed produced strengthened
chaired developed headed merged recommended
considered directed hired motivated replaced
approved classified distributed logged recorded scheduled standardized
arranged coded generated maintained registered screened systematized
catalogued collected implemented ~ ordered reserved submitted updated
categorized compiled incorporated organized reviewed supplied validated
charted corrected inspected prepared routed verified
adapted compared determined extracted invented printed simulated
analyzed computed developed formulated investigated programmed  solved
applied conducted devised gathered located regulated specialized
assembled conserved diagnosed identified maintained repaired standardized
authored constructed  engineered implemented measured replaced studied
built converted evaluated inspected modified researched summarized
calculated critiqued examined integrated operated restored surveyed
clarified designed experimented  interpreted organized reviewed systematized
collected detected explored interviewed - searched tested
adapted conducted encouraged guided motivated taught
advised coordinated evaluated individualized =~ persuaded tested
clarified critiqued explained informed set goals trained
coached developed facilitated instilled simulated transmitted

communicated  enabled focused instructed stimulated tutored
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CV or Resume?

Curriculum Vitae are traditionally used for individuals who are looking for employment in academic,
research, or scholarly positions. Many PhDs, educators and teachers working at the university level (and
above) will use a Curriculum Vitae rather than a resume to outline not only their work history, but their
published academic papers and professional accomplishments as well.

Resumes Curricula Vitarum (CVs)
e One to two pages at most e Aslong as needed
* Used to define you in professional terms * Used to define you in scholarly terms
e Highlights accomplishments specific to position ¢ Very broad and summarizes education and all

areas of expertise

What goes in to a CV
1) Who are you?

A CV should always include your basic information starting with your name, address, telephone
number and email. If you are looking to submit to other countries, it is important to research their
standard formats.

2) What have you done?

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

3) Incorporating skills
How many languages do you speak? What about computer programs?
4) You’re the best!

Have others recognized you for the work you’ve done? Do you have any awards or honors that you've
received for teaching? How about for service or work? Have you applied for and received any grants
or scholarships? Those go herel.

5) Texts and talks
Are you an author of any papers, articles or books? Have you given a talk? Be sure to list them!
6) I’'m in the club!
Are you a member of any professional organizations, guilds or clubs? These can also be CV worthy!

7) And the Rest... Study Abroad, Professional Licenses, Consulting Work, Professional Development,
Research Experience, Teaching Experience

Remember, your CV should be specific to the industry or area of work you’re entering, so while
much of the basic information should be fairly standard, always find examples that relate to the job
you’re after to ensure that you’re including everything necessary.

Resources: https://theinterviewguys.com/cv-curriculum-vitae




Reference List Guidelines

Select three to five people who can provide support for your abilities, accomplishments, potential and
performance. Possible references include:

e past or present employers
faculty members
e student organization advisors
e supervisors of volunteer or service learning experience

Who?

* Always secure permission before including names as references
* Remember to send thank you notes
* Provide each reference with a copy of your resume and some idea of your employment goals

How?
e Include name, professional title, organization, complete address, phone number and email
e References are usually contacted by telephone and do not need write letters, unless asked
e List references in alphabetical order by last name. Repeat the same heading used on your resume,
in the same font style, to present a uniform appearance throughout your application materials
e Consider adding a line identifying the reference’s relationship to you, e.g., “Relationship: former
supervisor”

Exam ple Michelle B. Eagerly
your.email@wmich.edu
phone number
Present Address: Permanent Address:
Street address Street address
City, State zipcode City, State zipcode

REFERENCES

Dr. Roger Caman, Ph.D.
Associate Professor, Mathematics Department
Street address
Western Michigan University
City, State zipcode
phone number
email@wmich.edu

Ms. Gina Drake
Director, Volunteer Services — American Red Cross
Street address
City, State zipcode
phone number
email@gmail.com

Mr. Scott Vogel
Supervisor, Information Systems — Ralston Foods
Street address
City, State zipcode



Athletic Training (M.S.)

Coaching Sport Performance (M.A.)

Counseling Psychology (M.A., Ph.D.)

Counselor Education (M.A., Ph.D.)

Early Childhood Special Education (Cert.)

Education and Human Development (Ph.D.)
Educational Leadership (Cert., M.A,, Ed.S., Ph.D.)
Educational and Instructional Technology (Cert., M.A.)
English as a Second Language (Cert.)

Evaluation, Measurement and Research (M.A,, Ph.D.)
Exercise and Sports Medicine (M.S.)

Family and Consumer Sciences (M.A.)

Kinship Care Families (Cert.)

Literacy Studies (M.A.)

Organizational Change Leadership (M.A.)

Physical Education (M.A.)

Positive Behavioral Intervention and Supports (Cert.)
Practice of Teaching (M.A.)

Professional Workforce Educator (Cert.)
Socio-Cultural Studies in Education (M.A.)

Special Education (M.A,, Ed.D.)

Sport Management (M.A))

Teaching (Masters of Arts in Teaching, M.AT.)
Teaching Chinese (M.A.)

Teaching English to Speakers of Other Languages (M.A.)
Workforce Education and Development (M.A.)

Youth and Community Development (Cert., M.A.)

————

COLLEGE OF EDUCATION
AND HUMAN DEVELOPMENT

wmich.edu/education/academics

WESTERN MICHIGAN UNIVERSITY

HawoRTH COLLEGE OF BUSINESS

3420 Schneider Hall - 3rd Floor (next to the Fetzer Center) e Student Parking available in Lot 72W
PH: (269) 387-5097 * FAX: (269) 387-5710 ¢ EMAIL: hcob-duplicating@wmich.edu

Monday - Friday
8am - 5pm

Free
printing for
RSOs!

Reports Black & White copies

. 81/2x 11"
Presentations g1/ x4~ = 10C
Booklets Color copies
Resumes 81/2x11" _ _
Posters 81/2x14°~ = 13€

Color Posters
FAX
11 %x17" ---95¢

and more 12x 18"

Other services: Comb Binding e Fast Back Binding e Staple Binding ® Three Hole Punch




Thank You Notes

The job search is a blur of information exchange: e-mailed resumes, online applications, interviews via
video conferences. Don’t let the fast pace fool you. Common sense and courtesy still apply, including
taking the time to say thank you.

Could your thank-you letter make or break a job offer?

Consider this: If your application and interview are equal to that of another candidate, the person
sending the thank-you letter gets the recruiter’s attention one more time.

Like cover letters, thank-you letters are concise and personalized. The key is making a connection to the
person and reiterating an idea discussed during the interview.

1. Send a thank-you e-mail or letter within 24 hours of your interview. Consider the company
culture. Because recruiters travel extensively, e-mail may be the best route. A follow-up business
letter sent through the post office is a nice touch.

2. Take time to take notes. Immediately following each interview, write down the information
discussed while it’s still fresh in your mind. If you are meeting with multiple people, find time to
note each specific conversation. When you write your thank-you note(s), use this information to
remind the interviewer of an idea or discussion that came up during your interview.

3. Who receives a thank-you note? Anyone who interviews you gets a note. The notes may only
vary by a sentence or two—make sure you reference

specific conversations. Thank you notes should also be sent

4. Ask each interviewer for his or her business for informational interviews, job
card. You'll walk away with important information. shadows and any other career
You'll have the recruiter’s full name, spelled correctly, ~%évelopment opportunities where you

e-mail address, street address, and other contact VGG G oA At G5
information.

Structure of a Thank You letter

Introductory Paragraph

e Thank the individual again
e Reiterate your interest in the position

Middle Paragraph

e After an interview, re-emphasize your strongest qualifications by drawing attention to your skills,
experience, or commitment to the position/organization

e After an informational interview, recall something you learned or gained

e Mention something specific you discussed with the individual

Concluding Paragraph

® Thank the employer for meeting with you

¢ Express your enthusiasm for the position/organization/experience

¢ Indicate which day you interviewed with the individual — they see many applicants
¢ Indicate the position you applied for — recruiters recruit for more than one position
e Provide your phone number and e-mail address



E-mail Thank You Format

Subject: Thank You — Sales Management Trainee Interview — May 13
Dear Ms. Lis:

Thank you for the opportunity to interview for the Sales Management Trainee position with Enterprise Rent-A-Car on Monday, May 13, at Western Michigan University. Learning
more about the position and company solidified my interest in becoming a part of the Enterprise team.

Knowing that Enterprise is ranked by Fortune magazine as “Top Five Best Real World Experiences in the US” is what initially drew me to your company. My interest in the company
increased when I learned of your personal experience at Enterprise — it is great to hear about a company that invests in quality employees, such as you and promotes talent from within.
I am confident my experience as the executive director of a student-run non-profit organization would assist me as I learn to run my own Enterprise branch. My ability to build
rapport with customers using active listening and assertive communication will be a great benefit to the company when building a client base that guarantees return business.

I truly look forward to hearing from you about the opportunity to become a part of Enterprise Rent-A-Car. Should you have additional questions in the meantime, please feel free to
contact me at (123)-456-7891 or your.email@wmich.edu. Thank you again for meeting with me and sharing your Enterprise story.

Sincerely,
Taliah R. Acevedo

1234 Westnedge Ave. Make certain that your contact
Kalamazoo, MI 49001 information is complete and current

(567)-891-0123
youremail@wmich.edu

Written Thank You Format

1234 Westnedge Ave.
Kalamazoo, MI 49001

Monday, June 3, 2019

Ms. Devin Blake, Senior University Recruiter
Stryker Corporation

1234 Airview Blvd.

Kalamazoo, MI 49002

Dear Ms. Blake:

Thank you for the opportunity to interview for the human resources internship last Friday on Western’s campus. I enjoyed our conversation and learning more about Stryker. In
particular, I was excited about the way that Stryker capitalizes on their employees’ strengths. I was also impressed with the number of WMU alumni employed there, including you!

After learning more about the internship and the corporation specifically, I am confident that my education and work experience is an excellent fit for the requirements we discussed.
My ability to effectively work in teams and develop and maintain positive and professional relationships with others, has been proven in my previous experiences. My interest in
working for Stryker was strengthened as a result of the interview and I know I can make a significant contribution to your company.

Again, thank you for the interview and consideration. I am eager to have an opportunity to join the staff at Stryker Corporation and look forward to hearing from you soon. The best
way to reach me is by email, youremail@wmich.edu

Sincerely,

Deymien Barrett

Deymien Barrett * When using letter format, print the letter and
matching envelope on business stationary

* Use 1-inch side margins and make sure the body of
Ms. Nina McVay the letter is centered within the page

Recruiter — XYZ Financial Services N
500 5th Avenue
Charlotte, NC 28066

Dear Ms. McVay,

Thank you very much for speaking with me yesterday about the financial planner position currently available at MAR Financial. Our conversation confirmed my interest in this
position.

As we discussed during the interview, a successful financial planner must possess a solid understanding of the industry as well as strong communication skills to discuss options with
clients. The internship I completed with NMO Bank this past summer afforded me the opportunity to develop the skills and knowledge I can bring to XYZ Financial Services. The
insight you provided about XYZ Financial’s focus on customer service helped me understand your company’s commitment to its clients. This is the type of company I hope to work for.

Please let me know if I can provide further information. In the meantime, I look forward to hearing from you.

Sincerely,
Ashley Ingalls

Source: National Association of Colleges and Employers (NACE)



Leadership Development Program
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Finance, Operations, Purchasing
& Other Exciting Positions Available

WHAT WE SEEK IN OUR
FUTURE LEADERS

i A ' i & RESULTS @
www.Patrickind.com q What's in it for you?
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Consider Team Gentex

electronic products for the global automotive, aerospace and fire

with advanced electronic features that optimize driver vision
while enhancing safety and convenience.

that drive the automotive — and other industries - forward.

and creativity.

Gentex.gentextech.com | gentex.com

GENTEX

CORPORATION

Gentex is a leading supplier of advanced chemical, optical, and

protection industries. We supply nearly every major automaker

Our core competencies — electronics and microelectronics, vision
systems and cameras, software, chemistry and glass processing
— continually yield new innovations and advanced technologies

And we do it all through a culture that rewards an entrepreneurial
mindset, nurtured by a work environment that fosters teamwork

If you're looking for a career in high tech, look no further than



Handshake

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

1. Visit wmich.joinhandshake.com and select the blue button that says “WMU Student Login.”

2. Use your Bronco NetID and current password to sign in.

3. Follow the prompts to create and activate your profile.

Once your account has been set up, you can:
e Use the “Jobs” tab to search for on-and off-campus employment

e Use the “Internships” tab to filter your search for an internship by location, employer, major, and
other fields

e Select the “Events” tab to view career-related events such as workshops or employer visits
e Select the “Fairs” tab to view recruiting events and participating employers
Important Note: If you are looking for an internship or professional position and your current semester GPA is above

3.00, it is recommended that you make this information public to employers! To learn how to change your profile
and GPA visibility settings visit: tinyurl.com/profile-gpa-visibility

Welcome to Handshake Sign in to Handshake

Find jobs better, together.
WMU Student Login

or

[ email@example.edu

You can also sign in with your email address.
(Please use your .edu address, if applicable.)

Handshake 2018

Need Help?

" UL  Download the iOS App!
App Store Discover jobs on the go and respond to employers the moment they message you.

If you have trouble, make sure your Bronco NetID and password are working for your GoWMU login and/
or Wexchange + login. If neither of those are working, call the Office of Information Technology at
(269) 387-4357 and select Option #1.



Make the Most of Career Fairs

The success of a career fair depends on your preparation. Determine your goals and set up a strategy to
make the most of limited time.

Benefits of Attending a Career Fair

e Employers indicate that career fairs and on-campus interviewing are among the top five ways they
find new hires.

e Learn about the variety of positions available to a student or college graduate.
e Talk to someone working in your field of interest.

e Gain networking and interviewing experience.

e Learn about internship and/or employment opportunities.

e Establish employment contacts and obtain referrals for job leads.

e Obtain employment, but not a job offer on that day .

Before

the Fair Be prepared to
Create a personal K biecti interview on the
commercial to NOW your 0bjective. spot, but do not
introduce yourself ULl R G expect an individual
you are seeking pec )
and present your interview

full-time employment,

qualifications a co-op, an internship =

or contacts.
Beian e [lI Planto arrive
list of employers Dress .~.) earlywhile
coming to the fair on . . employers.are
Handshake professionally | energetic
Select the top Research
five employers you Pack a pen, a employers
are interested notepad, ant.:l small before visiting |
5 in and visit breath.mmts il
them first (no chewing gum)

Develop a short
list of questions to g
ask recruiters

Prepare at least
20 copies of your
resume to leave
with recruiters

=

(I




During _ ,
X If you come with a friend,
the Fair

separate at the door and

Immediately after speaking approach each employer by

with employers that interest you,

Be organized —
carry copies of

yourself your resume in a
document what you have learned ~ professional
to follow up appropriately. Behave portfolio .ﬂ'
professionally, even in elevators,
corridors, parking lots and
restrooms as i, Wait until the
you never know who is = ’ employer asks for
observing you! e T N your resume
“freebies”
until after your
Thank the recruiter conversation Maintain \
by name and ask the = rofessional space
preferred way for you to P and behavisr
follow up Use good eye contact, a when approaching
= strong handshake, and body the employer’s
language table
that projects “ ~ J
Collect confidence \
business ~
cards and
orlgi:(;\;:::;nal Ask open-ended ) Speak naturally — avoid
questions; avoid presenting your personal
7 obvious commercial like a speech
questions or -
After questions gbout
the Fair _ salary/benefits J

necessarily to everyone you met.

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

File away the literature you have collected as it can be helpful later in
writing cover letters or preparing for interviews.

Improve your resume if you learned something that better reflects your
qualifications or focus.

Maintain contact with employers — perseverance pays off.

Send a thank you letter or email if you have a high level of interest, but not

S




Applicant Tracking Systems

Applicant Tracking Systems (ATS), or candidate management systems, are used to post job openings
on an employer’s website or job board, screen resumes, and generate interview requests to potential
candidates by email. Most employers that recruit at WMU use a type of applicant tracking system. It is
common in business, engineering, government, healthcare and even education.

Most Employers Use Applicant Tracking Systems

Here are some ideas to help you effectively use your time and represent yourself best when using these
systems.

e Research the company so you know the keywords, phrases and terms this organization uses.
Make sure your answers include the language of this organization.

e Have all your documents ready so you can complete your application in one sitting.

e Give yourself enough time and privacy to read the questions carefully in order to complete the
fields correctly.

e If given an area to add comments at
the end of your application, do so.
Don’t leave it blank .

e Follow the instructions on the website
and upload the documents requested.

Be sure to submit exactly what is asked ¥ IVIL B U SI N E SS

for (no more, no less) in the correct

format; failure to follow instructions [:l:} N N E[:.Tl O N

could cost you an interview.

e Write down the date and time you
completed the application, including The WML Business Connection office
the login information you used so you
can return to your application or follow ) e
up with the employer. thatwant to engage with the university in
various ways to help grow their business.

s2Mves a3 a “one-stop shop” for companies

e After you’'ve completed the online
application, you can also contact the
HR department or a representative
of the company to ensure they know
you have applied and that you are « Research Callaboratians » Sudent Projects
passionate about working there. » Access ko Studsnit Talent « Expertine Idertifizaticn
« GGrant Fragrams for Eusinesses « And Mudh Hare
» Fxoulty Cansuliances

w\e
“Alwads O,
epavea: T
PV‘ P her ll; 'I..-I' ! Beasiness Connectior Lisa Garcia, Dir=ctor
Bouc Ty Ton . e
Alyssa - R 220357204
Quicken Lo3 , S lisagaraafwmidiady
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Writing a Strong Cover Letter

Your cover letter introduces you to a prospective employer. It may be an email or in hard copy. Either way
it creates your first impression and demonstrates your communication skill. While a cover letter may not
always be required, it is a great way to explain to an employer why you are a good fit for the position.

Cover Letter Content

Introductory Paragraph

Catch the employer’s attention quickly by leading with a strong statement.
Clearly express why you are writing.

State how you learned of the organization and job opening.

Express your interest in the organization and job.

Identify any connection(s) you may have with the organization.

Middle (1-3 Paragraphs)

e Expand on the information in your resume.

¢ |dentitify one or two of your strongest qualifications and clearly explain how these skills apply to
the job, for which you are applying.

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

e Demonstrate that you have researched the organization.

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

Concluding Paragraph

Reemphasize your interest in the position.

Express your interest in an interview.

State that you will follow up with a phone call (and do it!).
Thank the reader for their time.

Cover Letter Strategies

Address your cover letter to a specific person
Figure out who this person is and their title. If you cannot find the contact information, address the
letter with “Dear Hiring Manager.”

Write your cover letter in the traditional business format
Customize each letter to the position by analyzing the job description and highlighting the experience,
skills and education that the employer is seeking.

Align your skills and experience with the position requirements in the cover letter

Demonstrate your industry and company knowledge through the use of industry-specific keywords
See the example on page 29.

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

Proofread, proofread and proofread!
Errors are unprofessional. Have someone else read your letter before you send it.

Use matching paper and fonts for the cover letter and resume if you are mailing or hand delivering
This shows continuity and professionalism.



Customizing Your Cover Letter

Internship Information

Internship Name: Access Medical Sales and Marketing Internship (Monroe Brown Foundation)
Organization: Access Medical, LLC

Contact: Bob Brown Email: brown@accessmedicaldirect.com Phone: 269.276.0068
P.O. Box 50986, Kalamazoo, MI 49005

Website: accessmedicaldirect.com

General job functions the organization is usually hiring: Marketing/HR

Brief Description of Internship: Access Medical is looking for an energetic intern candidate who is interested in learning the operations of a
durable medical equipment company with a focus on sales and marketing.

Required Experiences: Must be self-motivated with a strong work ethic.

Qualifications:
Schools: Western Michigan University, Kalamazoo College, University of Michigan, Michigan State University
Grade Level: Four year college 3rd year, Four year college 4th year or more, Graduate School

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

Customized Cover Letter

Jane Smith
1234 Western Dr.
Kalamazoo, Ml 49009

March 15, 2016

Bob Brown
Professional Title
Access Medical, LLC
P.O. Box 50986
Kalamazoo, M| 49005

Dear Mr. Brown:

| am a sales and business marketing major at Western Michigan University, and | learned of the internship at Access
Medical through Jane Baker at the WMU Business Internship Panel. Based upon the qualifications listed in Handshake,

| am writing to express my interest in the position. Access Medical's commitment to meeting the needs of patients and
caregivers, along with my interest in sales, marketing and helping others, make a great combination that will benefit your
company.

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

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

Sincerely,
Jane Smith
Jane Smith



The Importance of Grammar

Grammar is the foundation for communication. The better your grammar, the clearer your message.
Of course we all make mistakes, but take extra precaution with your professional documents because
with such intense competition in the job market, you don’t want to give hiring managers any reason to
disqualify you for the position.

“What could Let’s eat Gmndpa.
poor grafiiiusy Remember: it’s all in the details Correct punctuation could
and save a person’s life!
spelling mistakes Let’s eat, Grandpa.
say about
me?” “This applicant may not be entirely truthful or qualified.” )

This is someone’s first impression of you. If you claim to be “detail-oriented” or
say that you have “excellent communication” skills, mistakes on your professional
documents invalidate these claims as well as potentially the rest of your
qualifications.

“This applicant is not very motivated to work for us.” )

If you failed to take the time to proofread and correct your professional documents for
your application, you may not appear to respect or value a position with them.

“This applicant will probably overlook things like this in the future.” )

Your professional documents represent your written communication skills.
If their sample size of your written communication is one, and you have a few
errors in it or it does not flow well, a recruiter may assume you don’t possess this
skill.

Tips for Good Grammar:

e Spell check — Be aware, spellcheck does not catch everything. For example, to has a different
meaning than too.

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

e No contractions — Contractions are words that use apostrophes to replace letters. These sound
more informal than you want to use in formal letters. For example, write (and speak) | am
instead of I'm.

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

e Know the rules — When in doubt, look it up! A good rule of thumb is that commas go where you
would naturally take a pause in your sentence. Sources: chron.com

For Business Students:

Western Michigan University Writing Center Haworth College of Business Communication Center
1343 Ellsworth Hall 3445 Schneider Hall
(269) 387-4615 (269) 387-6414

wmich.edu/writingcenter wmich.edu/business/academics/communication
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Prepare for your Interviews

Different employers interview in different ways. You may interview face-to-face with one person or
several people (alone or in a group), over the phone or via Webcam (video online interviews). A first
interview with a human resources representative is often used to pre-screen candidates to determine

if they are qualified for the position. A second interview often takes place with a hiring manager and
sometimes coworkers or supervisors for the position. This interview may include the same questions
asked during pre-screening or more in-depth questions to define your fit for the position. You may also
be asked to participate in a simulation or case study that allows you to demonstrate your problem-solving
skills, or to make a presentation about yourself or a topic relevant to the job.

Before the Interview

Review the job description for clues about the questions you might be asked.

Be prepared to demonstrate examples of your strengths, weaknesses, skills, and personal
gualities as they relate to the position.

Research the employer to better understand the culture and how you might fit in.
Practice answering interview questions (see page 49 for information on Big Interview).
Prepare your professional interview attire, copies of your resume, and references.

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

Position applying for:

Company name:

Interview location address:

Contact person:

Phone: Email:

Company Research
Collect the following information about the company prior to your interview. It is acceptable to bring
brief notes to the interview regarding some of your findings.

Industry, products, and services

Company mission, values, and goals (company culture)

Client base (who does the company sell to or provide services to)

Company size and locations

Recent history of expansions and/or mergers (including downsizing or restructuring)
Year founded

Major competitors



Prepare for your Interviews (con't.)

Position Analysis

Review the job description for main requirements of the position. Determine what experiences and
achievements make you qualified for the position by matching them to the stated requirements. Use the
STAR method to describe your competency. Think about transferable skills from previous experiences
that relate in skill (but perhaps not content) to the job you are applying. For example, maybe the
company requires experience with a particular database. Although you have not had experience with
that database, maybe you have experience with a different product and could therefore easily learn the
new product based on your skills and knowledge.

Bring a few good questions

It is a great idea to have a short list of relevant questions for the interviewers prepared ahead of time
(feel free to bring the list with you to the interview). Use this opportunity to learn more about the
position, company culture, or other pieces of information that is not easily accessible on the website. For
ideas on questions to ask, see page 56.

Behavioral Questions

Past performance predicts future performance. Behavioral questions probe for specific examples (brief
stories) about your experiences.

They often start with “Tell me about a time when...” or “Give me an example of when you...”

Formula for a strong answer: STAR!
Situation — Describe the situation.

Task — Describe task associated with the
situation.

Action - Describe what you did.
e What steps or actions did
you take?
Result — Describe the result, reason or
outcome for your task.
e How did it turn out?

e What did you learn?

Be careful not to slip into )

storytelling mode. Most of your QuiCken Loans

response should be spent discussing
your action and the result, not setting QLCareers.com
up the story background. Analyze the
job description to determine key skills
and personality attributes that the
job will require. y
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Simple Software for Better Interview Skills

Big Interview gives you both “FAST TRACK” and “MASTERY TRACK” systems of lessons and
virtual interview practice - to get you ready...fast. Big Interview also teaches you how to get
inside the head of any interviewer and prove the you’re the candidate they’re looking for.
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Tell me about yourself

Previous Cuestion

Here is the info to set up your Big Interview account:

STEP 1: Go to wmich.biginterview.com and click "Register".
STEP 2: Complete registration process

STEP 3: You'll then receive a confirmation email at your WMU email address. Click "Verify" in the email,
and you'll be able to start using Big Interview.

Learn Practice Analyze

Find out exactly what interviewers are
looking for and learn how to anticipate
and properly answer the toughest

Once your answers are planned and
refined, use our Practice tool to make
your delivery confident and natural.

Use our built-in feedback tools to get
objective analysis on your progress
from mentors, professors, coaches, or
questions. friends.

Big Interview is available to alumni as well! Contact:

Career and Student Employment Services (269) 387-2475 or the Zhang Career Center (269) 387-2711 for registration information.
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The STAR Method

The STAR method is a structured formula for responding to behavioral-based interview questions
discussing the specific situation, task, action, and result of the situation you are describing.

ituation
Describe a situation where you utilized your skills
that has a positive outcome, Be detailed but brief with )

or set the scene. your situation. N
Read the room. Stay Positive!
ask ~ J

Define the tasks associated with the situation,

or define what needs to be done. _ Even if it is a negative )
situation you are describing,

try to focus on w'hat you
Actmn . learned or achieved. J

Outline the action(s) you took to accomplish the Do not forget the result!

task(s) in response to the situation, The result will tell the employer
or explain what you did. how successful you were
handling the situation. J

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

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

SITUATION EXAMPLE:

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

TASK EXAMPLE:

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

ACTION EXAMPLE:

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

RESULT EXAMPLE:

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



The STAR Method (con't)

Example using the STAR technique:
Employer Question: )

“Tell me about a time when you took on a task that was not assigned to you.”

-

i1
SITUATION/TASK: Last month | noticed that the employee bulletin board where | work
had outdated notices posted. Employees had stopped reading it and began missing
important announcements.

ACTION: | worked with two of my coworkers and set up a calendar and recruited everyone
in the office to sign up for a month to keep the board cleared of old announcements
and posted with current event and benefit information. We then sent an email to all
employees letting them know what kinds of updated information they could find there.

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

1/4
Examples of Behavioral Questions
ADAPTABILITY/FLEXIBILITY .
Describe
1. “Tell me about a situation when you had to be tolerant qu"“?,ﬁz’sfhmi’
.. . ” ualiti a
of an opinion that was different from yours. helped gou in
2. “Tell me about a time when you had to adjust to being flexible while
changes over which you had no control.” WO"k“"g with
different types
of people.
INNOVATION/CREATIVITY
1. “Tell me about (i problem that you’ve solved in a unique y OE : Stchro,ight
or unusual way. process and how
2. “Describe the most significant or creative presentation/ ithlf? W‘Z(H Fhave
idea that you developed/implemented.” frered rrom
your peers.
COMMUNICATION
= e Describe a
1. GIYG me a specific example of when you had to handle T
an irate customer.” you had with

2. “Tell me about a time in which you had to use your someone and how
you corvected or

written communication skills in order to get a point
” resolved the
across. -




The STAR Method (con't)

DECISION MAKING
Describe your
1. “Give me an example of a time when you had to make a thought process,
decision without all the information you needed.” resources or hel

you sought, and the
outcome or what
you learned.

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

INITIATIVE
Describe
1. “Tell me about a time when you were able to provide a your reasoning
co-worker with recognition for the work they performed.” for taking
2. “Tell me about a time when you showed initiative and took initiative and the
the lead in a team project.” result of your
efforts.

ORGANIZATION/TIME-MANAGEMENT

Describe
1. “Describe a situation that required you to do a number of how you
things at the same time.” accomplished

your tasks or how

2. “Give me a specific example of a time when you were unable you have improved

to complete a project on time.” on this since
then.
STRENGTHS/WEAKNESSES Describe
the positive
1. “Tell m_e a”bout a time when you did not live up to your full l'wxlf act of
potential. learning about
2. “Tell me of a time when you missed an obvious solution to your weaknesses
a problem.” and how you are
overcoming
them.
Describe
TEAMWORK your personal
p . : . o, tasks and
1. “Describe your involvement with a team project. respon SOE Gn
2. “Give me an example of a time when you were working on a the team and how
project and the others disagreed with your ideas.” you collaborated with
others to accomplish
a specific

goal.



Negative and lllegal Interview Questions

Negatively Phrased or Pressure Questions

Employers want to learn how you handle stress or manage the least favorite parts of your job. Describe
how you have overcome obstacles and learned from these experiences.

lllegal Questions

Most interviewers are knowledgeable and highly trained in the skill of interviewing. On occasion,
however, illegal or inappropriate questions may be asked naively or in an effort to build personal rapport
with you. Interviewers should not ask about your origin/ethnicity, race, age, weight, marital status,
disability, religion, gender, or sexual orientation, unless it is required to fulfill the job.

Answering Negative and lllegal Questions

1. Answer the question in a “friendly” way providing minimal detail. Then, change the topic quickly
by asking a question about the job or interviewer’s duration with company.

[

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

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

Examples of negatively phrased questions:

“What do you like least about your job?” )

'/

My current job requires that | enter our vendor address, phone, and contact name changes
into the vendor database. When talking on the phone with vendors, | used to jot down
changes in my planner. At the end of the week, | had two or three hours of straight data entry
to do. It was hard to discipline myself to keep it caught up. So, instead, when a vendor calls,

I ask them if they would wait for just a moment while | pull up their record. | input changes
while we are talking instead of saving them. | no longer dread the data entry because I feel on
top of it.

n

“So, you have no experience with SAP?” )

i

In my internship, the inventory system was set up using XYZ. | was responsible for entering
price and quantity data that was used in calculating net sales each month. The calculations
were used for decision making and effective management of inventory control. My information
management skills are strong and, with some training, | am confident | can learn this system
quickly.

n



Negative and Illegal Interview Questions (con't.)
Examples of illegal questions:

“How old are you?”)

“You look young; has that ever been a problem for you?")

“

| prepare for my meetings and follow through on my commitments, which has helped me
build good working relationships with my co-workers and supervisors. | think my
dependablity and maturity helps me to perform as well as people with more experience.

n

“Where were you born?” )

“Where are you from? “ )

“Do you have U.S. Citizenship?”)

Interested in a new career

Y7 that makes a difference?
sedgwick.

We are now hiring in Southfield, MI! VRN

Although | am an
international student |
have eligibility to accept
internship employment, a leader in technology-enabled risk, benefits and

especially since it relates to intt?grated business solutions o

e —_ taking care of people and organizations around the world
Uity CHEIGEe & ; t focused on growth, with 21,000 colleagues in 65 countries
you have other international a trusted partner for 60% of the Fortune 100

student employees?
n

Looking for a company that is...?

Sedgwick may be the employer of choice for you

We offer:
competitive wages and generous paid time off
comprehensive benefits, many starting on day one

a“" : ”
Are you married? ) tremendous growth opportunities
professional development and tuition reimbursement
“Is your partner willing to relocate?” ) a diverse, caring, progressive culture
ll Visit www.sedgwick.com/careers to search for
opportunities and apply today

I am excited about the opportunity If you are looking to help others and work in a fast-paced,

to begin my career in the Chicago inclusive environment, you'll find yourself at home here.
area. Yes, we are available to We're eager to review candidates of all backgrounds
relocate to Chicago, and | can begin and levels of experience.
employment on or shortly after m n Q

©

June 15th. Does that work?

1/4 .



During the Interview

Creating the Right Image:

Arrive 10-15 minutes early e Wait for an invitation to be seated

Turn off your cell phone or leave itinthecar e Listen actively

If needed, use mints — not chewing gum e Speakin a clear, moderate voice

Be courteous and friendly to everyone you » Do not criticize past employers or coworkers
meet (always be positive)

Shake hands firmly e Demonstrate enthusiasm and interest
Maintain eye contact e Ask for business cards

Questions About Your Strengths/Goals:
You can prepare for this type of question by doing a self-assessment of your values, interests, skills and
personality characteristics, and by researching the employer.

What have you learned from some of your previous jobs?

Why did you choose your majqr/WMU? NO CELL PHONES! )
Where do you see yourself in five years?
What would be your ideal position? . Z‘#gxguzge” phone
How can you contribute to our organization? it away P
How do you interact best with your supervisors? « Give your
How much independence or flexibility do you like? interviewer
How do you define success? el il
attention

What are your expectations of your future employer?
What interests you about this position and our organization?
How have your educational and work experiences prepared you for this position?

Questions About Your Weaknesses:

Employers want to learn about your strengths and weaknesses. The goal is to describe weaknesses as
things you are aware of and working on. Show the interviewer you are a positive, proactive person, who
learns from mistakes and takes responsibility for your own learning and errors.

Using a strength of yours, describe the e Cite a weakness that you are working to
strategies you use to avoid “overusing” correct and provide concrete examples of what
your strength to the point of it becoming a you are doing to fix the problem, the progress
“weakness”. you have made, and how these improvements
Describe the undesirable outcome you will help the employer.

experienced (without blaming others) and e (Cite a learning objective. After reviewing the
end your story with a summary of what job description, you may discover that part

you learned from the experience or what of the job requires more skill and experience
you would do differently next time. than you now have. Rather than assuming

the potential employer will not notice this
weakness, develop a strategy to compensate
for it.

Describe a limitation or least favorite part
of the job. Make sure this is not something
that is critical to perform competently in
the job for which you are applying.



)

Asking Questions:

e Your questions are a good indicator of your true interest and commitment to the position and the
company.

e Refer to the prepared list of questions based on your research (see Interview Preparation
Worksheet, page 47) and ask at least one question about the information given to you during the
interview.

e Don’t ask questions to which you can easily find answers.
e The interviewer may ask if you have any additional questions. If you have no other questions,
don’t try to make one up; instead, reiterate your fit for the position and the organization.

Questions you can ask:

\

What What are the major I don’t have additional questions
orientation and training projects the person in the r/ght e a”d./'.d //k.e you to kOOW that
program is provided for position will be working I'think th’S position is o good fit for my
. new hires? on in the first six skills and my desire to work

for XYZ Company. Is there anything else

months?
/\' Olj ;E;Zd jgg;m you'd like me to know today
Y P g ) that | have not asked about?
a warehouse expansion. What is the

How will the expansion evaluation process
affect the work of the for this internship?

materials handling
department?

What are the
next steps in the

process?
-
,
Closing the Interview:
e Leave a final positive impression of yourself.
e Make eye contact, shake hands and thank the interviewer(s). \
. . . Ms. Smith,
¢ Indicate that you would like the job. s bz @ plensuie
e Ask for business cards from the people you met, if interviewing with you, and |
unavailable, write down their names . look forward to hearing
N~ from you next

e Call human resources to confirm spelling and get addresses/emails. week.

e Make some notes to yourself immediately after the interview about

each interviewer’s comments. This will help you write thank you P4 Thank you )
notes and reflect on your impression of the organization . for meeting with me
e Write d he i . . h difficult f today to discuss the
rite down the |nterv.|ew questions that were di cu t for you to' ABC position with XYZ.
answer. Try to determine why the employer was asking the question Company. | am very
and what attributes or experience they were looking for . interested in this
¢ Send thank you notes to all interviewers within 24 hours, expressing position.

appreciation and enthusiasm, reemphasizing your fit for the position
and commenting on something you learned about the organization .

e |f you accept another offer, call other employers where you
interviewed and withdraw your application.
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Accepting and Declining Offers

Accepting an Offer

e Accept offers in good faith.
e Confirm and accept the job, verify logistics such as starting date and completion of paperwork.

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

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

Declining an Offer

e Decline an offer promptly and graciously.

e Acknowledge the position that was offered.

e Express appreciation for the employer’s time and consideration.
Email Example

Dear Mr. Sandusky:

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

As we discussed, I will report to work at 8:00 a.m. on April 30 and will have completed the medical examination and drug testing
by the start date. All employment and benefits forms for the new employee orientation will be filled out by then, as well.

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

staff.

Sincerely,

Mohan Khan

Phone Script

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

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

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



Negotiating Job Offers

Negotiation begins after you have been offered the job. Preparation is key when you reach this stage.
Below are some tips to help you prepare for the opportunity to negotiate. Don’t accept an offer without
negotiating at least one aspect of the position; it will show that you have confidence and respect in your
new position.

DOs and DON'Ts

1. When completing a job application, don’t give a specific figure for “desired salary” - instead, you
can use one of the following: Open, Competitive or Negotiable.

2. Do your research on the job market and the cost of living in the community where the job is
located. Try the Internet resources listed below.

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

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

5. Don’tinflate your current earnings just to get a higher salary offer, it is not worth lying.

6. Look at the entire compensation package. Don’t focus just on salary; consider other benefits
and how they add to the quality of your life.

7. Try to negotiate things you value; another vacation day, a gym membership, flexible work hours,
etc.

8. Don’t enter salary negotiations as part of an ego trip or part of a game.
9. Get the job and salary offer in writing or email to confirm a phone or face to face discussion.

10. Don’t continue to interview after accepting a job. Likewise, don’t accept multiple job offers
thinking you can accept the one with the highest salary and just withdraw from the others. This
behavior is not ethical and will eventually catch up with you.

Internet Salary and Cost of Living Calculators

Salary Negotiation and Job Offer Tutorial: quintcareers.com/job-offer-tutorials
Job Seekers Salary Calculator (NACE): jobsearchintelligence.com/NACE
Salary Wizard: swz.salary.com

Salary Center: monster.salary.com

For New College Graduates (NACELink): naceweb.org/research/salary_survey

Council for Community and Economic Research, Cost of Living Index : coli.org

Start Smart Salary negotiation Workshops: wageproject.org/files/wage.php




Applying to Government Internships and Jobs

The Federal Government is the nation’s largest employer and hires across all majors. Currently, two
million civilians work for the US government in various capacities. Some ensure food safety, write grants,
help low-income families. If you want to serve, make a difference, work in any of the 50 US states and/or
overseas, you may be interested in these internships and jobs.

Best Practices:

Consider using this website: gogovernment.org/. to get the overview of working in the federal
government, including benefits, tips on how to find the right fit for your skills/interests, the ability
to browse opportunities by agency or field, and great application tips.

Narrow down your search. Select a GS grade level in order to make an easy match between your
skills and the position. Refine your search by work
schedule or type, (internship options vs full-time

. Federal Grade levels (GS): \
work) and location. G5-3 or GS-4:
Create an account on USAJOBS to save job searches, Typically internships or student jobs
apply to jobs, search and upload/manage five GS-5 to GS-7:
customized resumes. Most entry-level positions
GS-8 to GS-12:

Apply to positions for which you are qualified.
You must meet the minimum requirements of the
internship/job, so only apply if you meet them all.

Mid-level positions
GS-13 to GS-15:
Top-level supervisory positions J

Complete the applications in full. This means write out ™=

full sentences, use proper grammar, write multi-page,

narrative resumes customized to the position, include your references and writing samples per

the job posting. Anything not completed will prevent you from moving forward in the process.

Consider keeping everything you need for applying in a Word document and allowing at least two
people to check for errors in advance.

“When presented with a )
roblem, work to §0(V6 the issue 1. Create a USA Jobs account.
yourself before passing the problem 2. Save all of your internship or job searches.
to someone else. Great customer
service, whether it's for internal 3. Create multiple resumes catered to each job.
or external customers, is a skill 4. Create and upload application materials (save
that can be transferred to any them in a Word document for easy retrieval).
organization.” 5. Track your application and status.
Lindsay Cekola
Imperial Beverage




The Academic Job Search

Whether seeking a post-doc fellowship, adjunct teaching job or a tenure track position, start your
search early by developing your network. The job search should start one year before you graduate.
Become familiar with the market, ask for support from others and begin applying. Take advantage of
opportunities to present, attend professional development on your campus and on other campuses. It
will be expected that you have accumulated several examples of research, articles and presentations by
the time you complete your dissertation.

Required professional documents
e Keep your Curriculum Vitae current and ready to send or share.
e Consider creating a professional webpage.

e Develop your teaching philosophy, or similar statement, per your field.

Cover letters — specific to the position and the institution.

Three to five professional references.
e Credentials, transcripts, writing samples, dissertation chapter, etc.
Define your search

e Institution characteristics - research intensive, teaching focus, public, private, community college,
undergraduate, graduate, online, etc.

e Determine your skills — classroom techniques, lab, instruments, etc.

e Geography — close to family, international, Midwest, urban area, rural, etc.

e Teaching subjects — where is your expertise, what courses can you teach.
Track your applications

e Consider using a spreadsheet to track the positions you have applied to and the details of the
search process. Color code your spreadsheet for easy reference.

e Consider creating a file for each opening, with a copy of your cover letter, job description and
correspondence received from the institution.

Sources for Academic Positions
Chronicle of Higher Education: chroniclevitae.com
Higher Ed Jobs: higheredjobs.com
Academic 360: academic360.com

Education Week: edweek.org

Academic Position Network: apnjobs.com/index.html

Academic Careers Online: academiccareers.com

Compilations of U.S. college and university sites: talk.collegeconfidential.com/alphabetic-list-colleges

Conferences, Newsletters and Scholarly Journals J




Timeline for the Academic Job Search

As you enter your final year of graduate work, you may be struggling with the demands of defending
your dissertation, completing your research, teaching or assisting faculty and beginning the process of
obtaining an academic job. The following timeline can serve as a guide to help you manage the academic
job search process.

Summer

Fall

Update your CV, general cover letter/letter of application, and organize materials for a teaching
portfolio.

Consider creating a professional web page for your materials.

Obtain feedback from faculty, mentors, and fellow students on creating a CV that contains the
necessary information for your field of study.

Make an appointment with Career and Student Employment Services for feedback.

Obtain letters of reference. This is a good time to contact past references and update letters.
Share a current CV with all references.

Create a filing system for your job search materials. Organize your materials electronically.

Finalize one version of your CV as a template. You may have several versions of your CV
depending on the positions for which you are applying: research positions, teaching positions,
endowed chairs, and other types of academic jobs.

Apply for positions. Find these through your dissertation chair/advisor, departmental listings,
Career Development Specialists, professional conferences and organizations and various internet
web sites.

Continue to solicit letters of recommendation and update previous letters.
Attend departmental and campus events.

Meet with a Career Development Counselor for further resources.

Continue applying for positions.

Prepare and practice your academic job talk. Practice interviews with peers, faculty, and other
supporters/mentors.

Tenure track and one-year positions continue to be announced during this period.
Evaluate academic job offers and be sure to negotiate for time to carefully consider each offer.

Discuss negotiation strategies with your Career Development Specialist, and other personal
resources.

If you have not yet found a position, do not despair.
Continue applying for jobs. It may take more
than one year to find a position.




Graduate Job Search Beyond Academia

Doctoral level preparation provides a candidate with marketable skills beyond academia. If you are
searching for a position in industry, government or other areas, consider the skills you bring. Typical PhD
skills include the following:

e Subject matter knowledge

e Research skills

e (Critical thinking and analysis
e Rapid learning

e Teaching

e \Written and oral communication

versatile E"

WMU has subscribed to Versatile PhD, an online community of career options, people, resources and
support for those seeking a career beyond the academy. Versatile PhD is dedicated to non-academic and
non-faculty careers for PhDs in humanities, social science and STEM.

e Problem solving

e Assessment and evaluation

To access this free service for the first time, log into, GoWMU and you will find the link in the “My Self
Service” channel. Click on “Versatile PhD subscriptions service login” and create a user profile. Once you
have a user profile, you can access Versatile PhD without going through the portal.

Resume vs. Curriculum Vitae (CV)

Applications for positions in industry often require a resume, not a CV. A resume is meant to be targeted
to the position, clean of extra information and no more than two pages. Pay close attention to the job
description and tailor your resume.

Consider some of these career options:

e Higher education administration - teaching/writing/learning centers, research and public affairs,
student and academic affairs

e Consulting or independent work

e Foundations and nonprofits

e Publishing —academic, textbooks, and non-academic

e Cultural and historical organizations — museums and institutes
e U.S. federal government

e Professional research

e International development

e Entrepreneurship



Playing Fair:
Your Rights and Responsibilities as a Job Seeker
by the NACE Principles for Professional Practice Committee

Choosing and attaining meaningful post-graduation employment is an important challenge for college
students. To aid this process, your career center and employers develop connections and programs, such
as on-campus recruiting, resume referral services, and job fairs, in which you and your fellow students
are active participants. In order for this process to be successful, everyone involved must work together.
NACE's Principles for Professional Practice provides guidelines for that process in order to guarantee:

e that students can openly, freely, and objectively select employment opportunities, making these
choices based on their assessment of the best use of their abilities, their personal goals, and
other pertinent facts,

e arecruitment process that is fair and equitable to students and employers alike,

e support for informed and responsible decision making by students

Here's What You Can Reasonably Expect From Your Career Center...

1. Confidentiality

Career staffs are expected to exercise sound judgment and fairness in maintaining the confidentiality
of student information, regardless of the source, including written records, reports, and computer
databases. Disclosure of student information outside the college/university should only be made
with your prior consent unless health and safety considerations necessitate the distribution of such
information.

2. Freedom of choice

You're entitled to be assisted by the career staff in developing a career plan and making career decisions
without having staff members' biases or personal values imposed upon you.

3. Access to all services and events

Career centers may charge students for registering or taking part in certain services or events. Such fees
should be sufficiently nominal so as not to hinder you from participating.

4. Access to career information

All students, regardless of personal or educational background, should be provided by career staffs

with equal and full access to information on career opportunities and types of employing organizations.
Career staffs are also expected to inform you how and where to obtain information which may influence
your decisions about an employing organization.

5. Testing information

Career staffs should inform you of the availability of testing, the purpose of the tests, and the disclosure
policies regarding test results.



Playing Fair:
Your Rights and Responsibilities as a Job Seeker (con't.)

...And From Employers

1. Confidentiality

Employers are expected to maintain the confidentiality of student information, regardless of the source,
including personal knowledge, written records/reports and computer databases. An employer shouldn't
disclose information about you to another organization without your prior written consent, unless

necessitated by health and/or safety considerations.

2. Accurate information

Employers are expected to provide accurate information about their organizations and employment
opportunities. This includes, but is not limited to, positions available, responsibilities, career

advancement opportunities, and benefits.

3. Freedom from undue pressure

Employers are expected to provide you with a reasonable amount of time to make a decision about
accepting an employment offer. They are also expected to provide you with a reasonable process for
making your decision. An unreasonable process, for example, is one in which the student is told that
the offer is good for a set amount of time; unbeknownst to the student, the same offer has been made
to others and the student who accepts first gets the job. In addition, it is improper for employers to
pressure you to revoke your acceptance of another job offer.

4. Timely communication

Employers are expected to inform you of your status in the hiring process and communicate hiring

decisions within the agreed-upon time frame.

5. Fair treatment

If an employer is required by changing conditions
to revoke a job offer that you've accepted, you're
entitled to a fair and equitable course of action.
That can include, but is not limited to, financial
assistance and outplacement service.

6. Testing information

Employers should inform you in advance of
any testing, the purpose of the tests, and their
policies regarding disclosure of test results.

7. Nondiscrimination

Employers are expected to avoid discrimination
in their recruitment activities and to follow equal
employment opportunity and affirmative action
principles.

School District of Indian River County
A CommUNITY Partnership Toward Educational Excellence

Teéch by the Beach at School District of

Indian River County
Information: )
We have 13 Elementary Schools (K-5th
grade), 4 Middle Schools (6th-8th grade), 2
High Schools, an Alternative Center for Educa- plaes

tion, Wabasso School and Virtual School. towork
INDIAN RIVER

7

Find us on n YY) @spIRCHR

6500 57th Street, Vero Beach, FL 32967 * Ph.: 772-564-3000
www.indianriverschools.org



Playing Fair: (con't)

What's Your Part in This?

1. Provide accurate information about your academic work and records, including courses taken,
grades, positions held and duties performed

You can, however, refuse to provide an employer with specific information about any job offers you
may have received from other employers. You do not have to name the organizations that have made
you offers, nor do you have to provide specific information about what salaries you've discussed

with those organizations. Instead, you can give broad responses to such questions, naming types of
employers—"I've interviewed with employers in the retail industry”—and offering salary ranges rather
than specific dollar amounts—"The salary offers I've received have been in the 560,000 to 565,000
range." Incidentally, it's in you best interest to research salaries and to let employers know that you
have done so.

2. Be honest

Conduct your job search with honesty and integrity. Do not lie or stretch the truth on your resume,
applications, or during any part of the interview process.

3. Interview genuinely

Interview only with employers you’re sincerely interested in working for and whose eligibility
requirements you meet. “Practice” interviewing o

is misleading to employers—wasting both /
their time and money—and prevents sincerely
interested candidates from using those interview

slots.

4. Adhere to schedules

Appear for all interviews, on campus and
elsewhere, unless unforeseeable events prevent
you from doing so. And, if you can't make the
interview because of an unforeseeable event,
notify your career center or the employer at the

earliest possible moment. you 7
5. Don't keep employers hanging WesTER MicHIGAN UNIVERSITY
. now (] Lee Honors College
Communicate your acceptance or refusal of a wich.edu/honors

job offer to employers as promptly as possible, Finishing your

so they can notify other candidates that they
are still being considered or that the position is The honors thesis prepares

filled. students to stand out in the

6. Accept a job offer in good faith employment or graduate study
When you accept an offer, you should have N application process.

every intention of honoring that commitment.

may change your life!

Find us on:
Accepting an offer only as a precautionary A Beacon of Academic Excellence n y@
measure is misleading to the employer and
may restrict opportunities for others who are TSN ///

genuinely interested in that employer.



Playing Fair: (con't)

7. Withdraw from recruiting when your job search is completed

If you accept an offer or decide that full-time graduate or professional studies are for you, notify your
career center and withdraw from the on-campus recruiting process immediately. And, let employers
that are actively considering you for a job know that you are now out of the running. By informing
everyone that you've got a job or are headed to graduate school, you not only get the chance to

brag but also to help your friends who are trying to get on interview schedules or who are being
considered for positions.

8. Claim fair reimbursement

If an employer has agreed to reimburse you for expenses you incur in its recruitment process, your
request should be only for reasonable and legitimate expenses.

9. Obtain the career information you need to make an informed choice about your future

It's up to you to acquire the information about career opportunities, organizations, and any other
information that might influence your decisions about an employing organization.

NACE members are authorized to reprint this information as is to distribute to students, parents, faculty, and others. (Noncommercial purposes only.)

The text of this article cannot be altered without the written permission of the National Association of Colleges and Employers.

When you choose the Haworth
ﬂﬂllliﬂlum,ﬂrm
readiness activities will complement
what you will learn in the classroom,
‘ensuring that when you graduate,
you'll be ready to add value to

l A Wt organzations right away
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Career Management

Career management is a lifelong task. The career planning you do is an investment in your own well
being. The more you check in on your career and plan future goals, the more you will come to enjoy your
work. The hallmarks of career management include building and maintaining your professional networks,
continuing to stay educated and competent in your field and managing your resume, references and
other employment documents.

You may want to employ a career coach, a life coach or other professionals at various stages of your
career management to ensure you are doing all you can to position yourself professionally. Consider
asking people you respect to mentor you through the stages of your career. Most people have more
than one mentor. Offer yourself as a mentor too; you will be able to help others and reflect on your own
decisions.

Career management in a few key steps:

1. Maintain and update your resume or CV every six months. You will be amazed at what can change
and at what you have accomplished.

2. Volunteer in your community; choose
projects or programs you care about
that fit your values and skills. Choose
organizations that will introduce you
to people you may otherwise not
meet.

3. Talk to your support system about
your career plans, check in with
mentors and those whose opinion you
value.

4. Read about your profession, new
developments and leaders in your
field.

5. Join professional organizations that .
are specific to your industry. Network Your Direct Career Path To

with others in your field, attend American Airlines\‘ Begins At PSA.
conferences and workshops and share

b . You deserve the most stable career path in
est practices.

commercial aviation.
6. Remain open to new ways in which

to work and meet other people. -

Engaging in your hobbies and interests 5 /

may provide opportunities that you =
AIRLINES

never anticipated.
P Apply Today: www.psaairlines.com



Your First Job

You will graduate and leave behind the daily grind of attending classes, writing papers and getting graded
by semester. This is an exciting time and also a very new transition. What are the expectations for your
first post-graduate opportunity?

For the first 3-6 months, you will be doing work with guidance from your supervisor. Listen more than

you talk. Take advantage of your one-on-one meetings with your boss and be open and receptive to
feedback. Ask questions such as:

i
What are your expectations of me?
Do you think | am learning the skills | will need in order to accomplish this?
Where should my focus be right now?
How am | doing?

n

e Establish a perfect attendance record.
e Prepare for meetings, always do your best work and show up on time.

e Get to know your coworkers. What do they do each day and how could you support each other’s
work?

e Communicate openly and with a positive attitude. Assume the best of others and ask direct
guestions with curiosity: “Hey, | have a quick question about x. | want to make sure | understand
my role. Can we chat about it before the end of the day?”

e Avoid office gossip. Look for the best in others and always act and speak with helpful intent.

e Find a mentor by interacting with colleagues in your office who have experienced success at work.
You will naturally gravitate to some more than others. Ask them if you could meet for lunch on
occasion.

e Reach out to peers who have the same or similar roles and ask them for advice. Include questions
about how long it took them to feel as if they grasped the role, extra trainings they did or things
they think you could work on. They have wisdom to share that will benefit your performance.

e Stay focused on your work. Try to keep your personal business to a minimum (checking personal
social media accounts, making dinner reservations, buying things online, etc.).

e Set and accomplish realistic goals. Run everything by your supervisor so you can feel confident
initiating your own projects and contributing as only you can with your unique blend of talents.

e Track your accomplishments and continue adding to your resume. Generally, people accept you
leaving your first job if you have given at least 18 months. This means you made it through at
least one review cycle and accomplished something valuable.

As a final note, always remember that you are now representing yourself as a professional. Your industry
is smaller than you might think and your reputation is crucial to allowing yourself to be open for future
opportunities.



Build a Professional Network

Professional networking must play an important role throughout your career. If you want to achieve
professional success, you should start career networking as quickly as possible.

1 Q Research
‘ . If you know you are about to speak with a potential employer, have something relevant

to talk about. Build your knowledge of the organization you would like to work for
before you make that critical first impression.

2. Attend Career Events

Whether a social event is organized by your college or the community where you live,
you can use this as an excellent opportunity for connecting with influential people.

3. @ Connect via Social Media
Use social networking platforms to connect with influential people online. Participate in

online conversations on social media websites like LinkedIn, Facebook and Twitter. Get in
touch with employers, industry experts, recruiters, passionate people, and others.

4. Meet as Many People as You Can
e While you are studying in college, you should never hesitate to meet with as many

people as possible. Introduce yourself to faculty, staff and other students. You never
know who you will meet by regularly interacting with a wide variety of people.

5 B Never Lead with your Need
[ ] . . .
A proper conversation never revolves around one person. You may need an internship or

a job, but that need will not qualify you for one. A professional exchange of appropriate
information, however, can lead to new opportunities. Remember step #17?

6. .) Listen
If you want to expand your network and benefit from it too, you need to become an

active listener. Listening is a great skill, which you can use to attract a lot of people. So,
do not just speak. Let other people share their point of view.

7. Follow Up
Before you finish networking, remember to ask for that individual’s contact information.

Try to follow up with your new contacts within 48 hours via email.
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Social Media Management Across Platforms

QOO0

Protect Yourself
Keep your privacy settings up on personal accounts. If your name on social media is your real one, be
aware that you are searchable and ensure that the content you post will be used to form a picture
of your character. Recruiters will look to find inappropriate video content, language, situations and
complaints. Ensure that you are positive in your posts about classes, work, coworkers, etc. You may
opt to use an alias or disable your personal accounts when job searching.

Connect with Others
Use LinkedIn and Twitter to connect with industry recruiters, follow organizations/companies in
which you are interested and have professional conversations. Create a link to personal websites and
other examples of your work. Use talking points from your personal commercial to state your online
personal brand (see page 13).

Check out Opportunities
Use hashtags to inform your job hunt and/or post your resume. Post a link to a sample of your work
with #resume after it. Get advice on your internship or job search by using hashtags like: #jobadvice;
#internship; #jobsearch. Finally, get more specific based on the industry you are seeking, (public
relations, sales, teaching, government, etc.) by detailed hashtags like: #printernship; #prjobs;
#salesjobs; #internteaching; #governmentjobs, etc.

Network for your Future
Research professional organizations that pertain to industries in which you may work. Connect to the
brands you want to work for. Ask questions in forums, groups and build your professional network.
Share things you learned in your courses and ask questions. You never know what online conversation
may lead to a great internship or work experience.

“Always mgj
e sure ¢,
the company befoy, 0L your reseaycp about

gour intepy,
g View and ¢p
pared to gsf questions.’ e

Lisa Garcig
WMu Business Connect
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Connect Professionally through Social Media

Facebook
e Showcase your professional history o
e Reclassify specific friends into a o

LinkedIn

“Professional” list
Post and comment on professional content o
Create networking connections

Highlight your job and educational o
experience

Network with industry .
professionals

Connect with successful alumni o

Apply directly to internships and
jobs
Conduct
company
research

Follow
companies and
well known
professionals

Join industry
group B
discussions U
Post about
involvement
in field related
activities or
recent related
acheivements

Post engaging photos of yourself at work

Post photos of yourself at professional
conferences or industry related events

Post images of industry related content

Twitter

Follow professionals and
organizations within your industry

Tweet and retweet links related to
your career objectives

Send private tweets to possible
professional mentors

i AR P

Love what you do. Love where
Make an impact now in the lives of children and youth with

autism. Advance your career in Applied Behavior Analysis (ABA)
within a culture of respect at MOKA.



Linked T}

Building a Great
Student Profile

Showcase your experience and

professional interests on LinkedIn!

Pick an appropriate photo.

LinkedIn isn't Facebook. Upload a
high-quality photo (your profile will
be 7x more likely to be viewed) of
you alone, professionally dressed.
No party shots, cartoon avatars, or

puppy pics!

Develop a professional
Summary.

Your Summary statement is like the
first few paragraphs of your
best-written cover letter — concise
and confident about your
qualifications and goals. Include
relevant work and extracurriculars.

Write an informative
profile headline.

Your headline is a short, memorable
professional slogan. For example,
“Honors student seeking marketing
position.” Check out the profiles of
students and recent alumni you
admire for ideas.

Show off your education.

Include all your schools, major(s)
and minor, courses, and study
abroad or summer programs. Don't
be shy — LinkedIn is an appropriate
place to show off your GPA, test
scores, and honors or awards.

Fill “Skills & Expertise”
with keywords.

This section is the place to include
keywords and phrases that
recruiters search for. Find relevant
ones in job listings that appeal to
you and profiles of people who
have the kinds of roles you want.



Update your status regularly.

Posting updates helps you stay on
your network’s radar and build your
professional image. Mention your
projects, professional books or
articles, or events you're attending.
Many recruiters read your feed!

Collect diverse
recommendations.

The best profiles have at least one
recommendation for each position a
person has held. Recruiters are most
impressed by recommendations
from people who have directly
managed you.

Share your work.

You can also add actual examples of
your writing, design work, or other
accomplishments on your profile,

where you can share rich media or Get a G reat PrOfiIe.

documents. What better way to sell

Show your connectedness.

Groups you join appear at the
bottom of your profile. Joining
some shows that you want to
engage in professional
communities and learn the lingo.
Start with your university and
industry groups.

Claim your unique
LinkedIn URL.

To increase the professional results

that appear when people search for
you online, set your LinkedIn profile
to "public” and create a unique URL
(e.g., www.linkedin.com/in/JohnSmith).

your skills than to show employers Get going at www.linkedin.com

exactly what you can produce?

Copyright © 2013 LinkedIn Corporation. LinkedIn and the LinkedIn logo are registered trademarks
of LinkedIn Corporation in the United States and/or other countries. All rights reserved.



Generational Differences in the Workplace

As the workforce and academia moves further in to the 2000s, a shift in the populace brings with it
innovation and conflicts. While generalizing generations doesn’t speak for every individual within its
population, it does help in understanding the nuances of working with people born in various eras.
Currently, 2018 is beginning to see the retirement of the last of the Traditionalist Generation and the
early leave of the Baby Boomers. In order to navigate a climate where the Millennials will soon become
the largest employment sector and the arrival of Generation Z, a road map of interaction will help to
alleviate tensions.

i‘ ' II ' “Everyone you

meet
knows something

you don't.”
”‘9—* Bill Nye

e Recognize that generational differences
influence our ideas, expectations and
behaviors at work.

¢ Acknowledge that everyone wants to be ”M’f*
treated with respect—and recognize that

respect might look and feel different, based on o
differing experiences and perspectives.

Stereotype (e.g., judging your colleagues’

capabilities by what they wear) or ridicule

e Find ways to create shared values and common or make derogatory remarks like “dinosaur,”
ground. “bureaucrat,” “slacker” or “kid.”

e Challenge assumptions and raise awareness e Assume every member of any given
regarding the multigenerational workplace. generation thinks or behaves exactly alike.



Generational Differences in the Workplace (con't.)

Working with Baby Boomers (1943-1960)

Motto: Anything is possible.
History: Grew up during a time of economic

prosperity and positive change that was viewed as

“progress”.

Characteristics: Generally seen as optimistic and
competitive, willing to work hard to ensure their
(organizational) success.

Tips:

¢ Find a communications balance between email
(can be seen as too impersonal), voicemail and
face-to-face conversations and meetings.

e Use them as a sounding board to test ideas
before plunging in. Ask a lot of questions about
what has worked or not worked in the past.

* Avoid age-related name calling or offensive
comments, such as, They will do anything to get
ahead.; workaholic.

Working with Generation Y (1982-2002)

Motto: Technology Rules!

History: Soon to be the largest group in the
workforce, their history is still forming. They have
grown up with multitasking, multimedia and an
unprecedented exposure to diversity, technology,
violence and sexual themes.

Characteristics: Generally seen as self-assured
with a global view; they respond positively to
opportunities involving technology.

Tips:
¢ Be open to new and different ways of working.
e Encourage and embrace technology.

¢ Create opportunities to involve them in projects
of significance.

e Offer to be (or to find) a mentor.

¢ Find a communications balance—speak directly
and quickly, avoiding long-winded explanations
and matching words with actions.

e Give frequent and timely feedback.

Working with Generation X (1961-1981)

Motto: Work-Life Balance

History: Grew up in the shadow of the Baby
Boomers during a time of change that negatively
impacted family (divorce/latch key kids); jobs
(massive layoffs); economy (double-digit inflation);
public trust (Watergate); and the environment (oil
spills/endangered species).

Characteristics: Generally seen as skeptical,
with loyalty and work ethic defined more
individually, based on personal needs rather than
organizational needs.

Tips:

e Acknowledge their experience and expertise and
that you can learn from them.

® Be clear and direct in your language. Avoid
corporate jargon, buzzwords and clichés.

e Allow flexibility and autonomy in work style and
processes.

e Honor the need for work-life balance.

Generation Z (2003-2023)

Neo one browy!

Predictions:

e Less focused

e Better multi-taskers

e Bargain conscience

e Early starters

* More entrepreneurial

¢ Higher expectations than millennials
e Big on individuality

e More global

Sources: training.fws.gov/courses/DOI/SUPV-OLT-101/resources/Generations-Tips.pdf

huffingtonpost.com/george-beall/8-key-differences-between b 12814200.html




77

HADM 123 UNCA 40 2aUEcdw) ay) u adwexs Ag g pus saniabce dwed feiewmpaons
510 aunf | "GOZCWC|CY ‘UM ICPUNG S SENUUDT 33D JaRun|os dwe)

|BIF0S HUIES LIIA% PSI5ISSE PUE JI0M JLUGPEIE (3148 JUARNLS PRdoIn)
I\ 'eoTewe |2y Johyag Aagjuaws | (o |3 ARpng Yaun
HAOM HIALNMIOA

WFEA 145 [T 150010

USMSSTSEE SPIIUY [BUIFIC UE FUia (0] 021507 |02C] 16 3060 0D Pud JUDJ) JG) WEIEMd 1w dapsap

pug Aullieg 2 Ea2npuns asload Jeledas B LUy Sudissas APEng youn| pue FULaIng 1oy SIaaUnoa

|enualed 3imiae 01 sNALWEs A AL PESSEAMED FUE UCIENS CIPES [E20] 811 4340 PRISEIRECY 84 C PE DIPEY

B pasnpolg 1agsignd |e3g) a4l oF pUas 0] 5525130 55500 @ BUIJEIE S8 ||SM 58 SJUSPRIE 01 2INquisIp o) 1Al
PUE 53N 12C.q BUIHCI3Aa P A2 PRIIUN S 1LEWE|2 JF3ES SI00U2S LI S3ITILNWILOY ‘10313 3y1 Jo) FUNEIOALE pUE
"Funeuop ‘Fullaaaun o 1oy s53uaaeme 352l 01 S10aPNIS JsY 10 aay Yns ufiedwzs sucn g cggnd e padoasag
DN IR SNOILYTIH ALINNININGD LNYASTIH

"BENCYSIEY JO ARISING SIAIST J3IUDIEND JUS|[32%3 Fulllaeiad U] sasha|dlla |EUDSESS mall paule)] =

‘63122 Buddoys yo
10| Bupsed Buean 2|1y S1anEoad S Y SI2 0SB0 BUNSISSE AQ 2SM0L 2B ID) IFEL| LEIU PIUIBIWIEN =
PLOZ 1EN3My-£ 16T Aep 11 SIIH PP | g 3|25 30Uk 011507 'MEIT HEY

SRJET MR SSardE T LRIy pue stiSIatsul AARNIING palE2y

‘Fuwado-zsad £.210)5 a0 | SdiysIa s pan| e 1580, PA)0W0ad pug SSEAUEY NSO dNSt -
1agE ARy BPISING

“SPERIEN N dIYSI30 W0 1 SI31YSER SN0 FUNSISSE A 5|15 §JOMMUES] pauRaLifuans -
sEnpord A1 Enb Uz ass a3 JEGUIEIL JUE|[F7e SOISIERILALL BANN2AYE pEI0G #
“DaA WD Ly Led o sesIpeaddn diysiaquiow un pua 1020) gl pEa AIUMSISI0D .
1Y ‘e s B S AR L) A YseD

IINIHIKI AHOM

USSP LOC SN
20 Yosodw worensn) udisagw ‘doyscioyd sysigng
STNHS HALNGNDD

Aeidyl | RIPS A RO
Aua|og wagoag dncan

Suneady gy
UonEHUNWWO digsiapes

W= H U APUNLILIT) U WG R LI
JUaLIEoIaAa] PUE Jdiea) [2U01Es3p0ag
HAOMISHNOD LNYATTIH

uoneTIueRig IUBPNIS SUSHEEY YGNy QY |G IUamsaIg a3 e

FF/SE WdD 14 oo ey AysaRam ueF gy La3isasn
QL [1ady AdO|DI20S RUE UDREHUNWLMGD |[EUDIIEZUESIC U] SHY JO ICI2YIEg
NCHIY N3

'SEBUSUEME PUEID 5, UCHERUNG 31 ITEIIIU] 01 5|15 [ENULIF] PIIUEAPE pUE ‘BUlp|ng-ciy SLUDITELSS TUSD
Y BHIAUEHNE SEp|oyayels 3o s agemunuos o3 Apge fundis B fuuagn unigrpunng Ay
oorewepey 31 yHm Uoimscd 131140 susiEauniuws B AUy aes [ENpIapUL AARES- BIRILL |BIH0S “SAIE ALY

PELT-G5C (607)  TTRF ARG IED | SE

yed 1 awier

uoneIIUNWWOD

'SJUBAS JO Sjuapn}s pue sjuapisa. Bulwioyul pue ‘sapunioddo diysiauned
Jo} sajuedwod Bupoejuod ‘siopuaa yum Bunenobau Buipnjour sjuans Buppomieu Bujuueld
ul Bunsisse Aq Aunwwod pajosuuod alow e Buip|ing jo [eob s,uoneziuehio syl 0} paINqUIUC) e
‘welbe)su| pue ‘Jelim] 400gaoe Se yons
swJoje|d eipaw [B100S U0 AJUNWWOD oozeweley| ay} ul Buiuaddey sjuans pasiianpe AjoAleal) e
"81ISgaMm o} s8|oIle pasodwiod pue siybijods Apaam o) SaSSauISNg [BO0| POMBIAIBIU|
|\ ‘00ZBWE[RY ‘92I8WWO0Y JO JaquieyD
uJaju| uonEedIUNWWOD

9102 udy-G1 0z 19quieides

"90IAPE pUB $821n0sal ‘Loddns [euoijows Buipiaoid ‘sino} olselsnyjus pauue|d e
‘UOJWOo9 pue Ajojes
18y} ainsua 0} sndwed s,NNM JO Ssuolieinbal pue sajni 8y} UO SJUSPNIS [BUOHEBUISIUI PBJONASU| e
‘sjuspn}s [euoijeusaiul AisioAiun ueBiydly uislsepn Buiwodul Joy uolessibal papesH e
|\ ‘o0zeweley ‘Ausianiun uebiydiy udisap
9102 JowwWng weJiboid Juspnis jeuonjeussju] - Japes]
‘sanioud Bunsesuod sioqubisu aeipaw 0} S|y Juswabeuew JO1juod s e
‘Buipjinquies) pooyloqybiau Jarealb 1oy }sAe1eo B si yiom juswanoidwi swoy eyl 8ziuboday e
*SJ8)UD dWoOY pue
‘sasselo Bujurel) ‘suondo Buipuny Buipnjoul s82inosal 0} sioqybiau Buoauuod Aq spasu Ssaippy e
‘UoIIEOIIINEA( |[BJ9A0 puk sjuswanoidwl 19a1)s ‘Sjuswanoidwi swoy
Buipsebal saluNWWOD asaAp Aj[eloes pue Ajjeojwouods ulyiim sanbojelp pooyloqubiau ajejjioe{ e
|\ ‘o0zeweley ‘syoo|g Buip|ing
19zjuebiQ Anunwwon
ERIEIEL Y E]

Juesaud-g10z fepw

"sasiosaxa BuiAe|d-ajos pue saipnis aseo Bulnp sue|d Juswabeuew J0I)uU0d pareal) e
‘uonnjosas aAlsod 1o} so1oe} uoledunwwod ajeudoldde Aojdap pue uass| 0} Aljige pauayibuails e

9102 Yyoiey-910Z Arenuep 9S4N09H UOIIN|OSAY J01]ju0 BISSINOD
Vd9 00'+/00'% aunjess)i ysi|buz ouoisiH Ul peoiqy Apnis
/102 1snbny-Ainp algnday yoazy ‘anbeid ‘Ausianiun saueyd
Juawabebu3z o119 :ainjeubis NNIM

Jajeay] pue aoue(q :Joully

VdD 00'1/65°€ IN ‘oozeweley] ‘AusiaAun ueBIYOIN UIeISOM

ysibuz ui spy Jo Jojdyoeg
uol El

020z 111dy :pajenpess pajoadxy

*Aunwwod ay} 0} 8Aidadsold ysauy e apiaocid 0} seale Buipunolins pue 00zeweley| Jo abpamouy
yidap-ui buiAddy “1aded Ajreq oozeweley} ayi je diysuiaiul ue Buiaas isijeuinol aalsinbul ‘earealn

L9Gv-€21 (692) TP YIIWMPUOSIIETIXIE 9006 IIN ‘00ZewWeey| IS p/emoH vEZ L

NOSIHHVH X317V

ysi|3u3

Arts & Sciences



78

*S[eYuaI 1ooq pue ‘semede] ‘saseyoind Jog syuawiked pa[puey pue SUOIOLSULT) [RIOURUT] PISLURA *
*SIOpUA () JoA0 wody spnpoid syesodioour oy suefd Sursipueyosow pue noke] 21018 padofosa(]

S10T 3ny-gI0z ounf A ‘PIoppoy Anejussardoy sofes/tonse)) ‘[ byuy pue jye) oy,

* JUBQ IOATIP, B SE [[oA SE TOMEID [SEO padue[eq pue pejerado ANua)sisuo)) o
*S19pI0 Jowo)snd S[dN N SULIDAIPP UAYM S[[D]s JuawaFeurw awn Jotadns pajensuowac *
“swd)r pooy Surredard o[Tym spIepue)s £1oFes pue YI[edy JOIIS PIMOJ[O] ®
9107 AInf-§107 dos TIN TRAUIEJ “T9AIOS/TIqUIIAl UIED [, INJ] €ZZI]

*ssaursnq Jeadal pue TONORJSTIES IS INSUR 0) SIAYIOMOD [)IA PAJRIOR[[O)) *

JYSTU L1099 SALIAAT[AP 2231d-(0¢ | 01 dn 10J A10JUAAUT PaPIOOAL A[91RINODY *

*$PAAU JPWOISNO TUTSSIIPPE UAYM SIPULRYDISW Jo a3pajmouy [euondadxa payensuowa(]
A$AIJ—910T Sny TIA ‘oozeureey] ‘SI[) donpoad ‘IR
HONAIIHIXH IOM

SUOTIEDTUNUIWOD [euosIdINUI pue ‘SuneSpng JUSUIdSeULW BIEP ‘20TAIRS JOWO)SN)) ®
0141033017 ‘dewr) 2)ng 901JFO) JJOSOWIA UT JUATJOI ®
STIIS INVATTII

*SQALIP POOJ PUE §)UAd SUTSTRIPUN] PaZIULSIO pue pajeniu]
‘UONRZITRSIO ADTAIRS PI[-JUaPMS ‘PAIUALIO-A)UNUWIIOY) (U0IdUI() ©)0] €)dg) qn[) £30[01g HONN *
snduwred uo pajuoweldwr 2q 03 IN[AYS Snq A[N0Oq Pa[oLda1 © paziemdaouod
‘sndwed s, HON[] UO STURLIOIIIOYS S[QRUIRISNS SNOLIEA PISSIIPPE PUR PISSISSY [URIHIN(] *
*saanpadsiad payusnio AjeiuawuonAuD Sdnnu woIj uoyredd]
Ie[oS ¢107 oY) woij sSurpymq pazATeuy ‘seonoeid pue sojdpurad [ejuswuonAus Jo uoneordde
QU M IMIATYDIE PUE “SOTYIR “SSAUTSN] P)eIodIoou] :AJunumie)) SUnLIed| sarsRuy Sudnug
*S3WO00INO UONORAI SUNoIpaid se [[om S ‘SWISIURYOSW UOHILAT SNOIWNU
pue ‘ejep ordoosordads Sunen[ea? ‘@IMEIUIWOT UT A0UIJoId paurer) L1sTaRY)) duesI)
*S[[20 UT UT[NQN) UO J[OZEPOION JO $193JJ0 ) PayoIeasal pue ‘s[[ad
¢LEHIN UIIA SAUOISTY pue UINAN) JO SUONEIO] 9Y) payynuap] ‘skesse awzua pue ‘sisatoydonoae 128
‘SaaImno 1120 ‘Surure)sounwwr jo asn ayy Surkojdwe sjudwnadxe snorea papnpuo)) :A3oforg Jemyp) *
*$207)INDSOW UT 19A2,] AJ[[EA WY JO 2OU[NIIA JUANDSU0O pue uona[ap 2uad pajuasoid
puE pazZLIRWWING “YoIeasal A1oreioqe] ysnoayy sapdourid onouas pazATeue pue paIpnig (SIRUIL) *
AONANAIXT dTHSHAAVAT ANV AOMASANOD INVATTIA

65'€ VIO Ansmway)) :Jour ‘ASojorg :1oley
610 1dy 20u219§ Jo 10]21100g
A ‘cozeweley] LNSIDAIUN) UESIPIJA] WISIAL

NOILVONad

*0URIDS 10 uorssed JuopIe Uk pue ‘S|[OS [EUOSIAdIONT pur JIoMWEd) ‘DAnENIUL SUONS
1SISOJOIA © SE [20S 2IMNJ PUE J}I0MasM0d Al Juawa[dwos 0y dIysuiaur Yoreasal 10 A101eI0qe] B Sumaes
HALLDALIO

npo yoTwm @ uayd [ Areur
rE£T1-006 (697) udy)) KIBIA

PaIN Olg

SLOZ 190UIS Jequualy Mei005 s1ouoH A10jsIH BI8y ] eydy 1ud
L0 ADUS 1B alpy 1elny 5 abuy su) pus EdpEUIY |6 A18105 SLINS0T
L1032 F0us 12qui S LOE30s 3y Lunasny puebu] sap)
2102 papimaey Rusaaun webispy Lissapy JAaEIH u s1ouoy
SIBISEWAS |7 fusieaun ueliymy wisisess ‘15 sueeg

[[SIeqUIBE] [EUOISSR|0Id PUE SIGUDH

#he)00 s1ouDH 887 BUL L0 Aoisiy 8L UD ydeiBouow B Jo uonanpead Byl J0) YHeesel pAIDEID ¢
s[BLSRW panyare Jo sieak oG & aba)oo s o usezuoBares pue siseyiude s pobeuey e

8H0(0:0 SI0UCH B8 8410 UsleIgHRD AITSIBAIUUY YIDT SYI UD Uesd BYl YilM PRIZIOGR|IDD

1Al DT By Auslaaur) LEBILDIA LUBISSM
LL0Z 18qWeI8]-7 L 0Z Bunf 1sInYaay aba)og SI0UCH @@

si0yizia sBebBus oy Jusucdiwos us-spuey e paufisay e
sassasoid BuiueesD jem pue Jedel aug BUIEISD 0BPIA B pBJESID =
s[Ege| 1339q0 pue
glaued UouDeE pEIZELD WS LOIMGIYXS a4 ul apniayl o soido) peynessal pue 5poelgo peloseg -
U qIyxe LWNESnW
£ Dulpeas sy SpeLL 550104 UOEASSLGD DU [BUCIEIND SU) ue Uohimyxe |Buws e pedojaaag -
Iy “oOFEwEEy sbiz|og s1ouaH a4 Asiaaun ueBiusy Walse
#4102 (mdy-Arerigey SISHU ) KIS H0IRIND

sjlasoed ssusladves BuBefus pue aazusysidwss
10w 2l 1oy 2anb sy o) peloe] sEuops slemd o) saeq alpewouy sbie e o ARy .
plIom Byl o sEae (|8 Woly pue sabuves afe e waly s1sanh |0 Aaliea apim B 1) siqisucdsey e
UHSaT LAMCUMER Jo ey Bl es oyl SusisLL U yiv sisent splateg

Yl uoisog UCIEpUNDS [1B1] wopsaid 84|
weseld-BLOE ARN apINg nej
EENENCTFE)

SBIPMLG UOISIBWW] Yaue 4 werdoly

8oUel4 'slEd BILO-BUILERIS 6P SYSISAILN
aLog sep-Lenuer anbyddy anbisinbur ap anuas;
BE VIO afie||og S10UDH @87
| OOTEWEEY Ausieniun vebiusiy WIBIseR
210z judy {Ualeadd “JoUILL) AtO1SIH 11gnd U Ly Ja 1ajeyoeg
uoneonpy

WE NG} pue ARSNPUL 8314198 8L} o Med 92 8[9As| e(dijnw uo S1gnd sy} Ulm pajoessiul fjgaoayy
S|IqIUx e 811391 S8l 1o Buleins sy} pus 128(014 5,86y Bolewy |0 AIBIDOS SLINISOD

aly Yo qe| [peuss Yiemsinad ybnoug; siaelqo alaslY (o uogbaasies syl w pateBuy e

HICMSSINGD 115U} pU SUDIIGIYLS Jo JUsWd0SASD SU) L) SJUSPNIS pO|SSUNDS, =

yoid

£95F-E2| [652) | NPE LALLM GRS | SNHEW
pasy snoJep

K103sIH 211gnd

Arts & Sciences



*9S0Je SaNnss| uaym aAjos-wajqoid padjay
pue ‘wea} yim Ausioyje paxiom ‘eouewiopad Ajawi pue ajes papinold e
‘dn ues|d pue ‘uonejieisul Jounb ‘Anuadies jessuab ‘Buljooy e
91/01L 01 ¥1/S0 1IN 0ozeweey) 1900y “au| Buyooy uoisidaid
'SUOIJE}0SdXS JBWO}SND pUB $8INPadoid [euolyesado uo SUBIDIUYDS) MBU UlES| e
"elep AoAINs papi0dal Uo Paseq uonoejsiies Jawolsnd ybiy apiaoid pue
‘spsepuels Alojes Auedw oo 0} Buipiodoe ajesado ‘sajolyan Jredal pue SSassy e
juasaid 01 9L/LL IIN 0OOzZeweey| ‘UBIdIUYIa| SSBID B 2411 ‘@41] 9||eg

0001} uonnjoAg uadsy 8y} pue ‘09 N1D UlWIes ‘0gy Ulwies ‘Japuodsuel)
/2EX1D UIWIBD “/6 yoremAys Jojidony 00104 ‘UOISIA OlBUIUAS
€64 dUApIAY ‘6 BIBBIUT BUAPIAY ‘SYVYM ‘SYOL ‘SN ‘[ESIBAIUN ‘SI4T ‘Ped]

pie isu1y o1seq ‘Buiures] ssaualemy eixodAH/ABojoisAud sapnuy ‘pesiopul uilds

payed a3v/ddo

paloulsalun ‘Wuauny :uodssed SN

6290980-XD — 81eOYILSY [BOIPSIN SSEID ISiiH VY4

12091 1004Y — Hwiad sioyesadQ suoydajeloipey paioulisey 004
28289.¢ — Buney uswnisu)

73S0 13D ‘101id BkeAld

8 :Aunoy ssoi)
G :JusWNJISU| [enjoy
G0z :owi] b4

89 :xa|dwo)
G8 Juswnisu|
€Gc awl] [eo]

89 :aulbuz-mHN\
62 “BIN
89 :puBLILIOY Ul 10|id

02-4S snuip — Bulurel | 1ojid 8¥eAld

02-4S snuip — Buiurel] Juswniisul

uojyresaq 4adns gyoyg — bulurel] juswasiopul uidg
9|0uUIWSS Y-y d — Bulures | suibug-nnp [e1osewwo)
02-4S snuip — bBuiurel| suibu3g-o|bulg [elosawwon

91/20 01 G1/60
/1/G0 01 91/60
81/€0 0} LL/OF
81/G0 01 £1/50
81/90 01 81/90

"H4| pue ‘p|od ‘MOusS ‘urel Buipnjoul SUOIIPUOD Jayleam |e
Bunnp ‘jooyos 1ybijy panoidde- 1| Led e ‘uonelay jo a69]100 S,NINM Je paurel |

VdD 9AIlBINWIND G2'€ B Yum sieah ¢ ul weiboid Jeak-{ pajenpeln)
$80U319S YBI|4 UOHEBIAY Ul 80USIOS JO Jojayoeqg
Ausianiun uebiyoipy uisisap

810c aunr
|\ 00zZeweEey

"SUOIIPUOD ||e Japun suolielado Ajawi} pue ajes Bulnsus ajiym
‘sIoquISaW WEes} PUB SISWOISND YJIM YOO[INO0 JNSBISNYIUS pue d1y1d siom Buoils
B yuo} Ind 0} Buialg “sAemily oljgnday yim uomisod Jad1Q 1SJ14 B UIelqo o
npa yolwm@sqoelyisjed
19GY-€21-69¢
SqoJe[ 19)8d

o  Jolid uoneny
N~

aouanadx3g JIoMm

swalsAs

leuonippy

sbuney 3

uoneaya)

aouanadx3 b4

aouaniadx3 b4

uoneanpg

aAnoalqo

G102 ‘¥ 102
8102 ‘2102
1uesald — 7102
19sald — 1102
esald — 7102

199008 [einweu] NAM
Jaajun|op ‘eouel|ly yyesH ssabiog

UOI}BID0SSY JUBPNIS SIOUOH

juspisaid ‘an|p Ansiwayd NINM

Jainsead] ‘Ajuisielq sI0UOH X8aln) eBawQ J0 J8pIO

SdIHSH3Igan3an

102 diysiejoyos Ansiwayy [euowsiy e Asjuels ‘M Mouepaid
G102 snnoen pue Aisiway) Joj piemy juswuedsqg
Jussaid — 102 sI7s,ueadg NIANM
S@4vMv

$S800Y BuIpnjoul 8INS 80O HOSOIIN *ST7IMS 431NdWOD

Ajowiweyop 211940
Anowweyjop anep) asenbg
sisAjeuy SIA/AN

uonebnyLuadenn
AydeiBorewoltys pinbi g sen
Anowwe)op asind [enusiopgid :STINS AHOLVHOAV T

‘siequiaw wea) papoddns pue ‘yels usyony 0} AjJUsIone PaledIuNWWOod ‘SI9pI0
1sanb paplodal Aja1eindoe ‘panien |98} sisanb axew 0} 82IAISS JBWO0ISND JUS||9Xd PapINOId -
VEYVETS
I\ ‘ebenod 09 doyo uewsyesd
JON3IH3dX3 4334V HIHLO0

910z 1snbny — ¢ L 0g Arenuer

‘sasse|0 Asisiwayd ojuebiou; pue ojuebio syenpeibiapun oy siaded papelry) -

juejsissy Jayoea |

2102 |udy — 910z Jequisldeg IN ‘oozeweley ‘Ansiway) jo uswyedadg NINM
's10ssaj0ud AljsiWaYD 93y} pue Sjuapnis g Jo dousipne ue o} sbuipuly yoseasal pajussald -
‘Swiea} Jnoy 10} Yoogajou Alojeloge| 8ziuebipy -

‘qe| Aisiwayd [eonAeueolios|d ue ul pob Jo sislsnio 109104d -

"Jafejouow pazisayjuAs ul Jajsuel} U0I}O3|d pue ABISUS B|BOSOUBU UO SNJ0H -

9]e100SSY Yoleasay

I\ ‘oozeweley ‘Ansiwayg jo Juswipedag NNM
3ON31H3dX3 4334vD @31v13d

jussaid — 2102 Aei

8102 Jsnbny

00'7/89°€ ‘VdO

8102 laqwiada( :paloadxy
|\ ‘o0Zeweley)

uoneaiuan A18100S [BoIWaYD uedLBWY
ysiueds ‘ABojoig :sioulpy

Ansiwayy uj 92udI9S J0 Jojayoeg
(NINMW) Austenun ueBiyoiy uieisam
NOILYONa3

‘'sashAjeue

Alojeioge| 1onpu0od 0} Pasn aq ued s||ixs Juswabeuew 10aloid pue ‘sisAjeue ‘Uo1}9a||00 Biep Ul
9oudIadxa BI8YM ‘JUBLIUOIIAUS |0J3U0D Aljenb Jo yosessal e ul diysulaiul Aioyeloge| e Buiyess
3AILD3r90

0066-82 (919) NP yoILM@Z)NYoS g essAle

Z11NHOS VSSATV

Ansiwayd

Arts & Sciences/Aviation



80

ssaAodlus Mel palllel
finyssanane pue seob 21013 pUE JUSWEden US|dWIoIoE O0f SISMI0MO00 DRTEAIDIN -
serueds iosip Aue Bunenebeu Alganae))s 'se(Es PUB UCRonpmd AUl RIS+
ueLedsp sy} Buiso pue Buueds ueym senp [eUsbEvel pBLINSSY =
p|0Z 1enBriy- | 102 sune 1slyses 18| ysgAlsyeq
{|leuoseag) |a SSYNEMEY ‘SARS N HIld

soal el 503 UL oy 5(Iys Bulaoyssqrno [eauelsew Sapaps painbay e

spiepues fously UDoanld &4
jeuanen Yy Buifidiues apys swasds pue uswdinba a1y paoivles pue paeisdy  »
S10T 11dy-GLOE Arenuer vEIRI Yo | Alges Sl
IW cozewejey ‘luswoabieuel samnted WA

Ansiaaun eyl o uwne pug 'sjusied dey siuspmz eajedscad

a} sancy Buipes) £q i pue 21gnd su gy suoyeles Bupiom jus)|aaxs uisilegy
Wesald-9L 08 equsdes ADpESSBOWY JUapn]g
1N H9210 2leg Uopeny o BBLICS NN

FINTIHIIXI HHOM

‘B uoideys [euoiBsy w4IN SU) palele pue

uaniedwes Eusiey (v4IM) s uenEeassy Bud)y eefe)ceieu) [2UCIEN 8y FERUENY
102 yHel-g10z mqusides oedwog
W oozeweey “wea) B uoisald R

‘s|uapn|s pue sbapon
a1 Jo WaUsG ALY 10} IBUN3G JUSPrIs pue AN e usasmiaq stunaaw aimice-on  «
‘SEXO0 WHWIIOT PUT SABMNS |5 830 s yBnony voneay 19 shis)on
Sl v Juswanoidu jo sienew Bupiebsl Apog juepn)s sy asaidal Agaioayg
MesEl4-F| OF /Equeldes 1010T BAUE) Aleysioes
I COZEWRIEY (JIUN0S U8 PNIS UOREIAY
ER U EILERLENGHRE]

|A% BUSSNNEM ou| fuoneny A0 Buudg

tLOT 18nfinyg veies20 1o d feand
S3BLIENG [IRUED 10U Afolauyse) wewefeuew uonsay
61L0T Enfing pegsedxg Ausisaiuny uehp oy vieissm 'esusag Jo 1 EY3eq

NCILYZNd3

‘Jojid slenad yy 4 pazuson AlEINy0) Sqopy puUE sINg

ST S SEN|SUL E|IME 18INd LSS SAEREIUIUIDY SIUSWLOIAUE peded 15e)ieIns sald
Yh1y u pom pue 'swesfioud jno fues pue veyd 'susiipusa Buibusys o1 idepe suanmiedo
By jo oBpemouy SPESIUNLIWGY ABARDeye O} |G JUSPIIS LORRASIUIWEE uoqelay

npaymweagsunuslojaiefiew  zops-asa (792}
sBuuar 1aebiep

UOI1LISIUIWPY UONRIAY

WesaIg-5L02 |2 flainses ) 1 asdeyss rI T SIss
sSSP LOE |8 FdBU P (LAY AGY) SoUBLEILIERY LOIBIAY W1 LBLUDAL 10) UDNBID0SSY
IR Ja4dEyc [INAR [dHY) 04 B eydyy

dysapes] DUP WSHPLmssapaNT Syrys [ELoheRiuefag ‘Bupun; sy dEyD s palsnL )
SNOLLYIIA4Y T¥NOISS3408d

AeraybiH -y -dopy opsunoy Jounp dilery |yg  ASIos suswny A Uewny o] IEIREH
S10Z BALIE SN0 DOE JOns dONIH3dXd H331NNTOA

Gl "Uoneomg ) 'Bunosu 'Bulplom nstg e
NEINE (g4 U0 Sasisaaswdinke o soueusulew pue Bugoolseqnoi Jiede) [2lauss -
ERRIEE]

spoofl an@aan pue diys of Jswdinbs Avea praisdo w

waudinba pauluew pUE 'palEdal pesEesEY  »
mEo_«UMw.._ﬁ.z. _M_U_.._m.._;

mpIORIRIL] =

FREIPURY PLIE 'SSIPUBLIAIL PRlES0] IRUUEL [RUaESSoud @

2121055y SOUBUSIUIEN DUE S3ES
G102k LDZ ‘sIeLIwng I ‘PUBIOH ‘BSNOYUBRID § O3EN
juawdinba

sl utislaedd puk Usdinbs )01 40 ssn ey ybnouly) peeedsul pue peues)s; e
[ENU R NEISALY] ENES SOUEUSIUERY Dam0)0] pUE peZIUefin papjusssesy] e

1N Heels eeg "uclalay 1o afe) a0 Asleaun ueliysiy walsap

2107 1EnBny-Alenuep 00Z-0 Buneyssagy

SUAIALILIOD PUE SAIM [B21108(& 1AP|0S BUE s snoy  »

SpadL PalnDal 10] UNFUCS PUE SAX00 218 [E]51I [5AYE SEILGRY =

uz|eamnba 10 pUR SI3qWINU [PUES |0 JJ0 peseq sped paanbel Jepio pue UoIEase]] =
ary s ajpwoeudeg

IH 19810 @ HEE uonTIAY J0 86811eD NHM
dONIIHIdXT AHOM

ueseld-A 10T /equeideg

£PE VdY ABojouyoa | SOURLSIUERY LOHE|RY U] S0USIDG JC J0RYIRg
610z Ludy peizadz] | 'DOTEWEEY A LISHIAIND NEDIHIIN NJILSTM
NOlL¥and3d

“seab Auediuoo ssedins

IS [EDILYDS] IUS|[80XS "SOUBUSIUEY UHIRIAY
ualielry Leslng yim difslia)l] ue uejge o)
3AILIFrE0

puE 123 W 0} Ayoink wi=a) o ANYgE 8y puE
wr Uejededand onuepeae Guons Gz

NPO"YHWM@UE |00 T eI - LELZ-EIZ (LEZ) - 90080 IN "COZSWE(EN "oAY Bider pEl
UR0] [ RIBL

oJueuslule|A UOIleINY

Aviation



910z Bdv “¢107 Py $3UISng JO 9|07) PIOMVH ASITEUR] IZEG[ITIL,

S10Z 22-€107 dog $SOUISIET JO 239][07) YIIOMEF] IST'] S,UL(]
uﬁUmuunva:;_N &vm &qﬁmHEO&Um H&um —uﬁoo wAGNUQ uLu n«O uﬁu_&_uum
SINHWHAHTHOV
c10z dy-¢10z dog wesBox se[oydg diysiopea s.uvaq
uﬁvmuw@vaON &Uw wUUuDDmuM GNEﬂI C_ uuﬁvzvuxm H—O.w .ﬁu@UOm
HEMmMHnHJuMCN &Um H«N&U wdcmudﬂum U:n_w—nw _.Ucd GO_HNUMGEEEGU Ad—Uﬁ_F_‘N‘H Nrgw—m dC‘ﬂu_.EO
028117 Ue[ [E2IINQ) JO WUIPISAIJ-9ITA ‘Paeog Asostapy diyszopea juapmg
U281 -G [ (g Ue[ JreyD) vonismboy 1oxeadg 9aNIWoy) 93U2IJUO7) PraoIPIUdISa]
‘SHILIALLOV
$10¢ Sny JOPESSEQUIY JWOIIA\ [[B]
10 ve JOMURJY 393 wieaSor diysuraixyy ssoursng
Judsa1-¢ (g dog 00ZBWIT[EY] 2JTS IALI(]
HONHINHIXH ¥HALINNTOA

$20IN0SIT uewny C#Lﬁ?/ wv_Ud.ﬁ mwudﬂwﬂn— jo .muujum\r N ﬁcdumuuﬁdﬂ @GN
s1uounTedop 9010893 UewNY J19Y) 29U91AdXD 01 YIFOMEH PUL JANG PAISIA e
wesdos drysuzaixy ssoursng

SINHIWdOTIATA TYNOISSHIOUd

s10z mdy-y10z mdy

sjuapMIs a1enpeIsiopun Jo a3ues € 01 (saf1s Suruzesy 01
sa13o1ens Supyel-a10u wory Surdues so1do) M) STEUTLOS §$900ns 7] JoA0 patuasaid pue paredos] e
Qrsaaatu ) uDSIGILIN Wiajsa, | SUvIToA] SIS HUAPPIL, dof 437
JOIEIIOE,] FEUTUIAG $5309NG
SIOQUIAW JJES () | J9A0 JOJ $IUAAD SUTUIER PAONPUOD pue pazuedi() e

§10z dy-y10z dog

SUONIDS JEUTWAG 383 X -1ST,] 30§ $3030n7SUT Juapnys snjd G/ PaIry pur Pamoraiiu] e

UIOIU JPUIWG 389 L -1SIT,] Y} 01 JOIINIISUT-07) FEUTWIG Fed -ISFL,] WOT] PAIOWOI] o
Qusaaatuu) wvSIGITNT dajsa | ‘tuansavda ] amanadr] 4va X-sit]
UIIIU JEUTUWAG JIX-ISTL]

fuedwod oy Y el ] UONIY 2ANTWILFY s ¢ a[dwod djay 03 Ped] oy (M PIIUIE] e

<10 22q-5107 ue(

10 ‘sBurures vonma ‘suerd ywawonordur souewrograd Guowasse saforduwo
S® YONS S1UDWNI0P SUIPFEOqUO apnpur 03 sa[y euosiad sakordwa pareard pue paredos] e
U sp0y
G107 22d-S 107 3290120 1UBISISSY $IDIN0SIY ULWINE]
sasuodsar drysuraxs urpredax s1ofofduwo 01 3orqpady 9praoid 01 SPUIR TO PAVIWWOI PUL LITP PIZALUY o
JJe3s JUOPMIS JNUDY) 3093L)) SukYy, U JO [[e F0f ‘sasndured
98a1102 apdnnu 1noySnosy pasn wasks Surpoen wedrdde ve ‘Oyeyspuery s0j Sururen payuowoadwt pue padopAadq e
dn)-yorepy Jolepy oy paffea 1uaAd uonwso[dxa jolew €
pue pued diysusoiur ue ‘10049 [eruatudoaadp [enuue-iwas ‘omt Sunasrew pue Suuueld fpuormy) e
Qusaaani) uvsiq\T wiapsa | ‘ssoussng fo a0y qroawpy

102523 J-G 107 Kby J0)EINPH I ANV 3] Sueyz
‘HONHIMHIXH JIOM
$SOUISI] [€3DUIL) JOUTA] £3ojoyads g YuawaGeueyy 20mosay vewnyy Folely
€8¢ 'VdO UONERSIUIWPY Ssauisng JO JO[PYdeg
TN ‘00ZEWEES] 2391[07) SIOUO] 29 PUE $S2UTSIE JO 93907 YIIOMEF]

fyrszoAru) GESTYITI UIISIA\

‘NOILVONad

1102 Ay :uonenpescy paoadxyg

SIFEYD /UT /WO BIPIYUI MAM UPIUTT
npa s dyUEgsapey) ey L95h-¢Z] (692) HRD

(aquuppg sa1vq")

Juswa8eue|N 92JN0SaY UuPWNH

81

*doys0joYJ 9qOPY PUE §$999Y ‘[OIXE ‘PIOAY YOSOIOIJA] :9IING AOFF(Q) JOSOIIIA| UI JUIIOLOI]

SIS
*SoI[Iwey 1dY) pue [outosiod AIe)Iu 1SO] JO SOUOISIARIS ) POUEI[O PUE PIQANIDS o

S10T 1QUuILAON TN ‘eisn3ny ‘aseq AIRIA 19)SN)) 10
A9 ATENIIA Butues))

“IOPIO JUSIDIJJS Uk Ul SUIUUNT 010M SI[NNYS ) Jey) 2INSUS 0} 3010 SE) YIIM PAILIIUNWIWO) o
sndwe)) 3sopq 03 sndwre)) yseq woiy juswdinba nay) pue s1okojdws papnys o

S10T PqUIDAON TN ‘oozewreey] ‘A)NSIOATUN UBSTYOTIA] UIRISI A
JIALI( APNYS JLojdwy Are ] 133.1e)) ssauisng Jo 333[[0)) YlIoMeH

*KoUQIOIJJO OZIWUTXEW PUE PEOIOM OPIAIP 0} SIDQUIDWI WIEd) [IM A[OAT}09JJO PIJEOIUNIIIO) o

"JUOAd dY) J0j dn 305 01 snduwres punole sd[qe) pue SIeyd dA0Ip ‘sjud) s Aueduwiod o) sarjddns oroiq e

S107 W0quadog TN ‘oozewre[ey] ‘A)SIOATUN UBSIYOTIA] UIISI AN
AL ‘Yseg oduoxg

UBLIDAX 139JUn[0A
“aurjow) 9y 93UBYD JBY) SANI[ENIUIAD UIISIIOJUN 10J A[OANOJJO SIROIUNUILOD) @
“o[npayos uononpoxd JyS1 & uo orsnu oY) FuILIM O[TYM JUOWISF UM JWIT) POUIEdT
‘wesdord Sunodwiod e ur s[y[s Suryoeod pue Juryoed) poused e

TINL“9YeT PRI[EAN “[00YDS YBIH [BU90) 98T Paf[epm
(AL) PIEND JDJUIAL [213UDD) AT PI[[EA 10§ Josodwo))

“Juopnjs yoea o3 anbun suonenyis snotiea ur weidod diysuio)xy ssoursng ) 0y SSOUIPLI JUSPMIS PAINSUT o

9107 [1dY — §10T qusroN

*SQUI[P AP PUE SYSB) SNOLIBA JO ISI[ 19S © S[pUBY 0} S[[IYS UOIBIIUNWIOD PUB JUSWATeURW W) PazI[li) e

‘wre 1001ed 121} JoJ woy aredord 10130q 0} SUOIENIIS QUO UO OUO UT S100d M POYIOA, e

TN ‘oozewreley] ‘AJSIOATUN) UBSIYOTA] UIDISOAN JE 10JUd)) 10aIe)) Sueyy
10jeonpy 1934 AL

1usa1d - 9107 [HdY

JIUILIOAX ] [UOISSIJOIg
swa)sAS uonewtojuy wndwo)) :rolepy
UONENSIUTPY SSAUIsng JO I0[oydeg

TIN ‘oozewre[e)y] ‘ANSIdATU () UBSIYOIIA] UIIISIAN

6107 Suridg :uonenpein) pajoadxy
L8'€ VD waun)

uoneanpy

*2521]00 Surpua)e o[Iym Swnsal AW MoiS pue sweisAg uoneurojuy ndwo)) jo a5pajmou Aw pue JOs[[IS AW dzZIn 0}
Aem e 10] Suryjoo] we [ "AISIOATUN UBSIYOTJA] UISISIAN J0J JI0M 0} [0S © )M Juopmys Sulfim pue ‘pajeanowr ‘Surogino uy

EXVIERI[To)

068L-95t (697)
NP YOIUMD)ISUIBM D" MAIPUE

JOWIBAN MAIPUY

Swa1sAS uonewJojul J93ndwo)

Business



()
00

WOUIE] + 9TOZPEIOIY » QUNBIIY « IV » PN\ UOISS2IAXE] OSORAY & ANG 2IG0) HOSODIY

SHIONHIOIIOYd TVOINHO AL

102 ‘€102 pueg Suryarey 03U03¢ KISIATU() UESIYII UIANSI A\
6107 Sundg - $10z 24 Spuroes] pueg Svsouop] [euoneN] ‘sq vddey eddey] —1uaprsarg sse[) wof
S102 —¥10T Srusores] pueg Srvsouop] euoneN s vddey] eddeyy — sarmseas],
S10T —¥10T dnoxgy gadeay pH-00) — VAL 1€ SIOYEI0A
10223 — G[(7 preog £30s1apy diyssapear] 1uapmig — 1wawdoPAd(] [BUOISSIJOI JO JUIPISII A
910z Sundg pueg sndwey) Ars30aruN) UESIYII UINSI N\

SHILIALLDV

SJUOPIIS JOJ SIUIAD [EUONLWIOJUT SurZIuesio pue swoosssepd ur sunuasard £q o,0p £q wessosd oy ur vonedpnsed paseodu] o
wesBoxd oy i sa3uaKAdXd J19Y) In0qE SHupMS Y dn pamofo,] e
STOJUDW JIYIO PUE SIUIPNIS JOJ SIUIAD PUE STUNIIW paute]] e
TN “o0zeweles| ssaursng JO 332[[07) YMOMEF] U I8 JNUI7) 1925E)
6107 K] — $107 32qu220N wesorg drysuzaixy ssaursng — JOJUIPY 19
10949 JOYI0 PUE 1ej 3995 30§ aredord Koty sv SowNSHT 1A 2DULYUD 0] SIUIPIIS A £SO LIOQE[[O)) 8
a[qissod se PUAIDIYJO ST UNI $IUIAD AINSUI 03 (A I¥ SIUAAJ SSIUISIq JO SINSITO[ ALPIEA  ®
2[qissa22¢ A[isea 1 uONEWIOJuUL 08 dsequiep safodwa pue Juapmis parepdn pue NeAX) e

€107 Jowuing uIa1xq ‘weadold diysutaixy ssauisng gOJH
Y102 [1ed - €102 [1.d J0JUI 1994 ‘Wweidoq diysutaixy ssauisng gOJH
v1oz1ed Jong, ‘sajdoutig Sunayen
S10Z Ired J139junjoA ‘s191s1S Sig s1oypoag Sig
S10Z Ired Jayeads Jaajunjop ‘dn-ymnep Jolepy

SALLIALLDV ® HOVAY.LNO ALINNWNOD

TN ‘o0zeweles| SSaUISI] JO 3[[07) YHOMBE] AU} I JIIUIY) 1925L))

02823 - G107 YOIUIY J03EINPY 139
HONHNAIXH JIOM

$10g Fowwng onysda ‘vonesodion) worer ‘sansidoT 0fo07) — wawoadeueyy A[ddng paressaiu] e

wesdorq diysusaixy ssaursng
s199(01d snorrea 3aidwod 0y syuaunzedap Arenb sonddns pue SumaouiBus oy A A[euonoung sS0I PAYION e
39W 3q pnoA saurprap 2insud 03 Suideyoed pue sired ‘sar0nb noqe s1onddns s parwdnwwo) e
TONeZINn 199ys qu—mNM w:m—uuNWUu VS 03T UONeWIojur MU u.D&EH .
uum—&JuOk/ ) ur .mucuﬂu@wu Zywrxewr 03 mvuﬁudunm $SIUISNG MU TUG:ENUUDm ﬂcd WU&O—UbDQ L]
ssoqddns [enuatod pue 1wa1nd 01 puas 01 siuBWNIO( O 1Y ddn[nw parear) e
NI ‘srjodeuerpup UOISSIWSUBLT, VOSITY
G0 JPwwng U] Surseyaing 1951
aseqeyep s Suedwod oy ojur sway Surjooy mou oz nduy e
suraes 1500 aseazour o3 syred soddns mou paysaddns pue fuedwod oy Surpuads Surooy pazieuy e
SH0Y 3IPAID O BT PA[[OIUD YA BOREIPNII) I UIIAL) LWTIg
TN ‘S79ATy 9274 ], fuedwon) suryep T-X
910z Sundg siskfeuy puadg Surjoo], - 199(o1g renprarpu] ewidig XIg U — (8¢ JUdWITeUEy

uea| spremo) Suprom 199(oxd enpraipu) e

$10Z 3 §10Z Surds juardiday ‘diysiejoyos preog AI10SIAPY UONOWOI] pue SUISNISAPY
5102 Sulds Juarday ‘diys.e[oyds uonepunoy yernpy
Juasald - Z10Z [1ed JuardIday IsIT S,uea( ANSIoATU[ UBSTYDIN UISISIA
jussald - ¥10Z 11ed 107eUIPI00) BIPSIA [BI20S DIBI[IPY VY ‘qRIIPY NNM
Juasald - ST0Z [1ed aAnejuasatday qnp)py ‘preog Alosiapy diysiopeatuspms
STOZ Ied juardiday ‘diysiejoyds uonepunoy sIejoyds eipajy uojSurysesy
9107 Sulids JuardIday ‘pIeMy Juspms uonowo.d 3 Suisniaapy Surpuesing
9107 Sulids Juard1day ‘premy Jaze[qiel ], ssauisng jo 98]0 yrlomey
9107 Sunidg Jaquidy ‘A19100S Jouoy ewsdiS ela( eydiy

SAIHSYIdIWAN B SHONOH

HONIIIHIXH TYNOISSHI0Ud

£3on) a4\ U 20X ‘ss200y i siseuy pue Supsoday ssaursng — (497 S1D [onuo7) pue aduemssy Aent) — 0878 WINAH
[0TIUO7) PUE JUIWABLUL TONINPOI] —(t9H LINOIN ewSig x1g vea T i swskg A[ddng Supordwy - 018¢ TINOW
AVS i swsis Qe SuiBeuy - 017¢ INOW 10)UDAU] PUT 9] PEDOINY [ SuLne(] SuBaAUISUT — 07k ] TN

spueaq g 10J sa1pn3s urua)si| [e1D0S JoNPUOD PUE SINATEUE BIPAUW [RII0S I9AI[DP 0} WES) B YIIM PISsION,
UI0J.19MO Ul suonejuasald ejep pajdnaisuod pue [92x7 ul spreoqusep ejep sjdnnw Sunepdn ur paisissy e
A3a1e11S YoUNE[-2.1 9}ISqIM B 10j S9ANIB[qO palsadSns aonpoud 03 $931s S103132d WD UO YD1edSI PAIINPUO) @
S1S99JUI S, I9WNSUOD [BIUUS[[IN IN0qe syydisut ured 03 ajdoad 9 jo dnoad snooj e pajeropow pue pauueld e
S§10Z3sndny - G0z aun| uralu] Suruue|q pue sonffeuy
I ‘Ao, j009( NauIng 097

ST jo weay e pue ‘stakojdwa ‘syuapnis yaim A[euorssajord pue Ajpanoeold ajedrunwiwio) e

S[[B{s uoneziues1o 2ANI9JJo SUISN SJUIAS 191D PUE SI[NPIAYIS MIIAIIUTI FCUR] o

sjuapnis 03 s[rews [euonowod puas pue aseqelep [00yas ay) 03 suonisod qolisog e
uasald - $T0Z 3snSny JUB)ISISSY JUIpMIS§
I ‘oozeweey ssaursng Jo 939[[0) YIIOME] - 19JUI)) 19a.1e) Y],

spue.q a[dnnu ssoaoe syualp 10y syuridanyq pue sa[npayds Suruuni isn(pe pue ajepdn o

Ap9a.100 urreadde aae syusuodwod SuisnaApe 1ey) o) 03 J9PJIO Ul SIS PNy e

SI9QUAUW WEd) 0] INO PUIS 0] SHIAP JUIOJIIMOJ PUE SJALIC JUJUOD JO UONEAID Y UI PIY
Juasald - G0z Joquiaidas uruj JudurafeSug Juai)
I ‘oozewerey] TNA

JINATYIdXT TYNOISSAI0Ud

#7102 Surids uonenoSaN [eqO[H ‘DIN3N) pue SSauIsng UBULIdY :SISIN0) PeoIqy Apnis
Aueuran ‘uroqraped Aysaoatuf) ueSIydI IS\ {UI0qIdped JBMSIdATUN

5102 Sundg orqnday uedruIwoQ dY} Ul aINY[NY) pue Ssauisng :9s.Ino07) peoiqy Apms
s1qnday uestuiwo( ‘o8urwoq ojues Anstoatup) ueSIydI UI9ISIAN ‘eUBILIQUWIBO0IIQ] PEPISIdAIUN

ssaulsng [e1aUa5) pue JuaWISeuey mIouly a[qno(

0¥ :VdD uonouro.g pue SUISNISAPY :10[e|p
9107 [1dy :uonenpets pajoadxy Ayis1oatun) ueSIydIy u1aSap
I ‘oozeure[ey| ssauisng jo 283[[0) Y1I0MeH ‘UOIIENISIUIWPY SSauIsng Jo Io[dydegq

NOILLVONAa

SIOM FSYN0D AILVINY YOIV

L102 — €107 diysae[0yag J9AYIG [EnUaPISaId AISIIATU[) VLTI UINSI N\

S102 $10Z ‘€107 diysreoyag uoneossy uonesodsues], suaga(] [PUOnEN

102 diyssejoypg yuowaGeuryy A[ddng paresSauy Lissoaun) vediyary uIIsa A
910¢ Sundg JozR|q[IeA], SsAuUISHg JO 939[[07) YrIOoMEH spresy
§10z Sonds ‘p10¢ fundg ‘c107 vl ISP Suea(q ssautsng o 33I0) YroMeH
00'1/LS°E “VdD JudWRFEUL]Y SONPWIOJU] % TONEWIOFu] YIeay :Jourjy ‘yuswadeuepy Addng parerdoruy :solejy
L10T H:nmmu 9JE(J vonenpein) UTONENSIUTWPY $SauIsng JO J0[ydEg
N »CCNNE@—NV— ssauisng jo uwu:CU PIomeH n,ﬁ_muv\r_dg ENWMJU_.—& UIISIA
NOILVONad

196t-¢71 (692) $NPa yIIUAB)OUnIOFATPYS

ounJo A[oYs

juswadeue|N Ajddns pajesdaiu|

£95%-€21 (692) npaydorum@uun(-ua.me’]
uun( ua.aney

UOIIOWO0.d g SUISINIAPY

Business



$109JUNJOA JOYI0 JO 9,007 19A0 £q dJe1 UONRUOP ISYSIY POASIYOL pue pajenodoN O
SPUYAAM A} U0 AWIOY SOPLI 201] JuawSpn[ sjuapnjs 2415 0) 00zewre[ey] punole payaredsip aq o) awm pardojunjop  ©
1Uas214-¢ 107 Arenuef 00ZBWE[EY] dJLS AL
AnsIoAtup) ueSIGOIN WIS 18 V0 1u001ad g1 doy Surureye 10§ pajodapg 0
JUSAIJ-G1(T 19903() pajonpuy £)9190 JoUOY [euonewIU] A3 UIP[OD)
ANISIOATU() UBSIYOTN UIAISI A 18 JeAK IS U1 g0 3[1ud01ad 0 doy SurAdmyor 13 A191008 JOUOH OJUI PYIAU[ O
UASAIJ-§ 1 (7 ATeniqo,] pajonpuy £191008 J0u0H e)d( epquie eydy
SPIEMY pue SI0UOF]

SaAYdoaN Yim PajoNpuod aq 0 SJUIAQ [B100S PUE D01AI0S A)unuuwiod ‘[euolssajoid ‘Suisiepuny pozidojens pue pajoanq o
sa)kydoa [1e s Auajer] 2y Jo suoreldadxa ayy uSife o) uoneanpyg a3pajd Jo JUAPISAL MIA PASISSY O
$50901d 23pajd Surunsuod-owy pue snoJoJiA ySnoay) s109d Fuowe ajer UOKUAIAIY, (O] PIANPY O
Juapisaid a3pajd
UASAI-91 ()7 Atenuef 14 ewidi§ BpPq
ssauisng Jo a30[10) yHomeH
A UM SanIAde Juapmys Jo uonepuawdldwi pue Futuueld ayy ur sjuspmys Sutwwopiad doy yium deioqe[jo)  ©
AappaT Juapnig
pieog Alosiapy diysiaped juapnyg
S)SIN Jakojdwrg jo uoreuIpiood pue YNES Jo uonowod ur Juspisalg SISy 0
S)YSIN Jokojdurg puaye o) sarueduiod 193]0s pue Ajyuapy o
ao_ENEww‘s UeI-juapmis umam.:w_ Ay ur mv«:mmEoo SNOLIBA [JIM JI0MIIU pue djediunuiwio) o
HAOQUIBJ\ 22)1UI0))
JUdsa1d-¢ 107 [udy UONEIN0SSY SUNILIRIA SSDUISNY pue sH[eS
SUODBI[IJY [BUOISSIJOL]

JUASAIF-G] (T JOqUINJ

Surjooyos Jo smoy Jpa1o £ Surutejurews [[Is pue J2om & sinoy gp Sunpiom £q s|jys juowaeuew sy paroidun Apuesyusig o
uonynjosal wajqoxd pue uonenoSou ySnoxy) uonoeysIes JOWI0)SNO AAIsUodsal pue yomb pajensuowsq o
uolysey AJowr) e ur puej Jo sa1oe (‘] JOAO paurelurew pue paSeury O
ue3IyoIA ‘UoZaSnN YA 01§ U0SaySnpy
§10¢ 1s030y-g (g dung 13uey Ae)g
SUI0YX MO[[9] JsureSe uonnoduod uorenofou sajes ur pajodwo) o
Ansnput 4oea Jo sonae) SuIf[as Uo A3paMouy Joyuny ures 0 SIALNIIXA JUN0dIL SUIPLa] PAMOPRYS PUE PoJeIOqe|j0) O
sansi3077 3j0£0)) pue ‘saysidoT Anpend) [ero, ‘ereq ondQ ‘oisdag e Aysioatu) ueSIyoIpy WIS Judsaidar o) pajodag o
wn30.1 diysui)xy ssauisng WM
S10T ke W)X SIS
YoM B SINOY (§ SUDMIOM [[)S S[IYM SNJR)S SIOUOH UIRIUIR]N O
§1500 Jonpoid papasuun ur ((s$ JoA0 Suraes £ouatorye soueyua pue uononpoId Yoer o) sAea AN J0AN  ©
sdakodwa (¢ 10A0 10J AJ9A1NI3JJ0 suOnOUN} qof ajeuIpIO0d pue dFeuely O
ueSyorpy ‘spidey puein DU SULIIIUDI PUD UOLDILIGD.] SO0
JUSAI-G 10T Jsndny Ja8euepy Anug eeq
JOUILIAAX [eUOISSaJOI]

JUSAIF-] (T IS S, Ued( 284110 sI0UO 0]

0'v/6'€-VdD
JUAWATEURJ| PUE AOUBUI] :SIOUTA[ SunoyIejy ssousng pue sajes :10fejy
810 udy :areq uonenpein UONRISIUIWIPY SSOUISE JO 10[0Ydeg
TNl ‘o0zeue[ey] ssoursng Jo a3e[j0)) YHoMeH-KNSIOATU) UESIYOIA WSO

uoneonpy

“Kuedwiod oK urgm Ayiiqe Suijjas pue 1ajoererd [euorssajod Aur dojaAap Jayng o S[[IS UOHIIUNUIIOD
pue Kjiqe diysiopeay Aw dzijnn o) awr moffe s Jeyy uonisod diysurojur ue Suryaas ‘arowroydos Suruiioziad doy ‘UALIP-J[as

aApRIqo

L9SETI169 :2dAYS | WIpfuBL] TN /1000 TP AAVK | N2 GOIUMDUINURL JYON | 61€8-€bL-697

uIpueL] Y Jyon,

3unayJel ssauisng % sa|es

83

Juasald - €102 184 1817 S, UBd( ssaulsng Jo a39[[0) YHOMBH
JuasaId - €10T 118 uardiooy drysiejoyog ssauisng Jo 239[[0D) YHOMEBH % NAM
jJuasald - €10g Suudg Jaquiapy ‘e epquie eydpy
JuasaId - €10T 11ed A2quapy “930[[0)) SIOUOH] 99T
STURWRIAINPIY

$10¢ 1090100 AOIDUIPA00) LDSIDIPUN,T OSUD Py ‘SUNENS 0dU0Ig
Judsal - €10 1sndny Aup)a.4298 “42quapy :wWed I, SUuNeyS 0] PIZIUOIYOUAS S, UBSIYOIJA UIISIAN ‘Buneys oouorg
SopIAndYy

10T % €10T ‘T10T Pwwng dwe) sare)) auokoag
Ju2sAId - €10T oozewe[ey] 9Jes AL

Juasal{ - 110 1qua( J0JUDIA] 199 wesol diysuiarxyg ssauisng

ERLEIREL b 4e EEEILTLT (N

S10T Jowung 10)Ud)) 10712, Oy, ‘SUROT UOINQ)
$10g Jowung oozewe[ey] Jo Ajunurwo)) 93eIIol ‘SuLvie) yosoy| ‘uosuiqoy ‘H'O
sdTqsu)Xg

sndureo oy Jo K1aJes pue
SSQUIUBD[O O} SINSUD PUE SJII[FUOD ISED PUE SJUIPN)S dFLURW 0} SOUNP SUILIOW PUE ‘SPUnol JYSIu ‘SINOY 30140 PAJONPU0)
sjuspms urpuane
00€ 9Y) 10J UONISURI) JOOWS € d9)UeIenS 0) Jje)s [BUOHBUIUI PUE SJURISISSE JUSPISAT JAIO USASS )im sdiysuone]ar paSio] e
JUDISISS JUPISPY
S107 Pwwng Kpey] ‘eddeiny [op outoped ‘VAINID

syuawuSisse pue s30afo1d 219]dwod 0} SHULISISSE SIUIPNIS 1YI0 YIM SUDIoM Aq SANI[IqR Pue S[DYS JIoMWE) paudyifuang e
Suimarazour pue ayeyspuey ySnoay sanrunizoddo juswkojdws pue diysurajur Suneso] ur SJuapnIs (T JOA0 papry e
Buruosear aanonpap yuswalduwt 0y Ajiqe
Q) pue uondIp Jud[[eoxs Suikedsip ‘oeyspuey ysnoxy suonowoid pue sonrunioddo mau (o 10a0 pajsod A[[euoissajor e
opmyme juaned ‘vanisod e ururejurew S[IyM UOHORISHES 13WOISNO Surpueisino apraoid o) K)noey pajsisse A[[nyssaoong e
S10g 11dy ur u1d)u] Sutuue]J JUSAH/SUOIRIY
Jokordwrg 0) pajowoud ‘ookodwa ue sk pue JUIPMNIS & St MOIS pue UILd] 0) SSAUSUI[[IM I} pue OIYId dIom Suons pakedsiq e
S10T AeJAl - $10T 12quaydag SSaUISNG f0 232110 YLIOMDL] “42)Ud) 12.10]) ‘JUDISISS JUIPIIS
10ysijqng pue uIod1omod ‘(29X ‘pIOA\ PYOSOIIIA Ul UONEIIUNWIWIOD PUE S[BLIdJRW Sundyiew SuiuSisap ur jualoyold e
s19quidW gyeys pue satuedwod
Mau (0 1oa0 SunaysiSar ‘s1okordwo pue sjuapnis 0 11 SuroNponuI pue o1eM1J0s oyeyspueH mou Sunuowo[dwr Yim SISy e
UONEOIUNUIUIOD
[BIIA PUEB [BQIDA 3A103]J ySnoayy sjeuoissajoid Ansnpur pue s1okojdwo g8 1940 yyim sdiysuone|ar ureyurew pue dojpadq e
A[tep sa[es 1ojuow
Aaso[o pue ‘s[re1op Suliales a)euIpI00d ‘saulpno sonsi3o] udisap ‘sjerdrew [euonowold pue suSiedwes Sunoiew 21eA1)  ®
[1oMm se AB(] J0218)) SSOUISNE UM SUNSISSE S[IYM ‘SJUIPIIS (0 JO SOUBPUSHE UE SUIAIOOAI puB
So[es [210) Ul (0°67$ Sunoures WSIN 10918) ST Pue WYSIN 10018 SUNONIE SI[ES/P00] ‘SunodIejy SuiSeuew uojul peo] e
wiprU] Sutuuv] g judas/suoyp)ay LoLojduiy
ng Jo 333[[0D) YRIOMEBH “I2)UI)) 1) Y],
EEIICIRE G Ry

JuIsad - S10T A TN ‘00zZewie[ey ‘ANSIIAIU() UBSIYIIA UI)SIA ‘SSd

SOIWOU0DY [8qO[D) ‘SUBMIBIN [RUOHBUINU]

S10g Jourung Arey] ‘eddern [op ouroped ‘sisAjeuy 1sng pue N Jjo 1 wninIosuo) ‘VAIWID

IL°€ :VdD ssaulsng [BIaUAD) ‘Suruue]J JUIAF :IOUT]A]

L10Z 1ady :uonenpeln pajedonuy Sunayey 1ofey

UONENSIUIWIPY SSaUISNE JO Io[aydeg TN ‘o0zewR[ey] ‘ssauisng Jo 359][0D) YIIOMEBH ‘ANSIIAIUN UBSIYIIAL UIIISIAL
uoneanpy

‘s19wosnd [enudlod jo saks
ayy ur Kuedwod ayy urdojaaap ul Isisse Jey) sjeLRW SunadIew [nj1omod 3)8aId 03 19PIO Ul SS300NS 0] UONEOIPIP PUB ‘PUILL JANEIID
‘sanI[Iqe uonedIuNWIWod pue [euosiaddjur Suons Aw Sunensuowap arym diysuroiur Sunoxiew 9 (g Jowwns oy} ur 95esud o) 1aSeq

IR Te)

LISHETI89T 0dAS @ L9SH-ETT (69T) @ NPO YOIUMB)UBAI[[NS UBSNS
UBAI[[NS *d uesng

3unayJe

Business



84

QOUR[[90XA JIUIAPLIL 10J 2INUI) 1eak-Tn0J Surmp Juardioar awn-9Iy ],

LOOT 2unf
381 s ued( 359[j0) oozeuwreey|

QOUD[[00Xd PILIAIOIS IO,
0102 Joquaydeg
Wuoy 2y jo dkoidwy INJ

[opowr Sunerodo moau jo uonejudwddwr Jurmp pajensuowdp diysiopes] 10,4
TIOT YoreN
PIBAY JUSWIANYY DN

MOYS peoy [eroueur] xo[ Ino dn-1os pue 0Fed1y)) 0} [9ARI) 0) POIAUN[OA
$10T AeN
JNAIS — NIIAN Y3 JO XI[

SMAVMY
WO TOYANS MMM//[ANY @
.
npaooZy/:dny e
/383[[09-00ZBUI[BY]/STI[[09/WI0I SIQIO) MMM /AN @
SIOWWONS [ MMM//[ANY e
S3INIT

o3uey) ySnoay) Surpea] quowosoldu] ssa201( ‘sisk[euy
ssoursng ‘00IAI0G IOWO0ISN)) ‘FUIPUST JOWNSUO)) ‘SA[eS [eIoULUl] ‘JuowaFeue|y suonerod( ‘Fuises [erorowmwo))

STIDIS

€007 Arenuer 0) 6661 Arenuef
TIAL ‘910 9SSOID) — [00YdS YSIH YIS AUI0 SSOID)
daag asaq0)

L10T dunf 01 €00 1dquididog
TIN “oozewrees] — 282[[0) 0OZewe[ey]

$SaUISNg puE SIHIWOUOIY Ul SLIY JO Io[dydeg

NOILVONad

“JOJUDD [[D UOIUN JIPAId B JO J1JOUAq A} JO SIsA[eue papiaoid pue poyoreasay]
“diys1oquiau )M UONBOIUNWILIOD JO SONUIAL PAIISIP Sulkjnuapi 11odor € 9)01m pue A9AINS B P2)ONpuo))
*o1doad /- JO Jjeis B PIEALIOW PUE MESIOAQ
‘sdiysuoneor [eroueuly 1oyjo pue diysIoquIdL ‘SUBO] ‘SaIBYS JO SULId) Ul puelq Suimoid 10§ jqisuodsay
‘SUONN[OS PAULIOJUI PAIAJJO PUE SPIAU [BIOUBUIJ S JOGUIDW PIIUSP]
*Kuoyine feaordde Surpuoy yim pajsni
's3uISO[o ueo| paSeurll puk PIFUBLIE {SUBO[ JOWNSUOD JOIMIIPU)
0102 AInf 03 00T 10qUIdIA(T — [Nl “00ZBWR[ES] — UOTU) JPAL) [2IOPI,] AJUNUIWIOY) ISIT]
J19ZeuRIA Your.g JUEB)SISSY
‘SMIIAIOIUI PAJONPUOD PUE SAIIY MOU paulel] e
UAW[YNJ pue SUNLIMIOPUN ‘SISWOISNO ‘SIYIULIQ UIIMIIQ UOSIEI] B SE PDJIOA,  ®
'ssa001d uoneorjdde SuLmp suonen)Is paje[eoss PIAJOSaI pue po[pueH e
*SONI[IqISU0dsaT 53} AUWINSSE O) UOISIAIP Ioyjoue
Sururen ur pasissy ‘sueo] A1inba swoy 10§ syudwannbax JUIUSIS SUIULISIAP 0] SJUIWAAISE JSNI) PIMIIARY @
"UOISIAIP DN ‘JUNOIN K400 ot
POUIET) PUE 0) PA[AALI) ‘SSIIINS JO ASNEIY “[SPOW MU 3y} U0 Juduriiedop Jo IOpuUTewal ures) o) PAJLUIION e
‘sfopowr Sunerado ur o3ueyd € JuamIopun SuIso[) ueoT se ss2001d 10[1d ‘MU © I0] 1OpERIT WED], e
"9OIAIDS T)S-0AT] PUE SAIFJens Sa[es
‘s3ursopo ueo Aymbo swoy Surpreda jyeis payoeos pue suonsanb papary ‘odoad 7T jo wed) B meSIAQ  ©

€102 Anf 01 1107 A — [N ‘00zewreley] — YNVE ONd
BuIss?001g pue 3uISo[) UL JPWNSUO)) ‘(1IpLdT Wwed ) )sA[euy ueo| suoperddo
JUSWUOIIAUS FUIPUBWIAP © UL JUIIOLJD 210U JW0I9q

01 59550001d JuaLIMO dA0IdwI 0 J10M pue [opow  dAnde)),, INO punole sassad0ld mau p[ing 0} dNUNUO) e
*901AI9S 1OWI0ISNO
JUS[[99Xd dpIA0Id 0} WEd) UoHeNSIUTWPE 01[0j110d PUE JIPAIO ‘WILd) SO[ES OPISUT Uk YIIM K[OSO[O JTOA\
Surpuny 10 Surddiys Ae[op pjnod jey) sAIOUIOIIP PuE SAIOUSSUNUOD dFLUBIA
*o1nos Suipuny Aured-panyy e £q parjddns s1op1Q aseyaing 10y ssedo1d pue sjuowdoISe pousis MoIAdY
*SULIO) PAJe1}0ToU 0] SIOWIO)SNO PUE WEd) (eS0T [BUISIUI INO YIIM dJBIOqR[[0))
‘o punoteuin) Ajowrn pue AorIndoe FULINSUS SUOTJORSURT) SSAUISNG
X9[dwod 10] SJUSWNIOP FUISLI] [BIOISWLIOD AINJONIS 0] JUSWUOIAUD paoed-1se] A[qIPaIoUl UB UI JIOA, e

Ju9saId 01 €10 AInf — [N ‘0ozZewe[ey] — 10jAns
[euRUL] X3 1NANS ‘Isierads uonejuawnIoq

HONA™AIXA SHOM

‘wesdo1d oA 0) JOSpUI [BUOIOUN-SSOIO € pue

sisA[eue ‘diysiopea] Suliq 03 Joo[ | “Ajunwiwod ay) uryim $199fod Furuies] 031A19s [B10A3s Ul 1ed Y00} pue [[Bq100]
9121301100 I pajodon ‘10)SaWLI) & 10 PLOIqe PAIPNIS | 01} YA\ "SSIUISNE PUE SOIWOUOIF Ul 939[[0)) 00ZLWE[e]
woly 92139p SHY JO Jo[oyorg © yim pajenpels | ‘uoneonpd Awi 1o weiSord y A ok jo saSuajjeyo oy

uo oye) 0] 1050 we Jnq Sulses| [eIoIOWWOd pue suonerodo yueq ‘Funyueq 12101 Ul punoidyoeq [euolssojoid v oAy |

Jouseowod)igyng il
8006% [N ‘00ZEWE[E3] “PA|g S[[IABILIESIRIN 'S $E€T]
[erdueuL] X3[ JNANS YPIM Isi[edadg Suised| [enpwmWo)

yopyng Awuip

UONEAISIUIWPY SSaulsng JO J21SeA

Business



85

J0je.ISN||| 8qOpPY ‘doysojoyd 8qopy ‘Jaysiignd ‘JUI0dIemod 89X ‘PIOAA HOSOIDIN

A90TONHO3L

GL0¢C SIB|JOYOS HIdH poai) Josly jolleH e

1102 diysiejoyos olwspedy Ajsianiun uebiyoly uleysapy @

9102 81008 siouoH ey epqwe] eydly e

81-G10¢C }sITs,ueag NAM  ®

L1-9102 diysiejoyog uosyoer |y uoq e

SAUYVMV ANV SHONOH JIN3AVIV

5102 udy a3V ¥ HdD UoneIDoSSY YeaH ueduswy e
§10Z |udy PIV 1414 SSOID pay uesuswy

Jesaid-¥10z UONJeI00SSY SIulel| DIB|UNY [BUOHEN

.
.
SNOILVITId4V TVYNOISSI40¥d/SNOILYIIHILYID

Jojasuno) dwe) |[eqieyseg Jawwns NAM

weibold (HSVQA) uieaH bBujeas Ajaanoy ajdoad oiweuiqg
weibold UolEuaLIO JUSPNIS YOS\ SWODBAN IBpeaT Juspnis
uonadwo) soldwA|Q |eloadg ‘Jasjunjon

Ayuewny Joj JeyigeH oozeuweley| ‘198jun|jon

JONIIEIdX3 ¥I3LNNTOA

‘salddns palaplio pue syy Aousbiaws wes) pasedald e

'sa)a|yie Aq papaau se sainjoniis Apoq pue sdnoib ajosnw ‘syulof Jayjo pue sysum
‘smoq|e ‘saauy ‘sapjue jo poddns pue Buide) aAe)jigeyal pue aAjusAald sy} Joj papInCld e
‘lleqooy pue ‘Buness paziuoJyouAs 1 Aoxo0y ‘|leqyos Ul Jaulel} OIld|yle paisissy e
2102 YoIeN-§10z Arenuep JaUrel] ona[GIy Juspnis
IIN ‘oozewejey Ayisianiun ueBiyoip ula)sap-so1d Yl Jo Juawiedag

"A)liqixa)y panoidwil 1o ‘ssoj Jyblam ‘ssauyy
|esauab se yons synsau oyoads 1oy Buiyoo| sjenpiaipul Joj sue|d JNoxIOM pazijeuosiad e
‘Bujuiely soue)sisal pue olpJed Buipnjoul Juswdinba ssauyy Jo 8sn pajessuowsq e
‘sauljaseq aulwla}ap 0} sabe ||e Jo suoljed 0} SJUSUSSISSE SSBUYY PaJdISIUILPY o

2102 aunp-udy wispu]
N ‘oozewejey Ay1oe4 yjjeay uosuoug
JONIRIdX3I

$90UBI0g [eolfojolg oully  90UBIOS BsioIexT :iofe

6102 @unf :uolenpels) pajoadxy IIN ‘oozewejey| ‘AjisiaAlun ueBIYsIN ula)sap
86°¢ 'VdO uonRONPS Yi|esH puB 82UBULIOLSS UBWIN Ul 83UdJOS JO Jojayoryg
NOILYONna3

"ssaualeme yjleay pue ‘Buiuiel) ‘uonipuod Jadoid up souelsISse yim sale|yle
Juspn)s Buipiroid ‘Jsulel) od|ye Ue Se S|ooyos dlignd UBMEBI Uim diysulsiul ue uieyqo o
3AILO3rg0

195¥-€vS (872) | NP UDIWM@D)SPOUASIT E'SIABD
spjou/ay 'Y siAeq

SSIETIhY

$S320Y ‘04dPIND ‘D140 HOSODIA
STINS ¥3LNdWOD

doysyiopn Juawdolaaag Suilu [euoISsa40ud
juaweulno] 3uljisaim |0oyds ysiH adellod ‘4aa1un|op

diysae|oyds so1wou0d3 swoH Apeus |eisAi)
uonesnp3 Ayjenxas ul saido| paxooLaAQ :$323ld SulssIA
SYONOH/S3ILINILIY

'sasuodsal |eJo pue usnIM a1elidosdde spinoad 01 SJUSPNIS YUM Aj|enplAipul payJOp e
*WN[N211IND YsijSu3 3yl UIYIM JUSWSdUBAPE
104 syuapnys aledaud o3 siaded |ewuoy pue ‘saipAIe dlwapede ‘suejd uossa| Ajlep pajey|ioe) pue pajeas) e
*9SIN0D SUIIIM DISEq 393M-USYIY B Ul SYUSPNIS JeIA-1SIl HZ PaIoNIISU| e
N ‘oozeweje)] ‘Ajisianiun ueSIYdIN UISISa/ ‘sweaS0.d SS3IINS JIWIPEIY J0) 13JUd)

910z aunr-y10oz Arenuer

*san|eA pue ‘uoleaJdal ‘Suiiea Suipnjoul ‘sajAisayl|
Ayyjeay jo souepodwi 3y} UO SIBYIED) WOODISSE|D PUB ‘Siojudw J2ad ‘SJUaPNIS 1SISSe 0] suoleudsald 91eal) e
*21U1]2 uolleanpa Jaad Apjaam e Suinuaws|dwi pue uiziuedio yum (zz-T se8e) synpe SunoA pue sussl asiniadns e
‘weJSoud Sululea) 921A19s pue Sujules) YieaY [ENXDS Y29M-US) B JO JuUdWdO[aAIP BY] Ul ISISSY

*s3ululeJ) snoleA pue ‘suofjejuasaid
Ayunwwoo ‘s|jea auoyda|ay ‘sysiA Aouage ‘SuoI1e}NSUOd dUO-UO-3UO0 YSN0Jy} 92JN0SA [BUOIIEINPS UE SE SAIDS
I\l 0OZewele)| ‘SHI0/\\ UOIIUBARI

1U3s34d-9T0T IsnSny

JuelsIsSy sulwwelsold usa]/i03ednpl yijesH AHunwwo)
3JON3I¥IdXT ¥IHLO

JuaWUoIIAUS Bululea| Ayijeay e 91eald 0] JUSWSSEURW WOOISSE|D DAIIIDHD PUE JUBISSISSE

Juapn)s ‘suejd Uossa| Jo uonejuswsa|dwi pue Juswdo|aAsp 3yl SulnjoAul sasse|d Suijuaied omi JySne] e
‘Adueugaud a8euss) pue ‘uoieanpa

uoiINU/YI[eay ‘suoridippe ‘@snge Suipnjoul Ja1ew 103(gNs SAIISUDS YIIM 3[eap PUE UOIIBdIUNWIWOD palell|ioe] e
*S[|13S BUIAI| |BIIUSSSD pPUEB ‘UOIIEINPS JaWNSUO0D ‘Bulualed Jo seale ay)

U1 Sulues| uo-spuey Yum syuapnis apess g-9 aSeSus AjaA110e 0] JUSWILOIIAUS WOOISSED UOIE|IWISSE UB Pa1eal) e

1N ‘@8e110d ‘5]00YdS d1|gnd 38e140d ‘|00YIS 3PPIIN YIION d5eriod

Jaypes T uisu|

ERlEINEEYE NeETAREN |

810 dunf-Asenuer

GT0C $S0J) pay uedBWY ‘YdD I NPY pue ueju] ‘piyd
ST10¢ $S0J) pPay ueduBWY ‘pIy 1S4l
(v8) us!|8u3 ZT-9 (HM) 2ua1dS JaWNSU0) pue Ajjwed Z1-9

(paifijpond A1ybiH) 23021f1343) A1bPU0I3S [DUOISINOIG ULBIYIIN

:suonoaifizia)

ysij8u3 wouly  uolIedNP3 |BDIUYID] pue JdLe) :Iofe

0L'€ VdD 1IN ‘oozewejey] ‘Ajisianiun ueSIydIAl UISISOM
8T0T 49qwiadaq uo3pINP3 Ul 32U31IS Jo 10jayang
NoILYoNa3g

*saljlwey Jo Juswdojansp pue yimousd Ayijesy
ay3 yum Sunsisse ‘Ajlunwiwo) oozewe|ey Ja1ea.s sy ul J03ednpa )| Ajiwey e se uonisod awil-||ny e uleiqo oy
ELVIRELS:To)

npayaiwm@auniioy w2y :lew  £95p-€2T (69¢) :2uoyd
90061 1IN ‘00ZBWE[RY| “1S PJEMOH YETT

ANNLYO4 "IN AT13aN

P3 |e31uyda] g J9ale)

Education



86

9)ING AJ1JJO) JOSOITA

ADOTONHDAL
910T (Kuno) oozewreey]) weidold 1e1S AYedy ‘soiqeq AyedHq
L10T-¥10T uny ay} Jo S|ID) ‘Yoro))
SI-¥10C (NIAIM) UONBIDOSSY SI1I21AI(] JUIPTIS
1esa1d-910g NIAM 9817 s ueaq
Juosard-910g (uoTIEIO0SSY SUBHIION(] UBOLIOWY ‘BYJ) SOISJOL(] PUB UOHLINN] JO AWAPEIY

SNOILVITIAAYV TYNOISSHAOUd/INTHINIATOANI ALINANINOD

‘sofes auoydo(ay Sursearour ur Jsisse pue

sooAojdwd mou ureny 03 s10judd ouoyd mou 0) pafeAel] -arempiey pue juswdinba suoydorey

mou dseyoind 10 ojepdn 0} Sureds s10wW0ISNd duoydo[o) FurISIXO pue MU I0J AIIAIIS PIPIAOIL]
TIN ‘oozewre[ed] SOd yuridg
9107 ISN3NV-H107 YdIIBN JAEIUISIAAY So[eS
HONHNAIXHT dALVTHI

‘sueld [euonnu/[eaw SuneaId pue 91Ape FULIDO Aq 3[eaY

pUB UONLONU Ud0MIDq qUI] Y} JO sjudned 10J ssousreme pasearou] ‘syuoned 10J uonuoraid
9SBASIP puk sad10yd pooy Ayj[eay Sunowold saInyooiq pajear) ‘s[eLdjew [euonowold

I0UJ0 pue SI9A]J wed) pue ‘uoisiatadns ‘Fururen jo juowdooAap ay) parel|ioe ‘syuaned jo
ssa1301d yieay pue suefd [eow s1eN[BAS 0] JSTUONLINU SWI-[[N] YIIM SYISIA dwoY ul pajedionte
TIA ‘SITH PPPywoofg 1eyidsoy suyor )§
L10T Isngny-ounp [TRENT) FTERED NITURITIN

"SONSSI UONLINU PUB POOJ JNOQE S|EUOISSaJoId aIedy)eay] J0J SIEUIWAS [BUOT)BUWLIOJUT

ur pajedronreq “Aijiqow pue ‘ssans ‘ormyerodwo) ‘Ansiuoyo poo[q Jo SJUSSISSe U0 PIseq
suorjenbs prepue)s Sursn sjuowormbar [euonnu spudnjed pajernore) “syqey Sunes saoxdwr
0} SABM UO SIOPIOSIP Poje[aI-A1ejarp yim syudnjed Jo a5uer opim € pasIApe pue pajeonpy

IIA ‘spidey puead [endsoH pag 9214 S AT\ IS
8107 AeN-Arenuer W)Y uennarq
ADNATIAdXA

uonLnN

PUB POO] :UO01DAIUIIUO)) WDASOA] TIN

79°€ 'VdD ‘oozewre[ey ‘A)SIOATU[) UBSIYIIJA] UIAISO AN

6107 dunp :uonenpeln) pajoadxg $212321(] U1 22U2128 JO 10]2YODG

NOILVONdd

*901AI0S JO AQUoIo1jJo aseaour pue syuanjed Jo yresy oy oAo1dwr 0y [e)Idsof] ISIPOYISN
uosuog s drysurojul ue o) Jurures} sO13IAIP SNOIAdId puLR WOOISSE[O AINQLIUOI O,
HALLDACdO

NPI“YPIIUMD)IdA0U0pP*Aespur|
LISP'ECT 69T
HAAONOA AVSANIT

71931919

&' PaperWorks

ig picture.

We see the b

We see the big picture in everything we

do because in the end everything matters

and we know our customers, our partners

and our employees can benefit from

this vision.

Our purpose is clear: deliver innovative,

value-added packaging solutions to the world

while making it a better place for us all.
Apply to one of our many Internship
“and Full-Time opportunities.

Be a part of it.
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OF LEADERSHIP

PARTICIPANTS

THEIR ABILITY TO
LEAD OTHERS.

OF STUDENT

ORGANIZATIONAL
LEADERS SHOWED

GROWTH IN THEIR
LEADERSHIP
IDENTITY

91.8%

DEVELOPMENT.

THE TOP 3 SKILLS STUDENTS

REPORT GAINING THROUGH

INVOLVEMENT ARE

A SENSE OF
BELONGING IS

COMMUNICATION
TEAMWORK
LEADERSHIP

3

THE GREATEST

IMPACT OF RSO

INVOLVEMENT.

EVERY LEADER STARTS SOMEWHERE.
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Collaborative WMU Departments

The content in this guide provides a broad overview of important areas in career development. We recognize that students
and alumni come from differing backgrounds, cultures and identities that may not be fully addressed in this resource.

In keeping with the University’s commitment to embracing diversity and inclusion on campus, we are providing a list of
collaborative departments that exist to support students. In addition to this guide and visiting your career services office, one
or more of the offices below may also be able to provide you with additional resources related to career development.

The Alpha Program
wmich.edu/alpha
(269) 387-4426

The Office of Admissions admits students to the
Alpha Program who show academic promise but
do not meet the criteria for regular admission to
WMU, either because of high school grades or ACT/
SAT scores that are lower than regular admission
requirements.

Centers for Counseling and Psychological Services
wmich.edu/cecp/ccps
(269) 387-5100

The Centers for Career Counseling and Psychological
Services (CCPS) works with students to help them
understand the relationship between self (inside

information) and the world of work (outside s b ona of mr vany ADOYE: W racardly walczread
information). Any students having questions wolhunhin oo priers n wadoe fo o dy ot Tha- Groway,
or problems with, but not limited to, career or ethuniine Tha aetio stefT o s SO Radgease
academic major decisions, family pressures and Sappisn sty of ar-oevinder
work anxiety may want to consider going to career Mnheiing = srcarkshons o ot
counseling. anci Mok Denoar Fals for o
o sherioets as teoy eecilon
Counseling Services Thay slen rarsull - ch sriowks for [
wmich.edu/healthcenter/counseling evtoreine, wtorershdps sl iy
(269) 387-3287 stwricets. for oo prestios s~
_ . o R — cCONnsumers
Counseling Services offers short-term individual, s, Ty S Conler

couples and group counseling for a diverse
student population. The counseling process can
help students learn skills to cope with problems
and develop new ways of thinking, which may lead to a healthier and more fulfilling lifestyle. Your time at Western
Michigan University may include stress, complicated decisions or challenging situations. Counselors help students identify
challenges and decisions, family pressures and work anxiety.

The Communication Center
wmich.edu/business/academics/communication
(269) 387-6414

The Haworth College of Business Communication Center is a place where pre-business, professional-level B.B.A, MBA and
M.S.A. students can go for help in strengthening and professionalizing oral, visual and written communication skills—for
assignments, scholarship or graduate school applications, employment opportunities, or any other situation in which you
want to stand out!
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Collaborative WMU Departments (cont.)

Disability Services for Students
wmich.edu/disabilityservices
(269) 387-2116

The mission of Disability Services for Students at Western Michigan University is to make education accessible. A student
is a student, regardless of the issues, challenges or conditions faced. DSS advocates for the student to be provided

with the appropriate tools to allow that person the opportunity to reach goals and potential. Those tools, academic
accommodation or adjustment, facilitate learning
while maintaining the integrity of course content and
outcomes.

Office of Diversity and Inclusion
wmich.edu/diversity
(269) 387-6313

To ensure equitable access for all, the Office of
Diversity and Inclusion provides leadership by working
collaboratively with the University community to
identify and overcome institutional barriers and affirm
the dignity, value and uniqueness of each member of
the WMU community.

Center for Fostering Success
wmich.edu/fosteringsuccess
(269) 387-8344

The Center for Fostering Success was officially approved
by Western Michigan University’s Board of Trustees

in 2012. The mission is to improve college graduation
and career achievement rates among youth and young

. social work . mental health - addiction adults (12 to 25 years old) aging out of the foster care
system.

Immigration Services
wmich.edu/immigration
(269) 387-5865

International students please visit WMU Immigration Services for immigration advice and advance planning for any
training or work related to your program of study.

International students must have work authorization from U.S. Homeland Security in advance of their start date.

It is recommended to visit with WMU Immigration Services one full semester in advance to plan ahead for training or
work.

Types of authorizations include Curricular Practical Training (part of curriculum) and Optional Practical Training (optional
to degree program).

Private Appointments OPT Workshops
Walk-In Advising To give you the time and individual Strongly encouraged for students
See website for times service you deserve wishing to apply for OPT
e For brief, simple questions e For confidential or complicated issues e Available weekly throughout each semester

e Travel Signatures e Consultations for Curricular Practical Training e Held in International Admissions and Services office
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Collaborative WMU Departments (cont.)

Office of Institutional Equity
wmich.edu/equity
(269) 387-6316

The Office of Institutional Equity promotes an environment of equal opportunity, equity, access and excellence for all
members of the University community and provides compliance oversight regarding applicable laws, regulations and
policies to ensure a welcoming, safe, civil and inclusive environment.

Kalamazoo Promise Scholars Program
wmich.edu/kalamazoopromise
(269) 387-6313

Western Michigan University and the Kalamazoo Promise have partnered to develop a WMU-based program for currently
enrolled and prospective students eligible for the Kalamazoo Promise. The mission of this program is to increase retention
and graduation rates for Kalamazoo Promise recipients who attend Western Michigan University by providing direct
support from campus coaches, university departments and community resources, including parents, Kalamazoo Public
School staff and business partners.

Lesbian, Bisexual, Gay and Transgender Student Services
wmich.edu/lbgt
(269) 387-2133

The Office of LBGT Student Services offers
support, education and advocacy around
issues of gender identity/expression and
sexual orientation to the WMU community.

MICHIGAN DEPFARTMENT OF
This office collaborates with student

organizations, university departments ;; S i ED H HECTID N 5

and local organizations to provide our
campus community with access to healthy
resources, activities and support services.

Office of Military and Veterans Affairs
wmich.edu/military
(269) 387-4444

whio offers career opportunities in

Western Michigan University’s Office of
Military and Veterans Affairs assists in
creating a smooth transition from service

LomadEan Liiors

to student. This office provides veterans, # Fame b Frolaion Agems aml ol opeaorisni s
service members and family members of s i ! .
veterans with guidance and mentorship 20 10 WwH I'III'_Z|'||!_'||'_I-" LR ET (i | [
in a variety of areas, including academic BE™™ ™ e

= ~Enk KA —
support, benefit support and answers to and i 'F" r" 'I:I L Laressrs

guestions about WMU, Veterans Affairs
and the campus community.
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Collaborative WMU Departments (cont.)

Division of Multicultural Affairs
wmich.edu/multicultural
(269) 387-4420

The Division of Multicultural Affairs strives to ensure that all students are given the full opportunity to discover and
develop their talents, interests and unique potential and to provide a learning-centered environment that presents the
context for intellectual, cultural, professional and personal growth during the college experience. Through programs,
services and initiatives that address cross-cultural competency and personal empowerment, the Division of Multicultural
Affairs fosters community development, leadership and a campus climate that respects and appreciates the history,
culture and traditions of all students.

Student Professional Readiness Series
wmich.edu/business/academics/spurs
(269) 387-5131

The Student Professional Readiness Series is a co-curricular graduation requirement in the Haworth College of Business at
Western Michigan University, ensuring that all undergraduate BBA students earn their spurs and graduate with the career
readiness competencies desired by employers as defined by the National Association of Colleges and Employers. The
SPuRS program guides you, as a business student, in cultivating your interpersonal skills, leadership attributes and
professional competencies through co-curricular programming. SPuRS was developed based on employer feedback and
prepares you to successfully launch from college to career.

TRiO Student Success Program
wmich.edu/triostudentsuccess
(269) 387-4440

TRiO Student Success Program is a learning community funded by the U.S. Department of Education that helps first-
generation, income eligible and students with disabilities complete their baccalaureate degrees. Since 1984, TRiO SSP has
been a vibrant part of the Western Michigan University campus community.

WMU Signature
wmich.edu/signature
(269) 387-2128

Western Michigan University recognizes that engagement outside of the classroom can contribute to student learning and
development. In response, the University created a framework, WMU Signature, for students to intentionally engage on
campus and meaningfully reflect on their experiences. To celebrate students’ co-curricular achievements, the University
will officially recognize students who have successfully completed their WMU Signature by including a WMU Signature
Designation on their academic transcripts and diploma.

WMU Writing Center
wmich.edu/writingcenter
(269) 387-4615

The Western Michigan University writing center is dedicated to creating and fostering a campus culture that values
writing as an essential process by which individuals develop scholarly knowledge, critical thinking ability, communication
skills and practical wisdom. The Writing Center helps writers at all levels and of all abilities determine strategies for
effective communication and make academically responsible choices at any stage in the writing process and in any genre.
Our hope is to empower each writer with the skills to better understand their own work and to more deeply engage with
other writers’ works.



106

Employment Advice for Students with Disabilities

As today’s workplace continues to grow and evolve with an increase in technology, on-the-job training and software
innovations, students with disabilities have the ability to find a workplace that will recognize their value and individualized
needs. Under the Americans with Disabilities Act, a workplace must be able to provide “reasonable” accommodations to all
employees. What is reasonable accommodation? Under ADA law, the employer makes a reasonable effort to accommodate
the employee’s individual needs given their disability.

As a student, you are learning the best environments, technological fit and accommodations that make you a successful
student. You will apply this knowledge as you enter an internship, grad school or employment. What can you do to ensure you
find a work environment that provides the right accommodations?

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

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

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

4. Check out the local (community) resources: Many organizations that are inclusive and already practicing
individualized accommodations want to be connected with area community partners. In Kalamazoo, we have the
Kalamazoo Office of Disability Network of Southwest Michigan:

www.dnswm.org. The staff are well-versed in ADA-compliance, peer and professional advocacy, offer workshops, a
newsletter and more.

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

“When do I disclose my disability?” )
You do not need to disclose a disability until you
. t aV\d have received an offer for internship and/or work
B cowﬁdev\esev\ offer.
lways IolFV in a In general, you will want to share with the
9OMV'S@ annel employer on a need to know basis and when
voF@ssiov\al ‘M to do so is your choice. Some students with
P Maria GU‘T‘:\‘; of disabilities disclose in the cover letter, some
MI Departg‘oens during the interview and others at the time of
Correc - offer. Best practice includes thoughtful discussion
about how their disability has allowed them to

think more about teams, workplace safety and
technology.

For more information: US Department of Labor:
www.dol.gov/odep/pubs/fact/ydw.htm

The Job Accommodation Network: AskJAN.org

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

-




Career Resources for International Students

Transitional Resources

US cultural and employment norms may seem quite different to an international student transitioning to the US. The
following resources provide various information on cultural norms, educational requirements, obtaining visas and

transition information.

e  Foreign born.com: www.foreignborn.com

e International Student: www.internationalstudent.com/resources

e National Association for College Admission Counseling: www.nacacnet.org/
e  “Crossing customs: International students write on US college life and culture” by Jay Davis and

Andrew Garrod! (Book)

e  “Succeeding as an international student in the US and Canada” by C. Lipson & A.E. Goodman (Book)

Visa Information

As you search for jobs or internships, it is important to understand the processes associated with your visa. Employers
may have false assumptions about visa limitations, costs, or processes and it is important to be able to provide accurate
information to potential employers. The following resources provide visa information.

e US Department of Labor: www.foreignlaborcert.doleta.gov/howdoi.cfm

e H1 Base Website: www.hlbase.com

Job and Internship Search

A job or internship takes a combination of numerous
resources and strategies. Below are lists of potential
sponsoring employers, occupational outlooks and job
opportunities. Utilize these resources as you build your job
search strategy and create target employers list.

e  https://www.hlbase.com/

e  http://www.myvisajobs.com/

e  http://www.goinglobal.com/

e  http://www.h1lvisajobs.com/

e  https://www.insidehighered.com/

advice/2018/05/07/job-advice-international-

grad-students-united-states-opinion https://www.

internationalstudent.com/jobsearch/

e  https://www.foreignlaborcert.doleta.gov/pdf/
h_1b_temp_visa.pdf

e  “Power Ties: The International Student’s
Guide to Finding a Job in the United States” by
Dan Beaudry “3 Steps to Your Job in the USA:

International Student Edition” by S. Steinfield & H.

Yinping (Book)
e  “The International Advantage: Get Noticed. Get
Hired.” by Marcelo C. Barrors

Education Resources

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

e  Education USA: www.educationusa.state.gov/

e Institute for International Education:www.iie.org

e  “International Student Handbook 2013: All new
26th Edition” by The College Board (Book)

Get ENGAGED. Find a PASSION.
Do something UNIQUE.

e
Your Signature here! #« «ipee of
tachelor of Business Adbministeation

BAHN Siguature: Lenberelip

Learn how—wmich.edu/signature

@wmusignature

wmu-signature@wmich.edu  (269) 387-2128

This page has been reproduced from the Resources for Partnering with International Students (2015) Edition publication with permission granted by the National
CareerDevelopment Association International Student Services Committee, © 2015.
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ADVICE FOR VETERANS

pend time with civilians and other veterans:

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

ssume control of yourcollege path:
Arrive 15 minutes early to every 8vent you are a part of. Don’t miss class, take notes and study; study, stidy...give
100% priority to your studies. : !

ook for support: =
Every student needs support, regardless of his/her life situation. As a veteran, you havefaccess to multiple means of
support ranging from tutoring to advising and counseling services. Visit wmich.edu/military for a list of supportive
resources. 9

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

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

ngage with faculty and employers:

Take every opportunity to attend as many employer related events as possible. Lists of employer-related events can be
found at: wmich.edu/business/career/programs or wmich.edu/career/events. Also, make it a priority to visit each of
your instructors you have during their office hours.

Visit WMU locations in:

* Battle Creek
* Benton Harbor
* Grand Rapids
* Lansing

* Metro Detroit
* Muskegon

* Punta Gorda

* Traverse City
* Online

Attend a major research university without leaving home. Get to
know top-notch faculty invested in your success. Prepare yourself for
success while contributing to the growth of your own community.

Welcome to here.Welcome to now. Welcome to someday.

wmich.edu/extended/someday
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* At Eaton, we make what matters work—creating
power management technologies that keep the
world moving, every day. But we can't do it alone.
We partner with companies around the world to help
solve some of the toughest power management
challenges on the planet—safely, efficiently, reliably
and sustainably. Working together, valuing new
ideas, listening to new opinions and understanding
new points of view each and every day.

That's why, at Eaton, we offer more than competitive
benefits and professional growth opportunities for
our employees. We create an environment that
fosters learning and teaching, allowing employees to
reach their full potential—and where you can help us
reach ours.

Come discover the opportunities waiting for you and

E A T‘ N the possibilities inside of you.
A

. . X Start your career today at Eaton.com/careers
Powering Business Worldwide

\We make what matters work.

Eaton is an Equal Opportunity & Affirmative Action Employer, minority/female/disabled/protected veteran
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