What is...

Field Experience?   It’s Internships & Co-ops
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The Field Experience Program offers you an opportunity to work alongside professionals from your field and experience the work world firsthand before you graduate, through internships or cooperative education.
Through internships and co-ops you will acquire hands-on skills and knowledge, not to mention invaluable contacts in the professional world. Many students have received job offers from their field experience or because of it.  

[image: image2.png]Goodell 511 M-F 3:30-5
UMassAmbe Career www.umass.edu/careers
413-545-2224

Student Affairs and Campus Life



Thousands of opportunities are available for all majors! Students tell us they gain confidence, understand more about their field of interest, and learn more about the type of employer they would like to work for. 
Internships  Internships can carry academic credit, and if so, must be sponsored by a faculty member. Credits are earned either in the student’s major or as general electives applied toward graduation. Up to 18 total internship credits can be earned, depending on the guidelines of their academic department.  In order to be eligible, a student must have a minimum of 45 credits and 2.0 GPA or higher. Internships can be paid or not, depending on the employer.  Internships can be at local, national or international sites. Semester internship credit is part of regular tuition, while summer or winter session credit is through Continuing Education and is calculated per credit.
Cooperative Education (Co-ops) Co-ops are PAID positions lasting from 3-9 months, either for a semester or a semester plus a summer. They are preprofessional, challenging and have a direct connection to the student’s academic studies. Students do not earn academic credit but co-ops are noted on transcripts. 
When students do co-ops, they can be absent from campus without losing their student status. This status is important to student loans and insurance and protects students from having to reapply to the university after they’ve been away. 
First Step…..Come to an information session.
Academic Year: Mondays at 5pm or Tuesdays @ 12:45pm in 508 Goodell
Contact us….. 

For Internship Paperwork: 

Main Office, 511 Goodell ……………………………545-6265
For Advising/ FE Appointments: 

Candice Serafino, 419 Goodell…… …………….…545-6253   serafino@acad.umass.edu 
Brian Frenette, 419 Goodell…………………………545-2238

frenette@acad.umass.edu
[image: image3.png]Goodell 511 M-F 3:30-5
UMassAn Career wwrw.umass.eduicareers
413-545-2224

Student Affairs and Campus Life



The Top 10 Things Career Services Can Do For You!!!

[image: image4.wmf]Career Services is here to help you identify and pursue a satisfying career through a variety of programs and services. Check out what we have to offer!

#1   15 Minute Walk-In Advising

Current undergraduate and graduate students are welcome to drop in for a quick consult on any career-related issue. Every weekday from 12 noon to 4pm, advisors are available to critique resumes and cover letters, speak briefly about interviewing and job searching, and refer you to other resources within Career Services and beyond.

#3   Career Planning and Strategizing

What do you want to be? What careers are you headed for? How do you get from here to there? Our career advisors conduct assessments, provide overviews of fields and disciplines, and ask a lot of really good questions during longer, more in-depth appointments. Call or make an appointment at the reception desk to schedule a time for yourself.

#5   Events

· Career Fairs:  Engineering & Technology, ALANA 

· Career Blast:  Full time Employment, Internships, 

Co-ops and Summer Jobs

· Graduate & Professional School Information Day

· Industry Panels

· Alumni Forums & Networking Events

#7   Presentations on Career Topics

We facilitate workshops on topics such as resume writing, interview skills and job searching. We reach out to academic departments, residence halls, student clubs and organizations to provide specialized workshops.

#9   Online Tools
· FOCUS: An online assessment system that will help you develop an accurate picture of your personal strengths, needs, and preferences, and develop a sound career plan.

· WetFeet: Provides profiles of careers, industries, and specific companies as well as extensive articles on career development.

· What Can I Do With This Major?: This site helps you link major interests with potential careers.

· Career Search: A searchable employer directory: it is a tool for researching industries and companies both for- and not for-profit, by industry, geographic region, size, product, and keywords.

· Assistance with: Resume, cover letter, interviewing tips, working abroad job acceptance protocols, transition to life after college & more!

· Interfolio: Collect, deliver and showcase important and confidential documents when applying to graduate schools and jobs.   

#2   Internships  or Co-ops
Field Experience is a summer, fall and spring possibility. Many students return to campus with job offers in hand before the start of their senior year. Previous UMass Amherst students have completed exciting placements at the US Supreme Court, US Fish & Wildlife Service, TJX, IBM, Abbott Labs, Boston Globe, Disney World, MTV, The Washington Center, Genzyme, the US State Department and more.

#4   Job and Internship Postings

With our eRecruiting database (www.umass.edu/careers) you can search up-to-date information for specific positions related to your interests and qualifications. Job postings and internships are added every weekday. This database is also used by employers interested specifically in UMass Amherst students to review candidates and set up interviews for on-campus recruiting.
#6   Mock Interviews
Thorough preparation for an interview is essential. Being able to answer questions convincingly and with relevant details in a conversational manner is very important. Practice your interviewing skills with your career advisor.

#8   On-Campus Interviewing
Campus recruiting brings interesting employers to campus to conduct interviews for employment opportunities throughout the United States. Many of these employers also conduct information and networking sessions on campus for students from all majors and class years.

#10   Friendly & Knowledgeable Staff

Our Career Services office is staffed with peer mentors, graduate students and professional staff with combined experience of 137 different jobs held and 183 years working in career services. 

Don’t wait –

Find out what we can do for you!
Stop by today!
How Internships for Credit Work 
· To be eligible to receive academic credit, a student must have a minimum of 45 credits and a 2.0 GPA or higher. 
· To earn academic credit, an internship must be sponsored by a Faculty member. 
· Arts and Science majors can earn up to 18 credits in total for internships, depending on the guidelines of their academic departments. Credits are earned in either the student’s major or as general electives applied towards graduation. Isenberg (SOM) and the School of Engineering have different guidelines. 
· Internships can happen all year round, may be paid or not, and can be at local, national or worldwide sites. 
· Semester internship credit is part of regular tuition, while summer or winter session credit is made with Continuing Education and is calculated per credit. 

· To find internship listings go to the UMass Career Services’ website which lists our eRecruiting database at: www.umass.edu/careers. If you have trouble, call 545-2224 or stop in.
· Update your profile on eRecruiting and begin to search for interesting positions. Check listings frequently as new opportunities are added all the time. 

·  We recommend you apply for at least 4-5 internships. Use other websites and FACULTY contacts too. 
· Visit Career Services during DAILY Walk-In hours: Monday through Friday 12 noon to 4pm and bring a draft of your resume and cover letter to get them critiqued.

· Once you get an OFFER, pick up an Academic Contract from the Field Experience (FE) program. Arrange for a faculty member to sponsor you and complete the Academic Contract. Have your faculty authorize your credits by signing off on the Academic Contract. Return Academic Contract to Field Experience (FE).
· Once you are in PLACE, have your on-site supervisor fill out a Position Description and return it to FE.
·  You may be contacted by Career Services staff to arrange a site visit OR a Mid-Term Evaluation will be sent to you.
· At the end of the internship, both you and your on-site supervisor will be asked to submit final evaluations to FE program. 

· Complete academic work/project for your faculty sponsor to receive your credits. 
You can also meet with a Career Advisor or Field Experience rep to help you find a great internship based on your career interests. 
	Internship Credit/Hours Relationship
NOTE: These numbers are based on a 15 week semester.

	CREDITS
	HOURS/WEEK
	HOURS/SEMESTER

	3
	8
	120

	6
	16
	240

	9
	24
	360

	12
	32
	480

	15
	40
	600


Other offices that you may need to check in with: 

· Housing Assignment Office (235 Whitmore Admin. Bldg. Phone: 413-545-2100) If your internship is away, remember to cancel housing but arrange housing for the semester after your internship. 

· International Programs Office (467 Hills South, Phone: 413-545-2843) International students must contact the International Student Program to obtain information regarding visas. 
How Cooperative Education Works (Co-ops) 

Co-ops are 3 to 9 month, PAID professional positions that require you to set school aside for a period of time. Co-ops can last a semester or a semester plus summer. Co-op status allows you to stay enrolled at UMass Amherst without paying tuition, while working and earning at least minimum wage in a job related to your major. You do not earn credit but the co-op experience is noted on your transcript.

· To find co-op listings go to the UMass Career Services’ website which lists our eRecruiting database at: www.umass.edu/careers. If you have trouble accessing it, call 545-2224 or stop in.
· Attend the Fall Engineering & Technical Career Fair, Spring Career Blast and other departmental events and submit your resume to employers coming to UMass’s campus to interview for co-ops. 
· Visit Career Services during Walk-In hours Monday through Friday noon to 4pm and bring a draft of your resume and cover letter to get them critiqued. 

· Upload your resume to eRecruiting and begin applying to interesting co-ops. Check listings frequently as new positions are added weekly. Apply for 4-5 opportunities. Use other websites & Faculty contacts too.
· Notify the Field Experience program when you accept an offer, as a placement contract is required for a semester co-op. 
Once in place at a company:

· Return a Verification Card to the Field Experience (FE) program with the name and address of your on-site supervisor. 

· Have your on-site supervisor fill out a Position Description form and you return it to the Field Experience program.

· You may be contacted by a Departmental rep to arrange a site visit OR a Mid-Term Evaluation will be e-mailed to you.

· At the end of the co-op both you and your on-site supervisor will be asked to submit final evaluations to the FE program. Once these forms are received, the co-op is listed on your undergraduate transcript as a pre-professional experience. 
IMPORTANT:   If your co-op is during the semester, get a Departmental Permission form from the FE program. Once the Departmental Permission form is received, the Field Experience staff will put you on co-op status with the university. For a summer co-op departmental permission is not required. 
For semester long co-ops, after you check in with the Field Experience program, other offices that you might check in with: 

· Registrar’s Office (213 Whitmore Administration Building, Phone: 413-545-0555)
If necessary, change your graduation date with the Registrar’s Office so that you’ll be able to register for the semester when you’ll be returning to campus. 

· Housing Assignment Office (235 Whitmore Administration Building, Phone: 413-545-2100)
Remember to cancel housing for the semester you’ll be away and arrange housing for the semester after your co-op. 

· Financial Aid Services (Phone: 413-545-0801)
Students who receive financial aid meet with Pat Echols, the Financial Aid liaison for co-op students. 

· International Programs Office (467 Hills South, Phone: 413-545-2843)
International students must contact the International Student Program to obtain information regarding visas. 
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Veteran’s Assistance & Counseling Services (227 Whitmore Administration Building, Phone: 413-545-0939) Students currently receiving veteran’s benefits should contact this office for information about what impact a co-op may have on their benefit eligibility. 

Here are some of the great places that UMass students have gotten great experience::

                  American Cancer Society
Amherst Public Schools
Arnold Worldwide

Boston Harbor Hotel
Comedy Central

Daily Hampshire Gazette

Ernst & Young

ESPN, NECN, WGBY–PBS, WHYN Mix 93.1Radio, WSHM-TV CBS 3
Fox Entertainment Group

Genzyme Corp.

Hanover Insurance

Hasbro, Inc.

Kraft Sports Group

MA District Attorney’s Office

MassMutual 

The May Institute

MFS Investment Management

MTV

Nature Conservancy

New England Center for Children

Pratt & Whitney

Reebok, International Ltd.

Self Magazine 
Smithsonian National Zoological Park

TJX Companies 

US Department of State 

US Environmental Protection Agency 

US Fish & Wildlife Service

University of Massachusetts – Various Offices

Walt Disney World
Yankee Publishing Magazine, Inc. & many, many others……



In addition to UMass’ database, attend on-campus career fairs to network, ask faculty for referrals and leads and use additional websites such as:

Vertical search engines – www.simplyhired.com

 www.indeed.com
(Put in keywords such as “history internships, Boston”, as they pull from all listings on the Internet)

www.internshipprograms.com

www.usinterns.com

www.internships.com 



www.talentzoo.com  (Communications)

www.careerrookie.com


www.internqueen.com
http://college.monster.com (Monster’s entry level site – “internships tab”)

www.careerbuilder.com 


www.bostonworks.com www.idealist.org (non-profits)




www.internjobs.com



www.urbanemploy.com

www.hireculture.org (MA arts/cultural)
www.collegegrad.com
www.internhere.com (western MA & CT)
www.internsearch.com
 
www.internweb.com



www.bookjobs.com/internships.php    

www.urbaninterns.com (better for NYC, but includes DC, Boston, Chicago)



www.makingthedifference.org  (Federal Government co-ops and internships)
http://people.rit.edu/gtfsbi/Symp/premed.htm (sciences, premed - nationwide)

http://www.scied.science.doe.gov/scied/erulf/about.html (DOE, science, engineering)

http://www.si.edu/ofg/internopp.htm (Smithsonian listings, DC)
www.internshipratings.com
(student rate their experiences)

Many organizations actually list their internships on their websites, so also check their HR or Careers sections. 
For industry-specific websites, see a Career Services Advisor through our main office.
Note: If you see listings by Dream Careers, they charge you to secure an internship)

Part-time/Summer Job Websites:

www.snagajob.com,  www.coolworks.com,  www.summerjobs.com ,  www.craigslist.org, www.campjobs.com,  
www.collegehelpers.com (part time jobs in the greater Boston area)  
updated 5/11            



 Resume Tips
Career Services



Be cLeBearning Commons Hour

ACTION VERB LIST
Communication Skills
· Addressed 

· Arranged 

· Authored 

· Collaborated 

· Composed  

· Consulted

· Contacted  

· Corresponded  

· Directed 

· Drafted

· Edited 

· Enlisted 

· Expressed

· Formulated

· Furnished

· Incorporated

· Influenced

· Interacted  

· Involved 

· Marketed

· Mediated 

· Negotiated

· Observed

· Outlined   

· Promoted

· Proposed

· Publicized 

· Recruited  

· Solicited 

· Spoke 

· Summarized

· Synthesized 

· Wrote

Creative Skills
· Acted

· Adapted

· Began

· Combined

· Composed  

· Created

· Customized

· Designed

· Developed

· Directed 

· Entertained

· Established

· Fashioned

· Formulated

· Founded

· Illustrated

· Initiated

· Instituted

· Integrated

· Introduced

·       Invented 

· Modified

· Originated

· Performed 

· Planned

· Revised 

· Shaped

· Solved

Financial Skills
· Administered
· Adjusted

· Allocated

· Analyzed

· Appraised

· Assessed

· Audited

· Balanced

· Budgeted

· Calculated

· Computed 

· Corrected

· Determined 

· Estimated 

· Managed

· Marketed

· Measured 

· Planned

· Prepared

· Programmed

· Projected 

· Reconciled

· Reduced

· Researched

Helping Skills
· Adapted

· Advocated

· Aided

· Arranged

· Assessed

· Assisted 

· Coached

· Collaborated 

· Cooperated

· Counseled

· Demonstrated

· Diagnosed

· Educated

· Encouraged

· Ensured

· Expedited

· Facilitated

· Familiarized

· Furthered

· Guided

· Helped  

· Prevented

· Provided

· Referred

· Rehabilitated

· Represented

· Resolved

· Simplified

· Supplied

· Supported

· Volunteered

Management Skills
· Administered
· Analyzed

· Appointed

· Approved

· Assigned 

· Authorized

· Chaired  

· Contracted

· Controlled 

· Coordinated 

· Delegated

· Developed

· Directed

· Eliminated 

· Enforced

· Enhanced

· Established

· Executed

· Generated

· Handled

· Headed 

· Hosted 

· Incorporated

· Increased

· Initiated 

· Instituted

· Led 

· Merged 

· Navigated

· Organized

· Originated

· Overhauled

· Oversaw

· Planned

· Presided

· Prioritized

· Produced

· Recommended

· Reorganized 

· Reviewed

· Scheduled

· Secured

· Selected

· Streamlined

· Strengthened

· Supervised

· Terminated
Organizational Skills
· Arranged

· Catalogued

· Categorized 

· Classified 

· Collected

· Compiled

· Corrected

· Corresponded

· Distributed

· Executed

· Filed

· Generated 

· Inspected 

· Monitored 

· Operated

· Ordered

· Organized

· Prepared

· Processed

· Provided

· Purchased

· Recorded

· Registered 

· Responded

· Reviewed 

· Scheduled

· Screened

· Submitted 

· Standardized

· Systematized

· Updated 

· Verified

Research Skills
· Analyzed

· Collected

· Conducted

· Critiqued

· Detected 

· Diagnosed

· Evaluated

· Examined

· Experimented

· Explored

· Formulated

· Gathered

· Inspected 

· Invented

· Investigated

· Located

· Measured 

· Reviewed 

· Solved

· Summarized

· Surveyed

· Systematized

· Tested

Teaching Skills

· Adapted

· Advised

· Coached

· Communicated

· Conducted

· Coordinated

· Critiqued

· Developed 

· Evaluated

· Explained

· Facilitated

· Focused

· Guided

· Individualized

· Informed

· Instilled

· Instructed

· Motivated

· Persuaded

· Simulated

· Taught

· Tested

· Trained

· Transmitted

· Tutored

Technical Skills

Applied

· Assembled

· Built 

· Conserved 

· Converted 

· Designed

· Determined

· Developed

· Engineered

· Fabricated 

· Installed  

· Overhauled 

· Regulated

· Remodeled

· Repaired 

· Restored 

· Specialized

· Standardized

· Studied

· Upgraded

· Utilized

Resume & Cover Letter Samples 

Customized Towards Specific Opportunities 
Sample Volunteer Description

Massachusetts Community Water Watch

· Students will collect, identify, and analyze samples. During the field days, students will gather and split into groups to collect samples, do shoreline surveys, and learn about the issues. 

· A smaller set of students will further catalog and analyze the samples taken from the river. Students will interpret data and present it in graphs, with the ultimate goal of creating a map of species populations overlaying an aerial map, with photos of species samples and habitat. This information will be published on a website and in a report that will be delivered to media, as well as turned into an educational curriculum for schools. 

· Students will work with local nurseries and the campus to gather plant materials and supplies for a planting event on Earth Day in April. Students will coordinate volunteers, visibility, and media for the event. 

· River Monitoring Workshops Students will coordinate field days in which student will learn why and how to perform water quality testing and shoreline surveys. Days will include expert speakers and education on water quality issues.


Sample Cover Letter

511 Goodell Drive

Brett, MA 01002

November 30, 2010

Volunteer Coordinator

Massachusetts Community Water Watch

44 Winter Street

Boston, MA 02108

Dear Volunteer Coordinator:

This letter is to apply as a volunteer with Massachusetts Community Water Watch found through the Office of Community Service Learning at the University of Massachusetts Amherst. I am available to assist from May 17-August 30, 2011. 
I am a first year student interested in pursuing a career in the field of biology. Through my coursework at the University, I continue to master the art and science of collecting, analyzing and interpreting data. I have strengthened my organizational skills through my lab courses and have developed specialized skills in using Excel. 

With my experience as a camp counselor, I am confident in interacting with and presenting educational topics to a young audience. Specifically, I was assigned by my supervisor to serve the role of Head Counselor. Through this role, I was able to coordinate and collaborate with other counselors and share ideas on fun interactive activities for campers which included many environmental appreciation events. 

I look forward to utilizing my organizational and leadership skills in addition to my interest in biology to this opportunity. Thank you for your time and consideration. 
Sincerely, 

 Lucy Bugs
Lucy Bugs

511 Goodell Drive, Amherst, MA 01002 
lbugs@student.umass.edu
Cell: 413-555-6121

SUMMARY
Experienced written and verbal communicator with strong research and analytical skills seeking a summer opportunity. 
EDUCATION
University of Massachusetts Amherst
Expected, May 2014

Bachelor of Science Intended Major Biology
GPA 3.25

Courses in: Intro Biology I & II/labs, Cell and Molecular Biology, My DNA

Chadborne High School, Webster, MA
June 2010

High School Diploma


EXPERIENCE
Timberlake Camp, Brown, MA 
June - Aug. 2010

Camp Counselor

· Facilitated daily arts and crafts projects and environmental adventures for group of 18 elementary school-aged campers

· Coordinated with fellow counselors in organizing campers and major camp events: Protect Our Earth Day, “Timberlake’s Got Talent”, etc.

Chadborne High School Debate Team, Webster, MA
Sept. 2008 - May 2010

Team Member and President
· Designed pamphlets and posters in order to promote club events such as guest speakers

· Presented to eight classrooms on effective speaking techniques

· Elected team President for 2009 - 2010 academic year

ACTIVITIES
Environmental Horticulture Club

University of Massachusetts Amherst, Sept. 2010 - Present


Chadborne High School Women’s Varsity Tennis

Webster, MA April 2007 - June 2010
COMPUTER
SKILLS
Microsoft Excel, Word, PowerPoint and Photoshop

LANGUAGE

SKILLS
Basic Spanish

INTERESTS
Photography, Hiking, Sports, Reading

Sample Internship Description

Boston Bruins Pre and Post Game Show Intern
SUMMARY DESCRIPTION:

· Provide a variety of production support to NESN's Boston Bruins Pre and Post Game shows
· Log games 

· Archive video research and compile and present statistics 

· Assist editors and production team members with various aspects show production
QUALIFICATIONS:
· Must be able to receive college credit for this internship and provide verification that credit will be received. 

· Knowledgeable about the game of hockey (NHL & College). 

· Interest in television production and communications. 

· Excellent organizational skills and must be detail oriented. 

· Ability to work in a fast paced, loosely structured environment. 

· Must be a self-starter who can work independently with minimal supervision but also able to work effectively within a team environment. 

· Available and willing to work nightly shifts during the week generally beginning at 3:00 PM (shift end-times vary) and some weekend shifts starting at Noon or earlier. Available to work some holidays. 
Please send resume to jobs@nesn.com and reference “Bruins Pre/Post Game Internship” in the subject line. 
Sample Cover Letter 
123 University Drive
Kennedy, MA 01003

April 29, 2011
New England Sports Network
480 Arsenal Street, Building #1
Knowlton, MA 02472
Dear Mr. Berger:

I am excited to have found your listing for the Boston Bruins Pre and Post Game Show Internship through the University of Massachusetts Amherst Career Services. I can receive college credit for an internship and could provide verification. I am available to intern from January 17th  to May 16th 2011. 
I am working towards completing my Bachelor of Arts in Communications. Through my coursework, I have gained knowledge about television production and effective advertising. I have played on the University of Massachusetts Hockey Club team for the past three years. I am passionate about the game and it has been a part of my life for as long as I can remember. As a co-captain for the upcoming season, I am a leader who works well both individually and as part of a team.  With my experience in scoring games for the varsity hockey team, I am confident that my knowledge of the game, excellent organizational skills and attention to detail is an asset for logging games, archiving video and presenting statistics. In addition, my experience working as a waiter for a busy local restaurant provided me with great experience working in a fast paced environment.

I believe that this opportunity would provide me with valuable experience while simultaneously being involved with something that I truly enjoy.  I will be available to work nights, weekend and Holiday shifts as necessary.

I look forward to speaking with you. Please feel free to contact me at 413-555-1234 or via e-mail at icestar@student.umass.edu. 

Thank you for your consideration.
Sincerely,
Joe Ice Star

Joe Ice Star
46 Matthews Road, Field, MA 02138, 413-555-1234    
 icestar@student.umass.edu

EDUCATION
University of Massachusetts Amherst 
May 2012
Bachelor of Arts in Communication



Relevant Courses: Media Programming and Institutions, Media Markets and Power, Film and Television Production Concepts, Introduction to Statistics

RELEVANT EXPERIENCE

Hockey Score Keeper


Sept. 2009 - Present

University of Massachusetts Amherst Athletic Department

· Recorded scores of over 20 home games

· Logged statistics into computer database

· Attended staff meetings and contributed marketing ideas

Television Broadcasting Project Member
Jan. 2009

University of Massachusetts Amherst Communication Department

· Developed script for sports report on Men’s Varsity Soccer team 

· Videotaped 5 minute sports report to be aired in classroom

· Elected to air sports report on UVC-TV 19 student run public television station

ADDITIONAL EXPERIENCE

Weekend Wait Staff
April 2008 - Present 

Lucy’s Sushi, Moore, MA

· Served food to over 17 tables nightly in fast paced environment

· Familiarized customers with nightly specials

· Trained 9 new employees
ACTIVITIES
Men’s Club Hockey
Nov. 2008 - Present 

University of Massachusetts Amherst

· Assisted head coach with scheduling scrimmages with 7 different local colleges

· Elected Captain for 2010-11 season

· Trained 15 teammates during 2009 off season 

COMPUTER SKILLS

Microsoft Word, Excel, PowerPoint, Adobe Photoshop
Inside Interviews

From the University of Massachusetts Amherst

Career Services





Answering Questions

· When answering questions, remember the “3 P’s:”

· Ponder: ask yourself why the employer has asked a question. This will help you determine what skill, trait, value or ability is being measured. 

· Prove: if you say that you have developed excellent communication skills give examples of situations where you utilized these skills.

· Project: always project a positive image even when the questioning gets negative. If you are asked to state one of your weaknesses, do so. However, explain what you are doing to eliminate that weakness and what you have learned in the process. 

	Potential Questions
· Why should I hire you?

· Tell me about yourself?

· What do you consider to be your greatest strengths and weaknesses?

· Describe the worst boss you’ve ever had.

· What are your long range and short range goals and objectives?

· What do you see yourself doing five years from now? Ten years from now?

· What do you really want to do in life?

· What are your long range career objectives?

· How do you plan to achieve your career goals?

· What are the most important rewards you expect in your career?

· What do you expect to be earning in five years?

· How well do you work with people? Do you prefer working alone or in teams?

· How would you evaluate your ability to deal with conflict?

· What’s more important to you - the work itself or how much you’re paid for doing it?

· How would a good friend describe you?

· Describe the best job you’ve ever had.

· What motivates you to go the extra mile on a project or job?

· What makes you qualified for this position?

· How do you determine or evaluate success?


	· What qualities should a successful manager possess?

· Do you consider yourself a leader?

· Which is more important: creativity or efficiency? Why?

· Describe the relationship that should exist between the supervisor and those reporting to him or her?

· What two or three accomplishments have given you the most satisfaction? Why?

· Do you have plans for continued study? An advanced degree?

· Give me an example of a time you worked under pressure. 
· What’s one of the hardest decisions you’ve ever had to make?

· Why did you decide to seek a position in this company?

· What can you tell us about our company?

· What interests you about our products?

· What do you know about our competitors?

· What two or three things are most important to you in
 your job?

· What have you learned from your mistakes?

· What have you accomplished that shows your initiative
     and willingness to work? 
· Do you have any hobbies? What do you do in your spare time?
·  In what ways do you think you can make a contribution to our company?

· What do you think it takes to be successful in a company like ours?




Phone Interviews

Phone interviews are becoming increasingly common. It is important to make sure that your voice mail is appropriate and professional. When a phone interview is scheduled make sure to have the employer call you to a land line where there will be no background noise. Treat the phone interview as you would an in-person interview. Smile, sit up straight or walk around - your body posture greatly influences your tone of voice. Make sure you send a thank you just as you would, following an in-person interview. 

Manners and Etiquette

· Turn your cell phone off before going into the interview.
· Plan on arriving 15 
minutes prior to the interview. Give yourself time to run to the bathroom and make sure everything’s in order. Take a deep breath!
· Be friendly to everyone you see! Stand when people come into the room or are being introduced to you. 

· Handshakes: gender
 does not change who offers the handshake or how it is done; give the pressure you receive; web to web; hold objects (business cards, portfolio) in your left hand to keep the right free.
· Sit up straight and look people in the eye. Do not slouch or cross your legs
.

· If your interview includes either lunch or dinner, read up on table etiquette before you go. Remember that this meal is not about food – you are the entertainment. Order from the mid-price range on the menu, something easy to eat and not messy. Do not order alcohol, no matter what your age. Do not speak with your mouth full. The person inviting you is expected to pay. Remember to thank them for the meal. 

	Do
	Don’t

	· Smile as frequently as possible (especially when you are asked a question and respond to the person who has asked the question) but don’t overdo it!

· Maintain good eye contact. If there’s more than one interviewer look from person to person.

· Be articulate and listen carefully to each question before giving your answer.
· It is okay to take your time answering questions and/or clarifying questions if you need to. 
· Keep calm and don’t panic!
	· Crossing your arms: makes you look defensive.

· Sit on the edge of your seat.

· Mess with your face or play with your jewelry or hair.

· Rock on the seat.

· Interrupt when being asked a question.

· Give one word answers (unless the answer dictates a one word answer!)


Handling Inappropriate Questions
Questions regarding your marital status, age, race, religious preference, children, sexual orientation or other issues are not always illegal but definitely inappropriate or unethical because they are unrelated to the job qualifications. Handling these questions can pose a personal dilemma as you decide how to respond. There are no strict guidelines to follow in dealing with these questions and many times they are asked by interviewers who are unaware that the questions are inappropriate. However, if you feel uncomfortable about a question ask yourself the following questions: 

· Do I really want this job?

· How badly do I want this job?

· Do I really want to work for an organization that asks inappropriate questions?

· Does the interviewer realize that this question is inappropriate?

Based on your responses to some of these questions you may wish to:

· End the interview.

· Ask the interviewer what relevance the question has to the position or why the question is being asked (the University of Massachusetts Amherst Career Services favorite).

· Refuse to answer the question.

· Answer the question with or without regret.

Keep in mind, the way you handle this situation says a lot about your professionalism and maturity. 
Avoid being rude and argumentative while remaining positive, polite and assertive.
Always Remember to…

· Thank everyone that you meet for their time.

· Get the business cards or contact information of everyone that you meet at the interview. This will be helpful in writing thank you e-mails or letters. Within 12 to 24 hours after your interview make sure to send thank you letters to anyone you interviewed with. 
Make sure to express your sincere appreciation, reemphasize your strongest qualifications and reiterate your interest in the position.

2913 Baxter Road

Amherst, MA 01002









April 29, 2011
Ms. Marge Romano

Wildlife Biologist

P.O. Box 9955

Goose Rocks, ME 03217

Dear Ms. Romano:

I want to thank you for taking the time to interview with me yesterday for the Biological Wildlife Aide position. I enjoyed meeting you and learning more about the organization.

My enthusiasm for the position and my interest in working for the Moosehorn National Wildlife Refuge were strengthened as a result of the interview. I think my education in Wildlife and Fisheries Conservation and internship fit nicely with the job requirements, and I am sure that I could make a significant contribution to the organization over time.

I want to reiterate my strong interest in the position and in working with you and your staff. You provide the kind of opportunity I seek. Please feel free to contact me at 413-555-4321 or anatures@student.umass.edu if I can provide you with any additional information.

Again, thank you for the interview and your consideration.

Sincerely,

Andy Natures


April 29, 2011
Dear Mr. Carse:

 

I would like to thank you for your kind words and suggestions during our meeting at the K-12 School Professionals Fair at University of Massachusetts Amherst on January 6, 2010. I look forward to the opportunity to volunteer with your new High School’s guidance team in the near future. 

 

I will get in touch with the Guidance Department to see how I may be of service in assisting students with the college admissions and scholarship application process.

 

Having grown up in Amherst and volunteered in Greenfield, I have developed tremendous respect for the local youth over the years. Thank you again for your input and a door left open for future contact.

 

Sincerely,

 

Stephanie Teaches

Contacting Employers after the Thank You

At the end of every interview be sure to ask what the next steps are in the application process. This knowledge can help you decide if or when you contact the employer after the interview after you have sent the thank you letter. 



The Basics


Resumes should always be concise and consistent with no typos!


Translate your experience into employer language: use the exact same words found in the description


One page in length (with specific exceptions)


Choose a readable font such as: Times New Roman, Arial, Calibri; font size 10-12 pt. 


Only black ink appears on resume


Photocopy/Scanner Ready:


	- light,  neutral paper color


	- no ( ), underlines, italics, columns, lines or funky design bullets 








Name and Education


Your name is clearly visible and probably two font points bigger than the rest of the text


E-mail is not hyperlinked if handing or mailing in; e-mail address is Grandma approved


UMass is a nickname, write out University of Massachusetts Amherst every time


Include GPA if 3.0 or higher








Experience


Think of including coursework, lab techniques, class projects and large research papers as ways to demonstrate your relevant skills. Focus on courses relevant to employer (do not use basic courses or course numbers)


Dates are: 	- in reverse chronological order


		- consistent (i.e. if you said Summer 2010 do not say June-August 2010 in another job)


Major titles are capitalized (i.e. lifeguard = Lifeguard)


Use descriptive titles (i.e. Intern = Software Design Intern)


Describe your accomplishments, any results, and skills developed, not just your entire job duties


No articles, pronouns or helping verbs (i.e. a, an, I, them, their, etc.)


Start descriptions with action verbs (see next page for examples)


Use as many numbers as possible (Supervised group of 13 children, Managed budget of $15,000)


Well known abbreviations only (i.e. CPR not ASB)


“References Available Upon Request” unnecessary


Name dropping within resume unhelpful unless employer knows person


Be creative with possible headings: Relevant Coursework, Special Projects, Summary of Qualifications, Related Skills/Experience, Achievements, Employment, Activities, Leadership, Community Service, Athletics,  Professional Development, Technical Strengths, Research Skills, Language and Travel, Publications, etc. 

















Want some feedback on your resume & cover letter? Come to �Walk In Hours �Monday-Friday 12-4pm






































Here’s what previous interns had to say…


“My internship at Reebok helped broaden my goals. I saw what the different positions within the company were all about, besides my own department. Before I came, I had a very narrow idea about what I wanted to do professionally. Now my mind has opened up to other possibilities.” 


“My co-op was excellent.  I earned great money while putting my engineering skills to work at GE.”


“I HAD THIS INTENSE FEAR OF SPEAKING IN GROUPS BEFORE I BEGAN, AND ENDED UP ACTUALLY RUNNING MEETINGS. A HUGE ACCOMPLISHMENT AND I LOVED IT ONCE I GOT COMFORTABLE. I EVEN DID A PRESS CONFERENCE WITH TV CAMERAS ON ME.” The Castle Group 


“Definitely dream big! There are so many opportunities out there. The experience should be challenging, rewarding, and educational!”State Street Corporation


“Choose one that you are very interested in and one you could see yourself working at long term because you could be offered a job!” Bristol-Myers Squibb


“I enjoyed my internship at The May Institute”.














Asking Questions 


Research the company. Prepare a list of at least five questions to ask the interviewer. At the end of any interview make sure you know what the next steps are in the application process. �


Questions to Ask


What are the qualifications of individuals who have excelled in this position or a similar position?


What type of person are you seeking?


Can I progress at my own pace or is there a structured training program?


What would a normal working day be like?


How would you describe your company culture?


Can I expect to be supervised, or will you expect me to work independently?


What will be the measurements of my success in this position?


Does the company provide any professional development or educational benefits?


Questions Not to Ask


What does this company do? (Do your research ahead of time!)


If I get this job when can I take time off for vacation? (Wait until you get the offer to mention prior commitments)


Can I change my schedule if I get the job? (If you need to figure out the logistics of getting to work don’t mention it now…)


Did I get the job? (Don’t be impatient. They’ll let you know)





Be Prepared


Have your resume polished. Bring a copy of your resume, a list of references, perhaps an unofficial transcript and a list of questions for employers (see below).  Place all documents in a portfolio with a pen.


Be able to answer the most important employer question: “Why should I hire you?” Become familiar with the information on your resume. Anticipate potential questions and be able to use examples from your resume. Practice your answers out loud. 


Be remembered for who you are not what you wear. Consider a solid conservative suit with coordinated shirt or blouse, polished shoes and limited jewelry. Be well groomed with little scent or makeup. Be sure to feel comfortable. 


Think of your interview as actually a business meeting between equals.


Know the directions to the interview. Plan your commute with time to spare. 


An interviewer’s most common reason for hiring someone? – “I liked him/her.”





Crafting Cover Letters


From the University of Massachusetts Amherst 


Career Services








